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Sacramento
City Unified

School District
SUBJECT: 2016-17 YEAR-END CIL.OSING DATES 2016-17 NO. BS-82
TO
DATE:
PREPARED BY: DEPARTMENT:
REVIEWED BY: APPROVED:
Chief Business Officer

The attached calendar of BUSINESS SERVICES 2016-17 YEAR-END CLOSING DATES reflects the end-of-
year planning for all school sites and departments. Please submit requisitions as early as possible and do not
wait until the deadline. There will not be access to emergency requisitions so please review the attached closing
dates carefully and plan ahead —- THERE WILL BE NO EXCEPTIONS.

See attachment for detailed deadlines for year-end closing. Please note:

17 is the cut-off date for submitting 2016-17 Purchase Orders, Technology,
Textbooks and Blanket Orders.

, please run a listing of requisitions and verify year-end status. (See attached
“Requisition Listing Year-End Process” for instructions). Identify any requisitions that need to be
e — e e il T A = o







REQUISITION LISTING
YEAR-END PROCESS

» In Escape On-Line select
Finance, Requisitions, Vendor
Requisitions.

/_.\ Escape Online 5 - VICTORIA-MENA2 on vprod (Administrator)
File  Action Activity Help

» In the “Order Location” field,
_1Go TJ Cear " New v . Favortes v enter your Site Location Code
or select the down arrow to
select your site.

Fiscal Year

Departmert » Place your cursor in the

fcademe Sepainert “Status” field and select the
Requistion Number down arrow. For year-end
gf;‘;jfgé’:: process it will be necessary to

generate two separate lists.
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Status Comment v l’_

On Hold
Only Uncompleted ¥ M.

PO Change Order Date .
With Changs Orders Only change the status to review

Entgr.(epipels 4ok armaitsdpcation for requistions to list the new filtered list.

5 - Aocounts o Select “Ready for
Order Location

A Escaos Online 5 ; ICTORIA-MFNA? on yorgd {Qdminictraton) =R
File  Action  Activity  Help

seach! L To generate list, select the
ZOpen  New oy BEoot g v DTasks v G > o” but P%%teg on the
Req## @ PO# ReqDats Total Amt Outstanding Requisiti Loc Cammen Buyer Id Status B
CHB17-003 J Ready for Pay BBBurake gnurecheen
CHB17-003 Ready for P:
e Peady i P requ15|t|on and verify the
CHB17-003 Ready for Pa: H .
CHBIZ-03 o001 200000 Re_A'fj(ocEaz following:
CHB17-003 - — . H
conon WA bmitted to A/P. If
P15-00625 e supmitee (0] . |
e T w— invoices have not been
00895 1222016 245863 i’ ; .
e o e r— ] submitted, please scan
BI6000% 1222201 97200 Reacy lor Pay and e-mail to “Invoices”
171822017 20000 00

Jﬂ.—i&.ﬂm‘—' via Microsoft Outlook.
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