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1099 Checklist 
 

 

Preliminary steps prior to running 1099’s 

 

Finance > Reports 

 

 Verify all vendor information is accurate by running the following:   

o Vendor Transaction / Sub-Report:  Vendor Transactions for 1099s 

o Select the Tax Year 

o Click  

Vendor Transactions Report Parameters 

 
 

 Verify Vendors, Addresses, Tax Numbers, Amounts, etc. from the vendors’ W9s 
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 To help determine which vendors should receive a 1099, run the Vendor 

Transactions – Detail by Vendor report from Finance > Reports > Vendor 

Transactions using the parameters as indicated below. 

 

 To enter the 62?? in the Account Mask, click the cursor behind the 2
nd

 ? in the 

object code and back space to delete the first two ?’s in that field, then type 62 

and the Account Mask should look as follows. 

 

Vendor Transactions – Detail by Vendor Report Parameters 
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 Review this report for appropriate vendors verifying amounts equal to or greater 

than $600 for the calendar year. This report lists a total for each vendor. 

 

 
 

 If a vendor should receive a 1099 but does not appear on this report, go to Finance 

> Purchasing & AP > Vendors > Vendors and select the to the right of the 

vendor. 

 Enter the Tax Name and Tax Number from W-9 

 Check the box that indicates Requires 1099 and Save 

 Save 

 

Flag Requires 1099 box in order for the Vendor to receive a 1099 

 
 

 Rerun the Vendor Transactions for 1099s report and review for accuracy 

  

************************************************************************ 

NOTE:  
 

 If you have doubt on whether or not a vendor should receive a 1099, request 

W-9’s for all vendors. 

 

 Requesting a W-9 from a new vendor prior to releasing a check will reduce 

the amount of work during 1099 season. 

 

 Verify all information from the vendors’ completed W-9 to the information in 

WebSmart. 
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 You can run a custom query in Finance > Purchasing & AP > Vendors > 

Vendors by selecting Custom Query and using the parameters below.  

 

 

 

 

 

 

 

 

 

 

 

 

 The custom query produces the following screen.  At a glance, you can see any 

pieces of information that may be missing.  For example, on this screen, you 

would know that the TAX ID is blank.  In this case you would click on the  to 

edit the vendor and enter all required information.  Be sure to save all your 

changes.   
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Compliance > Federal > IRS 1099 

 Select the Tax Year 

  Compile Data 

 Use  Create 1099 if you need to manually create a 1099 

 

1099 screen after Compiling Data: 
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Finance > Reports 

 

 Run the report:  IRS Forms / Sub-Report:  IRS Forms – 1099 

 Select Tax Year 

  
 

IRS Forms Report Parameters 

 
 

 Print 3 copies on 1099 forms using the instructions below. 

o Copy A – send to the IRS 

o Copy B – send to the vendor 

o Copy C – file at district 

 

Printer Setup for IRS Forms 
 

When printing IRS forms you must make sure the following setup is used to ensure the 

forms print correctly: 

 

 Page Scaling should be set to None 

 The box for Auto-Rotate and Center MUST be UN-checked 

 The box for Choose Paper Source by PDF page size MUST be UN-checked 
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NOTE:  
-If you make any changes to a 1099 or Vendor: 

 

 -Go to Compliance > Federal > IRS 1099 

 -Use the  edit button to make changes on a 1099 

 -Use the  to re-compile a single Vendor 

 -Go to Finance > Reports 

 -Run the IRS Forms / IRS Forms – 1099 

 -Print only the pages you need (3 times) for the Vendor 

-Paper Copies of the 1099 Forms must be submitted to your 

vendors and postmarked no later than January 31
st
. 

 -Paper Copies of the 1099 forms and the 1096 forms must be 

submitted to the IRS and postmarked no later than February 

28
th

.    
 

