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TEAMS — End of Year Receiving Procedures

C-FB ISD is quickly approaching the conclusion of fiscal year 2015-2016. Please be aware of the following
year-end procedures that will be critical to ensuring the District’s transactions are accurately recorded.

Users will need to pay special attention to the “Received Date” when receiving for traditional purchase orders,
“Released Date” for releasing amounts for project (Open) purchase orders, “Event Date” for creating check
requests, and “Event Date” for creating employee reimbursements. Entering the proper date when goods were
received, when purchases were made, or the date the event took place will have an impact on the accuracy of
the District’s financial position.

Please follow the instructions below on how to properly record the correct dates for each of the above
situations.

Traditional Purchase Orders

When receiving on a traditional PO the “Received Date” is vital to help determine which fiscal year the
transaction will be recorded. If the goods a user ordered arrived in the District on August 31, 2016 but the user
was not able to receive the items in TEAMS until after September 1, 20186, it is crucial to change the “Received
Date” to “08-31-2016”. The proper date should be when the goods were physically received in the District.

EReceiving Search | Purchase Order Receiving | Asset |

Receiving Details

Show

ERCT ves @ no Received Date: * [08-31-201¢|
Configure columns
y : : 5} Asset : "
o : Ordered Expected | Received | Free Quantity | Not Delivered ; Potential Existing
Requestor Stock Number Short Description Unit of Measure 7 8 5 9 Review
Quantity Quantity Quantity Recvd Quantity . Asset Assets
Decision
v v v \ 4 v v v v v v v v
Long Middle School Sagamore Sagamore 8.5x11 planneEA 800.0 800.0 0.0 0.0 800.0 Not Reviewed ‘

Receiving Attachments
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Project (Open) Purchase Orders

After a purchase has been made on a project purchase order the requestor is required to release the funds in
order to give permission to Accounts Payable to make the payment for that purchase. If the purchase was made
on or prior to August 31, 2016 then the “Release Date” should be the date purchased. If purchase was made
after August 31, 2016, please enter the date the purchase was actually made.

Project Requisition Overview Project Requisition Overview
Overview Project Requisition Overview Header v
Action History Fiscal Year: ¥ 206 Vendor: * Hobby Lobby Creative Center
Purchase Order Category: ¥ EpONT Order From: * | (P) Hobby Lobby Creative Center - PO Box 960070, Oklahoma City, OK ‘EE
Reguestor: Contract:
Basset X H
Ship-To Locabion: Ship-To Recewving Group:
L Descripbon: Justficaton:
Characters remaining: | 240 | 256 max
Characters remaming: (897 |{ 1000 max)
Notes: @
Characters remaining: | 2000 | ( 2000 max,
Project Requisition Overview Description v
Descripbon Total Amount Released Amount Balance Amount Total Invoioed Account Numbers Acon
Schoodecor 10000 o $10000 00 ey |
Release Funds
Messages New Release X B
_— Release Date:
Project Requisition Overview Attachr “"°/" Y
Fle Descripbon
@
m | Prior Releases v
| Felse Rekeasa0By ReleasedOn
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Employee Reimbrusements

The “Event Date” for employee reimbursements is important when creating a payment for an event that was in
the prior fiscal year. If an employee attended a conference in late August but the reimbusement was not created
until September, entering the proper “Event Date” prompts the transaction to be recorded in the proper fiscal

year.

)
J Maintain Employee Advance/Reimbursement Request|

b

Employee Advance/Reimbursement Request Details

Fiscal Year: * 2016 [~ Recipient: # | Recipient:
Request Type: * B Supporting Documentation: ¥ I:E
Payment Type: * Paper Check ] Route Check: * I:'ﬂ

Reference: * |:| Need Separate Check?:
E]

Justification: * 4 Needed By: *
Characters remaining: [ 255 | 255 max)

Event Date: *
Employee Advance/Reimbursement Request Line Items
Amount: % Description: Accounts:
|| = 8
Tatal
$.00
Amount:

Employee Advance/Reimbursement Request Attachments

File Type

) ) ]
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Check Requests

The “Event Date” for check requests is important when creating a payment for an event that was in the prior
fiscal year. If an event or registration occurred in late August but the check request was not created until
September, entering the proper “Event Date” prompts the transaction to be recorded in the proper fiscal year.

——
Maintain Check Request

Check Request Details

Fiscal Year: * |z016 E'

Category: * El vendor: #* |
Remit To: E| Remit To:
Supporting ¥
Documentation: | El

Needed By: ¥ | Requestor: ¥ |See5e, Michele Lea - 3691508 El

| [=

Event Date: * [08-31-2016

[
s PO 113 ‘ P
Justification: — Separate J
Characters remaining: | 1000 |(
Check?:
1000 max)
Attachment File (click File to view saved attachment.)
(header): (no attachment)
Check Request Line Items -
Line: Invoice Number: Armount: # Description: Accounts: %
1| | | | | = 8

Total Check Request Amount: 3

Check Request Line Item Attachment(s)

File Type Description




