PERFORM
PERIOD MANAGEMENT [
ACTIVITIES

QuicK REFERENCE GUIDE FA-06

Purpose

The purpose of this Quick Reference Guide (QRG) is to provide a step-by-step explanation of how to
Perform Period Management Activities in the North Carolina Financial System (NCFS).

Introduction and Overview

This QRG covers the process of performing period close management activities by performing period
close process and reviewing and syncing periods for CASH and GASB Books.

Perform Period Close Process for CASH Book
To perform the period close process for CASH book, please follow the steps below:
Method 1: Single Book Close

1. Login to the NCFS portal with your credentials to access the system.

2. Onthe Home page, click the Fixed Assets tab and select the Assets app.

¢ Ntercompany Accounting Buagetary Contre Cash Management Fixed Assets Exper 'y

QUICK ACTIONS APPS

@ @ -
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QRG FA 06 — Perform Period Management Activities

3. Click the Tasks [[=]] icon and select Manage All Books from the Tasks pane.

Transactions
Assets (?)  AGENCY 0100 CASH BOOK -USD [¥

« Add Asset
« Add Assets in Spreadsheet
Additions Adjustments Transfers Retirements Depreciation » Prepare Source Lines

» Adjust Assets

« Adjust Assets in Spreadsheet
0 O O 0 Dec-2022 « Capitalize CIP Assets

Incomplete

Incomplete Incomplete Incomplete = + Transfer Assets
« Transfer Assets in Spreadsheet

= = = = I||I « Retire Assets
« Retire Assets in Spreadsheet
» Reinstate Assets
Actions v View v it 5 =" Detach P : i 2 Asset S . Bool « Update Descriptive Details
o R . Accounting
Description Invoice Number Costaw InService Date Category PO Num

« Create Accounting

« Create Adjustment Journal

- Review Journal Entries
General

= Inquire Assets

« Perform What-if Analysis

« Manage All Books

« Manage Units of Production

4. The Manage All Books page opens. Scroll down to Asset Book Monitor section and select
the CASH asset book.

In this example, we choose AGENCY 1900 CASH BOOK.

Note: To perform period management activities for a GASB Book, select the required GASB
book on this step and proceed ahead.

Manage All Books m

4
»
4 Asset Book Monitor ®

e BB
X X

View w B Calculate Depreciati Create A ing Close Period Open Previous Period
Completed Transactions Last Run
Period Close Date Book Book Class Ledger
Completed Additions Completed Retirements Last Create Mass
I 3/31/23 AGENCY 1900 CASH BOOK  Corporate NC CASH US I 2
1131/23 AGENCY 1400 CASH BOOK  Corporate NC CASH US 10 "
1131/23 AGENCY 1400 GASB BOOK  Tax NC ACCRUAL US 7 "
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QRG FA 06 — Perform Period Management Activities

5. Click the Calculate Depreciation button.

Manage All Books m
| 2 €3
» £

4 Asset Book Monitor @

View w & Calculate Depreciation | | Create Accounting | Close Period | | Open Previous Period

Completed Transactions Last Run
Period Close Date Book Book Class Ledger
Completed Additions Completed Retirements Last Create Mass
3/31/23 AGENCY 1900 CASH BOOK  Corporate NC CASH US 2
1/31/23 AGENCY 1400 CASH BOOK  Corporate NC CASH US 10 11
1/31/23 AGENCY 1400 GASB BOOK  Tax NC ACCRUAL US 7 1"

6. A pop-up appears, which states that the asset depreciation was submitted.

o Asset depreciation was submitted.
Manage All Books

y i
»
4 Asset Book Monitor (?) )

View w ['_; Calculate Depreciation Create Accounting Close Period Open Previous Period

Completed Transactions Last Run
Period Close Date Book Book Class Ledger
Completed Additions Completed Retirements Last Create Mass
3/31/23 AGENCY 1900 CASH BOOK  Corporate NC CASH US 2

7. Select AGENCY 1900 CASH BOOK again and click the Create Accounting button.

Manage All Books m
p i
> 3
A Asset Book Monitor ® ]

View v B Calculate Depreciation § Create Accounting § Close Period | Open Previous Period
Completed Transactions Last Run
Period Close Date Book Book Class Ledger
Completed Additions Completed Retirements Last Create Mass
|3131f23 AGENCY 1900 CASH BOOK  Corporate NC CASH US 2 I
1131123 AGENCY 1400 CASHBOOK  Corporate NC CASH US 10 1
1131123 AGENCY 1400 GASB BOOK  Tax NC ACCRUAL US 7 11
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8. The Create Accounting pop-up appears. Enter the required parameters and click the
Submit button.