 

1096 
 

Finance > Reports 

 

 Run the report:  IRS Forms / Sub-Report:  IRS Forms – 1096 

 Select Tax Year  

  
 

IRS Forms – 1096 Report Parameters 

 
 

 Print and verify it matches your totals 
 

Further Information 

 

For further information regarding IRS Regulations on 1099 requirements please refer to 

www.irs.gov . You can search for Form 1099 or 1099 Instructions to locate applicable 

IRS publications. 

http://www.irs.gov/
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Processing W-2’s 
 
 

Reconcile 941 
 

After processing the last payroll in 2012, reconcile the 941 reports before processing W-
2’s. 
 

o In WebSmart, go to Finance > Reports > Payroll 
o Select IRS 941 Verification and run for each quarter 

 
  IRS 941 Verification Parameters 
 

 
 
 

o Compare the totals from the IRS 941 Verification reports to balance to the 
EFTPS payments made during the calendar year and to verify the W-2 
totals later in the next step.  

 
o Compare these totals to the payments made to the IRS posted in 

WebSmart by running the Vendor Transactions – Payments report 
 

o See IRS 941 Verification and sample spreadsheet on the next page 
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IRS 941 Verification  
 

 
 
Sample spreadsheet of payments made to EFTPS: 
 

 
 
Before processing W-2’s 

• See What’s New in WebSmart 2012 
• See Addendum to W-2 Checklist: To Set Up the Employee Deduction for the 

C125 Employee Health Plan  
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Processing W-2’s 
 
Compile the data in order to run reports and print W-2’s: 
 

• Go to Compliance > Federal > IRS W2 
• Set the Tax Year to 2012 
• Select Compile Data 

 

 
 
Screen after compiling data: 
 

 
 
Edit Screen 
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After compiling the data: 
 

• Go to Finance > Reports > Legacy Reports 
• Go to IRS Forms 
• Select the Sub-Report: IRS Forms – W2 
• Select the Tax Year 2012 
• Select Submit Report 

 

  
 

• Totals are found on the last page 
 

 
 

• Verify accuracy using the 941/W-2 reconciliation spreadsheet discussed earlier 
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NOTES:  
 
   -Box 1 = Taxable Wages    -Box 4 = FICA W/H 
   -Box 2 = Fed W/H     -Box 5 = Med. Gross 
   -Box 3 = FICA Gross    -Box 6 = Med. W/H 
 
For these, run Payroll Plan Participation reports to verify 
totals.  Keep in mind if you used bills and credit memos to 
make adjustments, these totals will not match.  If you need 
help reconciling, call JR3. 
 
   -Box 10 = Dependent Care Benefits 
   -Box 11 = Nonqualified Plans 
   -Box 12 = Qualified Plans 
   -Box 14 = Other 
      
-W-2s should NOT be printed until 4th quarter 941 
reports are in balance and totals from yearly 941s 
balance to the W-2 reports. 
 
If you make any changes to an Employee or need to create 
any manual entries and/or adjustments, such as third party 
sick pay or any other categories as listed in Publication 15: 
 
 -Go to Compliance > Federal > IRS W2 
 -Use the  (edit) button to make manual  
 
 -Use the  to re-compile a single Employee 
 
Be cautious when using the re-compile icon . If you re-
compile after entering manual adjustments, you’ll lose 
that information and will need to reenter it.  
 

 
• When accuracy is verified, print the W-2s on the preprinted W-2 forms (L3UP) 

(see the following page for printer setup instructions). 
 

o Go to Finance > Reports > Legacy Reports 
o Go to IRS Forms 
o Select the Sub-Report: IRS Forms – W2 
o Select the Tax Year 2012 
o Select Submit Report 
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Parameters for printing W2’s 
 

 
 

Printer Setup for IRS Forms 
 

• When printing IRS forms you must make sure the following setup is used to 
ensure the forms print correctly: 

 
o Page Scaling should be set to None 
o The box for Auto-Rotate and Center MUST be UN-checked 
o The box for Choose Paper Source by PDF page size MUST be UN-

checked 
 
For older versions 
 of Windows 
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For newer  
versions of  
Windows 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Other Stuff 
 

• Test print one W-2 prior to printing all W-2’s 
 

• Wait a couple of weeks before submitting the electronic file to ensure that you 
don’t have any corrections 
 

• You can print individual W-2’s from the Compliance tab  
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Electronic Filing of W-2’s 
 
Once you have reconciled the 941’s and W-2’s, and you are ready to submit the 
electronic file, do the following: 
 

• Go to Finance > Reports > Third Party Finance Extracts 
• Select the W2 Forms Extract 
• Select the Preparer Code: L – Self-Prepared 
• Select the Tax Year: 2012 
• Enter the employer information being reported in the remaining fields 
• Select Run Report 

 

 
 

• PIN – Assigned by the SSA when a User ID is requested and obtained by the 
SSA. 

