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Wave 2 Conversion Job Aid 1.0

Supplemental Job Aid

Date: 05/05/2016

Target Audience: Department Journal Approvers, Department Journal Processors, Department Budget Approvers, Department Budget Processors

[bookmark: _GoBack]Purpose: This Supplemental Job Aid provides all department users with an explanation of Wave 2 conversion and common accounting entries.

Required Materials:
CALSTARS Reports
· B06 Final Budget Report
· D16 Document Report for SCO Reconciliation (Accounts Receivable and Encumbrance)
· DB1 SCO Reconciliation Report
· DB3 SCO/CALSTARS Auto Year End Report
· 2013 G02 Report 8 - Post Closing Trial Balance
· 2014 G02 Report 8 - Post Closing Trial Balance
· G01 Trial Balance
· G05 Report 18 – Statement of Changes in Capital Assets
· PY Bank Reconciliation

FI$Cal Reports
· 2014 Final Budget Report
· ZZ_AR_ACCRUAL
· ZZ_ENCUMBRANCE_ACCRUAL
· 2013 Post Closing Trial Balance
· 2014 Post Closing Trial Balance
· Custom Trial Balance

FI$Cal Job Aids
· FI$Cal.006 Bank Reconciliation – Semi-Manual Reconciliation
· FI$Cal.056 Voucher Spreadsheet Upload
· FI$Cal.090 Creating Manual Payments for Paper Claims
· FI$Cal.147 Bank Reconciliation - Manual Reconciliation
· FI$Cal.188 Creating a New Journal Entry
· FI$Cal.210 Remittances - Entering Deposits and Running AR Reports




Purchase Order/Encumbrance Conversion:

All purchase orders with a balance as of 6/30/2015 were converted. They were converted to the ultimate funding source, i.e. distribution line or a distribution line which will be reconverted.

Steps to complete Purchase Order/Encumbrance Conversion:
1. Submit all Purchase Orders with a balance as of 6/30/2015 for conversion.
Responsible Party: Department
2. Purchase Order automated conversion completed.
Responsible Party: FI$Cal
3. Purchase Orders that were submitted as of 6/30/2015 must be reduced by the amounts liquidated during the creation of FY 2014 Expenditure Accruals.
Responsible Party: Department
4. Establish new FY 2014 Purchase Orders which were created after 6/30/2015, if applicable.
Responsible Party: Department
5. Populate all appropriation level encumbrance amounts using the following instructions.
Responsible Party: Department
a. Appropriation level encumbrance amounts can be retrieve by using the ZZ_ENCUMBRANCE_ACCRUAL query. Navigate: Main Menu > Reporting Tools > Query > Query Viewer
b. Enter the Query Name “ZZ_ENCUMBRANCE_ACCRUAL” and select “Search”. Select the “Excel” link next to the query name.
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c. Enter the following fields in the ZZ_ENCUMBRANCE_ACCRUAL run control:
Business Unit: <select your business unit>
Fund: <%>
Approp Ref: <%>
Approp Level Program: <%>
ENY: <%>
Year: <2014>
Period: <12>
Note: % - This feature will populate all fund, appropriation ref and program, and enactment year.
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d. Select “View Results”. Be sure to disengage the pop-up-blocker on the internet browser. An Excel file will be downloaded. Open the file.
e. Summarize the amounts on the query as shown in the screenshot below by fund, ENY, appropriation reference and program. Then validate these amounts matches the total amount of encumbrances on the B06 Final Budget Report which was reported to SCO at year end for fiscal year 2014.
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f. Once “e” is done contact FI$Cal conversion team for further instruction on the encumbrance conversion.
Email: FISCal.cmo@fiscal.ca.gov
6. Encumbrance reclassification will entail assessing with the department if partial reclassification is required, then FI$Cal staff will work with department to complete this task. If reclassification is for all encumbrances FI$Cal will complete this task to reclassify all encumbrance amounts to match the encumbrance amounts on the FY 2014 Final Budget Report. Utilize query ZZ_ENCUMBRANCE_ACCRUAL_DETAIL to populate encumbrances created by department during Purchase Order conversion. Credit these encumbrance amounts. Debit encumbrance amounts found on the DB1 and/or DB3 reports.
Responsible Party: FI$Cal
Journal Info:
· Journal Source: ACC
· KK Amount Type: Encumbrance
· FY/Accounting Period: 2014/998
· Accounting Example below:
	Source
	Debit/Credit
	Account
	Fund
	Program
	Ref
	Enactment Year
	Amount