Create Accounting
Book AGENCY 1900 CASH BOOK

Process Category

* End Date | 5/31/23 e ‘

* Accounting Mode | Final v

* Process Events | All ~ I

* Report Style | Summary v‘
* Transfer to General Ledger | Yes v

* Post in General Ledger | Yes v

Journal Batch

Include User Transaction Identifiers | No v

9. The Confirmation pop-up appears, which indicates that the process has been submitted.
Click the OK button.

Manage All Books & Confirmation x

The process ID 2168025 has been submitted.

»

”

: Asset Book Monitor I':l

View v E"T ‘ Calculate D iati H Create A ting = Close Period H Open Previous Period ‘ Copy from Corporate ~ Calculate Lease Expenses

P

53'&& E

10. Select AGENCY 1900 CASH BOOK again and click the Close Period button.

Manage All Books
» =
» &

View w» & Calculate Depreciati | | Create A { IICIuse Period I‘ Open Previous Period | Copy from Corporate  Calculate Lease Expenses
Completed Transactions Last Run
Period Close Date Book Book Class Ledger
Completed Additions Completed Retirements Last Create Mass
I3IS1123 AGENCY 1900 CASH BOOK  Corporate NC CASH US 2 0 I -
1/31/23 AGENCY 1400 CASH BOOK ~ Corporate NC CASH US 10 1

1/31/23 AGENCY 1400 GASB BOOK  Tax NC ACCRUAL US 7 1

4 | »
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QRG FA 06 — Perform Period Management Activities

11. A Warning pop-up will appear, click the Yes button to proceed ahead.

A Warning

The depreciation program will close the period and you can't reopen it. Do you want to continue?

12. A pop-up appears, which states that the Asset depreciation was submitted.

o Asset depreciation was submitted.

Manage All Books m
4 D>
| 4 e
4 Asset Book Monitor (2) =
View w =4 ‘ Calculate Depreciatil [ Create A g { Close Period ; Open Previous Period | Copy from Corporate  Calculate Lease Expenses
Completed Transactions Last Run

Period Close Date Book Book Class Ledger

Completed Additions Completed Retirements Last Create Mass
3/31/23 AGENCY 1900 CASH BOOK  Corporate NC CASH US 2 0

Note: To perform the Period Close process for GASB Books, follow steps 1-3. Select the appropriate
GASB Book on step 4 and continue by following steps 5-12.

Method 2: All Books Close

1. Loginto the NCFS portal with your credentials to access the system.

2. Onthe Home page, click the Tools tab and select the Schedule Processes app.

< Zash Management Fixed Assets Expenses Procurement My Enterprise Tools >

QUICK ACTIONS APPS

Manage Collaboration Messaging
History alamtia
Al Apps Administration
Set Preferences Reports and Scheduled
Analytics Processes
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QRG FA 06 — Perform Period Management Activities

3. Click the Schedule New Process button.

Overview @

» Search Saved Search | Last hour v

Search Results (7)

View (@) FlatList () Hierarchy

Actions v View w Schedule New Process | Resubmit PutOnHold Cancel Process Release Process ViewlLog <€)

Name Process ID Status Scheduled Time Submission Time

ESS process to check Search Cloud Service availability 2194841 Wait 5/26/23 9:32 AM EDT 5/26/23 9:27 AM EDT

N

4. Select the Job Set radio button.

Schedule New Process

Description

OK | Cancel

5. Onthe Name field, select NC Calculate Depreciation.

In this example, we choose NC Calculate Depreciation for CASH BOOKS Job Set. Next, click
the OK button.

Note: To perform period management activities for a GASB Book, select NC Calculate
Depreciation for GASB BOOKS Job Set on the Name field and proceed ahead.

