Year-End Processing before July 1%

L

Usetheorigina Invoice
YES Date and do not change the
default Accounting Date.

Isinvoice dated
before July 1 for
goods or services
received before
Julv 192

I. What isan Old-Year invoice? Any invoicefé)r goodsor
servicesreceived or delivered before July 1°.

A. Invoicesdated priOI’ to JUly :I.St for goods or services
received prior to July 1% in the current year:

1. Usetheoriginal Invoice Date and do not
change the default Accounting Date. NO

B. Invoicesdated prior to July 1% for goods or services
delivered after July 1%

1. Settheseinvoicesaside. Create theinvoices
after June 30" with July 1% as the Invoice Date
and do not change the default Accounting
Date.

Isinvoice dated
before July 1 for
goods or services
expected after
July 1%?

Set these invoices aside.
Create the invoices after
YES June 30 with July 1 as the
Invoice Date and do not
change the default
Accounting Date.

Invoice Voucher
Goods or Services Invoice
Invoice Date Date of Receipt Date Accounting Date
<July 1 <July 1 Original Default
<July 1 > July 1 July 1 Default > June 30

< = Less Than or Before
> = Greater Than or After



Year-End Processing Between July 1%
and Year-End Cut-off

Il. Processing invoices after June 30" up to the Year-End
Cut-Off

A. Invoicesfor goods or services received or delivered
before July 1%

1. Enter the original Invoice Date (if the invoice
is dated prior to July 1 or enter June 30" for
invoices dated after June 30") and change the
default Accounting Date to June 30™.

B. Invoicesfor goods or services received or delivered
after July 1%

1. Enter the original Invoice Date (if the invoice
is dated after June 30" or enter July 1% for
invoices dated prior to July 1%) and do not
change the default Accounting Date.

Invoice Voucher
Goods or
Services Date of Invoice

Invoice Date Receipt Date Accounting Date

<July 1 <July 1 Original June 30

> June 30 <July 1 June 30 June 30
<July 1 > June 30 July 1 Default > June 30
> June 30 > July 1 Original  Default > June 30

< = Less Than or Before
> = Greater Than or After

Isinvoice dated
before July 1 for
goods or services
received before
Jilv 199

NO

Isinvoice dated
after June 30" for
goods or services
received before

Tilv 199

- NO

Isinvoice dated
before July 1% for
goods or services

received after
Tina 207

NO

Isinvoice dated
after June 30"
for goods or

services received
after Tina 2017

YES

YES

YES

o

Usethe original Invoice
Date and change the
Accounting Date to June
30™.

—

Enter June 30" asthe
Invoice Date and change
the Accounting Date to
June 30™.

o

Enter July 1% asthe
Invoice Date and do not
change the default
Accounting Date.

o

Enter the original Invoice
Date asthe Invoice Date
and do not change the
default Accounting Date.




Year-End Processing Between Year-
End Cut-Off and July 31%

[1l. Processing invoices between Y ear-End Cut-Off and July
31

A. Invoicesfor goods or services received or delivered
before July 1%

1. Enter theoriginal Invoice Date (if theinvoiceis
dated prior to July 1% or enter June 30" for
invoices dated after June 30™) and do not change
the default Accounting Date.

B. Invoicesfor goods or services received or delivered
after July 1%

1. Enter theoriginal Invoice Date (if theinvoiceis
dated after June 30" or enter July 1% for invoices
dated prior to July 1%) and do not change the
default Accounting Date.

Invoice Voucher
Goods or
Services Date of Invoice

Invoice Date Receipt Date Accounting Date
<July 1 <July 1 Original  Default > June 30

> June 30 <July 1 June 30 Default > June 30
<July 1 > June 30 July 1 Default > June 30

> June 30 > July 1 Original  Default > June 30

< = Less Than or Before
> = Greater Than or After

Isinvoice dated
before July 1 for
goods or services

received before
Tilv 199

NO

Isinvoice dated
after June 30" for
goods or services
received before

Julv 192

NO

Isinvoice dated
before July 1% for
goods or services

received after
Tina 207

NO

Isinvoice dated
after June 30"
for goods or

services received
after Tina 2017

YES

YES

e

o

Usethe original Invoice
Date and do not change
the default Accounting
Date.

—

Enter June 30" as the
Invoice Date and do not
change the default
Accounting Date.

o

Enter July 1% asthe
Invoice Date and do not
change the default
Accounting Date.

o

Enter the origina Invoice
Date as the Invoice Date
and do not change the
default Accounting Date.




Year-End Processing After July 31°

—

YEs ___,| Getwritten General
Accounting approval.
Create the voucher first and
put the voucher on ‘OFS
hold before sending the
invoice to General
Accounting. Enter the
original Invoice Date and

IV. Processing Old-Y ear invoices after July 31% Isinvoice greater
than $50,000 for
goods or services
received before

Julv 137

A. Invoices greater than $50,000 for goods or services
received or delivered before July 1%

1. All invoices received after July 31% amounting to
more than $50,000 for goods or services received
or delivered prior to July 1% must be approved by
Steve Allen in General Accounting. Make sure

you get his written authorization. Use the original i do not change the default
Invoice Date and default Accounting Date for Accounting Date.
these vouchers. l

B. All other invoices

S

Enter the original Invoice
SNES Date and do not change the
default Accounting Date.

1. Usetheorigina Invoice Date and do not change All other invoices.

the Accounting Date

Invoice > $50,000 After July 31° Voucher
Goods or
Services Date of Invoice
Invoice Date Receipt Date Accounting Date
<July 1 <July 1 Original Default > June 30
> June 30 <July 1 Original Default > June 30

< = Less Than or Before
> = Greater Than or After