	PO Encumbrance
	Credit
	Expenditure
	0001
	9999
	001
	2014
	-100

	Report 6 Encumbrance
	Debit
	Expenditure
	0001
	6080
	001
	2014
	40

	Report 6 Encumbrance
	Debit
	Expenditure
	0001
	6060
	001
	2014
	60



7. Reverse the reclassified of encumbrance amounts in FY 2015, period 1. Copy original reclassify journal and reverse monetary amounts.
Responsible Party: FI$Cal
8. Validate FY 2014 Encumbrance amounts by utilizing the 2014 FI$Cal Final Budget Report. The encumbrance amounts must equal the encumbrance amount on the CALSTARS FY 2014 Final Budget Report (B06). Other reports can be used to for validation which is the FY 2014 DB1 and/or DB3 Reports.
Responsible Party: Department



General Ledger Conversion:

The General Ledger conversion will include the conversion of the CALSTARS General Ledger file. The CALSTARS General Ledger file represents FI$Cal’s Budgetary Legal Basis Ledger of accounting. Encumbrances are only stored in Budgetary Legal Basis ledger and are not a Modified Accrual accounting entry.

FI$Cal Modified Accrual Ledger includes the following accounting information from CALSTARS General Ledger file:
· Balance Sheet real accounts but excluding Encumbrance Liability amounts
· Expenditure but excluding Encumbrance amounts
· Revenue
Note: Period 998 (13) will store Accrual amounts and it will be reversed in 
FY 2015, period 1.

The FI$Cal Budgetary Legal ledger will match the CALSTARS General Ledger file where the year-end reports was generated and submitted to SCO. FI$Cal Budgetary Legal Ledger includes the following accounting information from CALSTARS General Ledger file:
· Balance Sheet real accounts and including Encumbrance Liability amounts
· Expenditure and including Encumbrance amounts
· Revenue
Note: Expenditure/Revenue Accrual amounts will be reversed in FY 2015, period 1. Encumbrance amounts will be liquidated as payments are made against the purchase orders.

The FY 2014 FI$Cal beginning and ending Appropriation Budget as noted in the Final Budget Report will match the CALSTARS beginning and ending budget amount. The Budget amount has been converted from SCO and will be adjusted to match CALSTARS.

1. Submit excel version of the DB1 and/or DB3 reports.
Responsible Party: DOF CALSTARS
2. Document accrual amounts will be submitted by DOF CALSTARS and forwarded to departments for validation.
Responsible Party: FI$Cal GL
3. Validate accrual amounts and give permission to FI$Cal GL to load into production.
Responsible Party: Department
4. Submit B06, 2013 Post Closing Trial Balance, 2014 Post Closing Trial Balance and any adjustments or revisions.
Responsible Party: Department
5. Confirm the General Ledger conversion has been completed and notify department.
Responsible Party: FI$Cal
6. Validate 2013 Post Closing Trial Balance Report
Responsible Party: Department
a. Navigation: Main Menu > FI$Cal Processes > FI$Cal Report > GL Reports > Post-Closing Trial Balance > Add a New Value
[image: ]


b. Create the following run control and select run.
Business Unit: <Business Unit>
Fund Tree: FUND_GOV_CLASS
Fund Node: ALL_FUNDS
Ledger: BUDLEGAL
As-of-Date: 06/30/2014
[image: ]
c. Select “OK”.
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d. Select Report Manager.
e. Select the Admin tab and refresh until report is posted.
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f. Open the PDF file and validate the report against the CALSTARS 2013 Post Closing Trial Balance Report. The Accounts Payable and Due To amounts may not equal by account due to the vendor information used on the Purchase Orders and reclassified of encumbrance amounts. They will equal by total of all Accounts Payable and Due To accounts.
7. Validate 2014 Post Closing Trial Balance Report. Follow step 2 instructions but use an As-of-Date of 06/30/2015 on the Post Closing Trial Balance run control. Validate against CALSTARS 2014 Post Closing Trial Balance Report. The Accounts Payable and Due To amounts may not equal by account due to the vendor information used on the Purchase Orders and reclassified of encumbrance amounts. They will equal by total of all Accounts Payable and Due To accounts.
Responsible Party: Department


