WENGAGE

MUNICIPAL ACCOUNTING SYSTEMS, INC.

END OF THE YEAR REPORT CHECK LIST

WENGAGE CASH FUNDS / ACTIVITY FUNDS
TREASURER SYSTEM:

1.  RUN THE FOLLOWING REPORTS


A.  CUSTODIANS ANALYSIS – BALANCE TO YOUR BANK 


      STATEMENT AS OF 6-30


B.  CASH BALANCE SHEET FOR 6-30


C.  CODE LEDGERS (FOR YOUR FILES}


D.  RECEIPT REGISTER FOR FISCAL YEAR

E.  PAYMENT CLEARING REGISTER FOR FISCAL YEAR.
 

F.  OUTSTANDING WARRANTS LIST AS OF 6-30


G.  WHEN BALANCED, RUN THE REVENUE DISKETTE
YOUR DISKETTE TOTALS SHOULD MATCH YOUR RECEIPT REGISTER TOTALS PLUS CARRY\OVER…BE SURE AND CHECK YOUR BOLDING AGAINST THE OCAS BOOK
REMINDER:  DO NOT GIVE YOUR AUDITORS ANY REPORTS UNTIL YOU ARE COMPLETELY BALANCED.  AFTER YOU ARE BALANCED KEEP THE REPORTS FOR YOUR AUDITORS AND RUN YOUR STATE DEPARTMENT DISKETTE - THE INSTRUCTIONS ARE ON OUR WEB SITE.

ACCOUNTS PAYABLE
1. RUN AN UNPAID ENCUMBRANCE REPORT AS OF 6-30. TO DO THIS, FROM REPORTS CHOOSE ENCUMBRANCES UNPAID AND ASK FOR ALL UNPAID.  YOU SHOULD CHECK THIS REPORT FOR ANY UNPAID PO’S THAT WILL NOT BE USED AND CLOSE THEM IF NECESSARY.  IF IT IS NECESSARY TO CLOSE PO’S, RERUN THIS REPORT.  YOU MAY WISH TO CLOSE ANY OUTSTANDING POS IN CURRENT YEAR (YEAR YOU ARE CLOSING) THAT YOU STILL INTEND TO PAY AND  ENTER THOSE  IN THE NEW YEAR.
NOTE:  THIS REPORT SHOULD REFLECT WHAT YOU WANT AS RESERVES BEFORE YOU CONTINUE WITH STEP 2.  THESE RESERVES MUST TIE TO WHAT YOU GIVE YOUR AUDITOR. (OR YOU MAY CHOOSE TO CLOSE YOUR POS AND REENTER THEM IN THE NEW YEAR IF THIS IS THE WAY YOU NORMALLY HANDLE THE END OF THE YEAR PURCHASE ORDERS )
2.   RUN AN EXPENDITURE SUMMARY OF 06-30.
3.    RUN A PAYMENT REGISTER FOR ALL PAYMENTS UP TO 6-30.  PRINT  


       TO SCREEN AND  PRINT OUT THE LAST PAGE OF THE REGISTER  FOR 
       YEAR TO DATE TOTAL

4. .  RUN A PURCHASE ORDER REGISTER THROUGH 06-30.  PRINT TO THE 
       SCREEN AND PRINT THE LAST PAGE

THE PURCHASE ORDER  REGISTER AND PAYMENT REGISTER MUST AGREE WITH THE COLUMNS “ENCUMBERED TO DATE” AND WARRANTS TO DATE” ON THE EXPENDITURE SUMMARY.

NOTE:  IF YOU ARE OUT OF BALANCE, SEE “WHEN OUT OF BALANCE” BEL0W
4. WHEN BALANCED RUN THESE REPORTS:

A.   PAYMENT REGISTER BY DATE FROM  FOR THE FISCAL YEAR.

B.   ENCUMBRANCE REGISTER FOR FISCAL YEAR.

C. 
  RUN AN EXPENDITURE SUMMARY FOR FISCAL YEAR
D.   YOU ARE NOW READY TO RUN THE HB2 EXPENDITURE DISKETTE. 


  INSTRUCTIONS ARE ON THE WEB SITE
WHEN OUT OF BALANCE

IF YOU ARE OUT OF BALANCE UPON COMPLETING STEPS ONE THROUGH SEVEN, RUN THE FOLLOWING REPORTS AND IF YOU CANNOT FIND YOUR ERROR,  CALL MUNICIPAL ACCOUNTING SYSTEMS, INC., FOR ASSISTANCE:

1 PERFORM WENGAGE\POSTIC.  MAKE SURE  NO ONE ELSE IS IN WENGAGE.  GO TO THE START AND RUN AND TYPE:  F:\WENGAGE\BMASE\POSTIC.  (IF F: IS NOT THE DRIVE YOU USE, REPLACE F: WITH YOUR DRIVE LETTER.)

2.
FROM THE START AND RUN YOU TYPE 
F:\WENGAGE\BMASE\CFREPOST

(IF F: IS NOT THE DRIVE YOU USE, REPLACE F: WITH YOUR DRIVE 


LETTER)

IF THIS DOES NOT PUT YOU IN BALANCE, THEN PROCEED WITH THE FOLLOWING STEPS:

2 RUN A EXPENDITURE ANALYSIS BEGINNING WITH 01-01-80 AND


END DATE  FOR THE LAST DAY OF THE LAST FISCAL YEAR.


IF THERE IS DATA ON THIS REPORT, PLEASE CALL MAS.  IF NO DATA, 
RUN A EXPENDITURE ANALYSIS FROM THE FIRST DATE OF THE 
NEXT FISCAL YEAR THROUGH 12-30-19.   IF THERE IS DATA ON THIS  
REPORT OTHER THAN WARRANTS ISSUED AFTER 7-1, CALL MAS

3 RUN THE EXPENDITURE DISKETTE (FR3).