Schedule New Process

Type () Job (@) Job Set

Name INC Calculate Depreciation for CASH BOOKS Job Set

Description Custom Calculate Depreciation Job Set for State of NC
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QRG FA 06 — Perform Period Management Activities

6. Select the required Process Name.

Process Details x

Submit | Cancel
Process Set Name NC Calculate Depreciation for CASH BOOKS Job Set  Submission Notes

Description Custom Calculate Depreciation Job Set for State of NC

@ This process will be queued up for submission at position 1

Processes Schedule Notification

Process Name  Path Parent Process Set
I NC Close AGEN... 1 NC Calculate Depreciation for CASH BOOKS Job Set I -
NC Close AGEN... 2 NC Calculate Depreciation for CASH BOOKS Job Set

Process Details : NC Close AGENCY 0100 CASH BOOK
Parameters

* Asset Book A AGENCY 0100 CASH BOO
* Close Period | Yos v

7. Click the Submit button.

Process Details X

Process Set Name NC Calculate Depreciation for CASH BOOKS Job Set  Submission Notes :

Description Custom Calculate Depreciation Job Set for State of NC

(@ This process will be queusd up for submission at position 1

Processes Schedule Nolification

Process Name  Path Parent Process Set
NC Close AGEN... 1 NC Calculate Depreciation for CASH BOOKS Job Set =
NC Close AGEN... 2 NC Calculate Depreciation for CASH BOOKS Job Set

Process Details : NC Close AGENCY 0100 CASH BOOK

Parameters

* Asset Book IAGENCY 0100 CASH BOO

* Close Period | Yes v
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8. A Warning pop-up appears. Click the Continue button.

& Warning

The fallowing step paihs may have mandstory parameters, Iftose paramelers are not speciied the process sel may terminate in an error state.

9. The Confirmation pop-up appears. Click the OK button.

[@ Confirmation

Process 2194900 was submitted.

Note: To perform the Period Close process for GASB Books, follow steps 1-4. In step 5, on the
Schedule New Process pop-up, select NC Calculate Depreciation for GASB BOOKS Job Set on the
Name field. Continue by following steps 6-9.
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QRG FA 06 — Perform Period Management Activities

Review Periods in CASH and GASB
To review periods in CASH and GASB, please follow the steps below:
1. Loginto the NCFS portal with your credentials to access the system.

2. Onthe Home page, click the Fixed Assets tab and select the Assets app.

|F’xed Assets | Expel

< ntercompany Accounting

QUICK ACTIONS APPS

Prepare Source Lines

_|_

Adjust Assets

Asset Inguiry

Show More

3. Select the appropriate Cash Agency Asset Book by clicking the drop-down choice list icon

Assets @ I AGENCY 1900 CASH BOOK - USD [¥ I
Additions Adjustments Transfers Retirements Depreciation
0 0 0 0 Apr-2023
Incomplete Incomplete Incomplete Incomplete E
. . . . hl.

4. Review the Depreciation infotile and verify that current open period and the depreciation
month and year matches.

Assets (3)  AGENCY 1900 CASH BOOK - USD [
Additions Adjustments Transfers Retirements Depreciation
0 0 0 0 Apr-2023
Incomplete Incomplete Incomplete Incomplete
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QRG FA 06 — Perform Period Management Activities

5. Next, select the appropriate GASB Agency Asset Book by clicking the drop-down choice list

icon [[«]].

Assets @ I AGENCY 1900 GASB BOOK - USD | ¥ I

Additions Adjustments Transfers Retirements
Incomplete Incomplete Incomplete Incomplete

Depreciation

Jan-2023

6. Review the Depreciation infotile and verify that current open period and the depreciaiton

month and year matches.

Assets (3)  AGENCY 1900 GASB BOOK -USD [¥
Additions Adjustments Transfers Retirements Depreciation
0 0 0 0 Jan-2023
Incomplete Incomplete Incomplete Incomplete
Wrap-Up

Perform period management activities using the steps above, for performing period close process,

and reviewing and syncing periods for CASH Book and GASB Book.
Additional Resources

Virtual Instructor-Led Training (vILT)

e FA101: Asset Management
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