8. Validate 2014 Final Budget Report
Responsible Party: Department
a. Navigation: Main Menu > FI$Cal Processes > FI$Cal Report > GL Reports > Final Budget Report > Add a New Value
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b. Create the following run control and select run.
As-of-Date: 06/30/2015
Business Unit: <Business Unit>
Include Adjustment Period(s): Checkmark
Fund/How to Specify: All
Reference/How to Specify: All
Program/How to Specify: All
[image: ]
c. Select “OK”.
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d. Select Report Manager.
e. Select the Admin tab and refresh until report is posted.
f. Open the PDF file and validate the report against the CALSTARS 2014 Final Budget Report (B06).
9. Validate 2014 Final Statement of Revenue
a. Navigation: Main Menu > FI$Cal Processes > FI$Cal Report > GL Reports > Final Statement of Revenue > Add a New Value
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b. Create the following run control and select run.
Fiscal Year: 2014
Accounting Period: 12
Business Unit: <Business Unit>
Fund Option: All
Include Adjustment Period(s): Checkmark
[image: ]
c. Select “OK”.
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d. Select Report Manager.
e. Select the Admin tab and refresh until report is posted.
f. Open the PDF file and validate the report against the CALSTARS 2014 Final Statement of Revenue report.

Accounts Receivable Item Conversion:

All open Accounts Receivable as of 06/30/2015 were to be converted as an accounts receivable item. Open Accounts Receivable amounts created after 06/30/2015 were manually converted by departments as items. Estimated Accounts Receivable amounts will be converted as part of the General Ledger conversion. Please note the General Ledger conversion above.

Accounts Receivable Validation:
1. Confirm conversion of all fiscal year 2014 actual Accounts Receivable (AR) amounts as AR items in FI$Cal.
Responsible Party: Department
2. Confirm completion of Modified Accrual/Budgetary Legal General Ledger conversion.
Responsible Party: FI$Cal
3. Validate FY 2014 FI$Cal Budgetary Legal Post Closing Trial Balance comparing to the CALSTARS Post Closing Trial Balance. Ensure the Accounts Receivable amount is the same on both reports.
Responsible Party: Department
4. Populate the actual AR Item amount and estimated AR amounts.
Responsible Party: Department
a. Appropriation level accounts receivable amounts can be retrieved by using the ZZ_AR_ACCRUAL query. Navigate: Main Menu > Reporting Tools > Query > Query Viewer


b. Enter the Query Name “ZZ_AR_ACCRUAL” and select “Search”. Select the “Excel” link next to the query name.
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c. Enter the following fields in the Final Budget Report run control:
Business Unit: <select your business unit>
Year: <2014>
Period: <998>
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d. Select “View Results”. Be sure to disengage the pop-up-blocker on the internet browser. An Excel file will be downloaded. Open the file.


e. Summarize all amounts on the query as shown in the screenshot below. Apply a filter on all fields. Only include AR amounts from Item transactions. Summarize these amounts and document for future use. These amounts are your actual AR amounts. Please confirm that these amounts match those in CALSTARS report D16 Report.

[image: ] 

f. Using the same ZZ_AR_ACCRUAL excel file filter for only journal entries. This is your estimated AR amounts. Please confirm that these amounts match those in CALSTARS report D16.
g. Summarize the amounts from step 4e and 4f. Validate the amounts equal the FI$Cal Budgetary Legal Post Closing Trial Balance report.
h. Contact FI$Cal conversion team to confirm this task has been completed.

Asset Conversion:

All assets were converted as of 6/30/2015. Verify converted capital asset amounts using the Statement of Changes in Capital Assets report (18). The beginning balances on the FI$Cal 2015 Statement of Changes in Capital Assets report (18) will match the beginning balance on the CALSTARS 2015 Statement of Changes in Capital Assets report.
Note: Fund 0997 does not exist in FI$Cal. Capital Assets are full accrual amounts tracked in the Asset Management Module. The assets amounts are tracked in the real fund.


