NEW YEAR PURCHASE ORDER ENTRY

You may start entering New Year (2003) Purchase Orders Starting May 1st.

When entering New Year Purchase orders, please navigate to the Header panel and change the accounting date to 7/2/2002 or 7/3/2002 until July 2nd.  This is very important.  Although you can change the date after the fact, THIS SHOULD NOT BE DONE as this date determines what accounting period and year this transaction enters into.
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Also, on the lines panel, please enter 7/2/02 as a PO Date until July 2nd.  This will help differentiate between new year PO’s  and old year rolled over PO’s after we enter into the new fiscal year. 
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Be very careful.  If you have entered the correct accounting date on the header panel, the Budget Period should show 2003 when entering the distribution line information.  If this is not the case, cancel out of entering the distribution line information and go back and change the accounting date on the header panel.
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NOTE:

New Year Purchase Orders will not be posted until the accounting date.

You can still voucher against new year PO’s in the old year even though they are not posted.  PLEASE BE CAREFUL NOT TO DO THIS!!!!!  If you do, the expense will go into FY 2002 regardless of whether the PO indicates a budget period of 2003.  FYI

PLEASE determine an absolute cut off for paying old year PO’s.  Last year we had a few problems with campuses paying on purchase orders that were rolled to the New Year. Once a purchase order is rolled, it is treated as above, as a 2003 purchase order.  No vouchers should be paid against rolled over PO except in the New Year.  