Responsible Party: Department
1. Navigate to the Statement of Capital Assets Report.
Navigate: Main Menu > FI$Cal Processes > FI$Cal Report > GL Reports > Changes in Capital Asset > Add a New Value
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2.  Select Add
3. Create the following run control and select run.
Business Unit: <Business Unit>
Reporting Date: 07/01/2015
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4. Select “OK”.
[image: ]
5. Select Report Manager.
6. Select the Admin tab and refresh until report is posted.
7. Open the PDF file and validate the report against the CALSTARS 2015 Statement of Changes in Capital Assets report. Compare beginning balances as they will match. If they do not match, please review all converted asset amounts.
8. Confirm with the FI$Cal conversion team that this step is completed.

Common Accounting Entries:

Accounts Receivable Remittances – Cash in Transit
Responsible Party: Department
1. Record a Direct Journal Deposit in AR in FI$Cal FY 2015 Period 1. Record as Cash Type General Cash and nominal account to book in Cash in State Treasury. Please refer to FI$Cal job aid FI$Cal.210.
http://www.fiscal.ca.gov/access-fiscal/accountsreceivablejobaids.html
2. Reconcile and perform a Bank Recon. Please refer to FI$Cal job aids FI$Cal.006 and FI$Cal.147.
http://www.fiscal.ca.gov/access-fiscal/cashmanagementjobaids.html

Accounts Payable Payments
All payments made by the State Controller’s Office (SCO TAB Run) during the fiscal year 2015 will need to be created as vouchers in FY 2015.
Responsible Party: Department
1. Claims Filed vouchers outstanding from 2014 must be recorded as manual payments. To avoid duplication of posting, verify the actual payment was not posted previously. Use secondary user ID. The goal is to recognize the expenditure and impact to cash. Refer to AP job aid FI$Cal.090 for further instructions.
http://www.fiscal.ca.gov/access-fiscal/accountspayablejobaids.html
2. Vouchers which have been paid in CALSTARS in 2015 or as a paper claim must be recorded as manual payments. To avoid duplication of posting, verify the actual payment was not posted previously. Use secondary user ID. The goal is to recognize the expenditure and impact to cash. Refer to AP job aid FI$Cal.090 for further instructions.
http://www.fiscal.ca.gov/access-fiscal/accountspayablejobaids.html
3. Vouchers which were documented as an accrual in 2014 but have not been paid in CALSTARS or as paper claim must be made as 2015 regular vouchers and payments must be recorded in FI$Cal. Refer to AP job aid FI$Cal.056 for further instructions.
http://www.fiscal.ca.gov/access-fiscal/accountspayablejobaids.html
Note: Be sure to copy the voucher from a Purchase Order if the payment would have liquidated an encumbrance.




Fiscal Year 2014 June PFA
Post the fiscal year 2014 June Plan of Financial Adjustment amounts as a journal entry to in FY 2015. Refer to job aid FI$Cal.188 for how to create a journal entry.
http://www.fiscal.ca.gov/access-fiscal/generalledgerjobaids.html
Responsible Party: Department
Journal Date: 07/01/2015
Source: NPF
Commitment Control Amount Type: Actual, Recognize and Collected






ORF Balances
The ORF balances are re-established in July 2015. Please see the accounting entries below for an example. Example department entries are highlighted in pink. Validate by running the 2015 Modified Accrual Custom Trial Balance report and compare against the CALSTARS G01.
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Sheet1



						CALSTARS Q22																		FI$CAL

		Year-End

		Accrual				PGM99  9000 EXP								PGM99  6297										ACCRUAL 06/30/20XX

				1		100						2a		100

								100		2						100		 2b/						PGM99 9000						PGM99 3010*								PGM99 1420

																						1		100								100		1		1a		100

																										100		1a







						PGM99  3020 								PGM99  1400												PGM10 9000						PGM10 3115

				4		100						 2b/		100										1b		100								100		1b

								100		1





								 

																								REVERSAL 07/01/20XX



						PGM10 9000 (EXP)								PGM10  6297										PGM99 9000						PGM99 3010						PGM99 1420

				2		100										100		 2a/				2		100				2		100								100		2a

												2b/		100												100		2a







																												PGM10 9000						PGM10 3115

								PGM10  3110																						100		2b

										100		2b/																				2b		100







																										RE-ESTABLISHMENT

								Reversal 7/1/20xx and SCO journal entries

																										PGM99 Exp						PGM99 Cash

						PGM99  6297								PGM99  1400										3		100				4		100

				3		100						2b/		100														100		4				100		3

								100		5						100		3



										PGM99 1140

												100		4												PGM10 Exp						PGM10 Cash

								5		100														4		100								100		4





						PGM10  6297								PGM10  3110

								100		3						100		 2b/

				5		100						3		100



										PGM10 1140

												100		5





																								* FI$Cal do not use general ledger account 3020

		1/ Recording a expenditure (program 99)																						1/ Recording the expenditure (program 99)

		2/ PFA Allocation Process																						1a&b/Establishing the Due To/Due From

		2a/ Set Up PFA Acct (6297)																						2/Reversal of the expenditure (program 99)

		2b/Reclassification of GL 6297 to Due To/From																						2a&b/Reversal of the Due To/From

		3/ Reversal in the new fiscal year																						3/ Reposting the expenditure in (program 99)

		4/Claims filed paid																						4/ Posting the PFA Request Letter/SCO journal entries

		5/ Posting the PFA Transaction Request Letter/SCO journal entries
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ORF sample.xls
ORF

						FI$Cal - Fund 0001 FY14-15												FI$Cal - Fund 0001 - FY15-16												FI$Cal - Bank Acct Fund - FY15-16

												CALSTARS		CALSTARS								Conversion Reversal		Job Aid FI$Cal.176								Job Aid FI$Cal.176

		Source				Account		FI$Cal Conversion				ORF A-2 entry		Report 8				Account		Beg Balance		FI$Cal Conv		ORF Est		Balance				Account		ORF Est		Dept Entry		Balance

		Bal Sheet Conv				1101000		3,539.44						3,539.44				1101000		3,539.44		(3,539.44)				0.00				1101000				3,539.44		3,539.44

		A-2 (Accrual Conv)				1101200		78,993.63						78,993.63				1101200		78,993.63		(78,993.63)				0.00				1101200		100,000.00		(21,006.37)		78,993.63

		A-2 (Accrual Conv)				1100000		100.00				100.00		100.00				1100000		100.00		(100.00)				0.00				1100000				100.00		100.00

																										0.00										0.00

																										0.00										0.00

																										0.00										0.00

																										0.00										0.00

																										0.00										0.00

																										0.00										0.00

																										0.00										0.00

																										0.00										0.00

																										0.00										0.00

																										0.00										0.00

																										0.00										0.00

																										0.00										0.00

																										0.00										0.00

																										0.00										0.00

																										0.00										0.00

																										0.00										0.00

																										0.00										0.00

																										0.00										0.00

																										0.00										0.00

																										0.00										0.00

																										0.00										0.00

																										0.00										0.00

																										0.00										0.00

																										0.00										0.00

																										0.00										0.00

																										0.00										0.00

																										0.00										0.00

		A-2 (Accrual Conv)				1301100		2,064.00				2,064.00		2,064.00				1301100		2,064.00		(2,064.00)				0.00				1301100				20,906.37		20,906.37

		A-2 (Accrual Conv)				1222100		(100,000.00)						0.00				1222100		(100,000.00)		100,000.00		100,000.00		100,000.00				1222100						0.00

		A-2 (Accrual Conv)				2000100		18,842.37				18,842.37						2000100		18,842.37		(18,842.37)				0.00				2000100						0.00

						1109100												1109100		0.00				(100,000.00)		(100,000.00)				1109100						0.00

						2010000												2010000								0.00				2010000		(100,000.00)				(100,000.00)

		Bal Sheet Conv				2090100		(3,539.44)										2090100				3,539.44				3,539.44				2090100				(3,539.44)		(3,539.44)

						Tip:

		1				A-2 Accrual entry - Accrued Accounts Payable (2000100), must be re-established in the Bank Account Fund as Expense Advance (1301100).

		2				In FI$Cal, General Cash (1101000) resides in the Bank Account Fund not in the main fund.  The only offset to General Cash (1101000) in the Bank Account fund is Uncleared

						Collections (2090100) or Advance Collections (2050000/2052000).  All other accounts must remain in the main fund and an adjustment is needed to reclassify from General

						Cash (1101000) to the applicable GL account.
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