  
• WFID – Only used if a resubmission is required by the SSA.  This number will be 

obtained only after the original file is submitted and processed by the SSA. The 
field should be blank for the initial submission. 
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Electronic Filing - Continued 
  
• Before submitting the electronic file to the IRS, you need to first run the file 

through AccuWage 2012.  This is a program provided by the Social Security 
Administration that will allow employers to verify the accuracy of their electronic 
file format.  Please note that the SSA site has tutorials available for users to 
review for electronic filing processes.  

 
• Go to the following link and download Accuwage 2012 to your computer 

 
http://www.socialsecurity.gov/employer/accuwage/ 

 
• Open AccuWage 2012 
  
• Select Start Testing  

 
AccuWage2012  
 

 
 

• Browse and find your file  
 

 

http://www.socialsecurity.gov/employer/accuwage/
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• You should receive a message indicating that testing was completed and no errors 
were found. The program will allow you to open the SSA site and submit your 
file.  

 
• If errors were found they will be indicated so that the user can update records 

appropriately before proceeding.  If you have questions, please contact JR3. 
 
 

 
 

 
• Select Log In to log into Business Services Online 

 

 
 
 
 
 



Checklist 
________________________________________________________________________ 

_________________________________________________________________________ 
WebSmart by JR3 – Finance                                                                     Revised Feb. 2013 
W2 Checklist                                                                                                      Page 11 of 13 

• Enter your User ID and Password for Business Services Online 
 

 
 

• Select to Report Wages to Social Security 
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• Select “I Accept” to certify you have read and understood and agree to Business 
Services Online 

 

 
 

• Select Uploaded Formatted Wage File 
• Select Submit/Resubmit a Formated Wage File 

 

 
 
 

• Read the prompt and select Continue 
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• Answer the prompts and select Continue 
 

 
 

• Select and find your file 
• Select Submit 

 

 
 

• You will receive a Confirmation that the file was submitted successfully.  Print 
that page for your records. 
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         Finance – Checklist for End of Year Process 
 

It’s time again to prepare for the end of the year.  This checklist will guide you through items 

necessary for completion for the end of year. 

 

Federal Grants 

 

 Review Final NOGA’s on TEASE to ensure that correct amounts have been budgeted 

and expended on federal grants. 

 Ensure you are spending your federal grant dollars on allowable expenditures so that you 

can account for them appropriately and in the specified time frame. 

 Create any necessary Due To/Due From journal entries for revenue that was expensed but 

not yet received until next year by debiting the receivable account and crediting the 

revenue account. (see example below) 
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Accounts Payable  

 

 Go to Finance > Reports > Legacy Reports > Purchase Orders Reports and select the 

sub-report: Purchase Orders – Outstanding or Purchase Orders – Outstanding by 

Requestor. 

 Select All Vendors. 

 Select All Employee (Requestor). 

 Select Submit Report.   

 

 Purchase Orders Reports - Parameters 

 
 

 Print the report. (see example below) 

 

 
 

 Review and research all outstanding purchase orders with the requestor to find out if the 

goods and/or services will be complete and/or received by the end of the year and take 

appropriate action. 
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 If you need to delete the purchase order go to Finance > Purchasing & AP > Purchase 

Orders and select the .  This process will liquidate (or unencumber) the funds and 

place the amount back into the budget for spending. 

 

 

 
 

 Review all invoices.  All purchase orders with goods and/or services that need to be 

expensed in the 10/11 school year but paid in the 11/12 school year must reamain open. 

These items will roll over to the new year as a payable accordingly once the leder is 

completely closed.   

 

Food Service – Commodities 

 

 If you are participating in a food service program, be sure to record Commodities as both 

revenues (5923) and expenditures (6344) as a journal entry. 
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Preliminary steps before opening a new ledger and closing the prior year ledger: 

 

Review Chart of Accounts 

The next step is to review your current chart of accounts before you open the new ledger. 

 

 Delete all account codes that you wish not to use in next year’s chart of accounts by 

selecting the . 

 

 
 

 

 Verify fund balance account codes exist in the chart of accounts for all active funds. 

o Select the appropriate Ledger (school year) 

o Select Custom Query 

o Select Add Filter and select Object 

o Select criteria as indicated in the example below. For Charters, fund balance is 

3590. 

o Select Execute Filter   

 

 
 

o When you select Execute Query, you will see a list of account codes, which 

includes all the funds with a fund balance code.  If a fund does not have a fund 

balance code, select Add Account Code and enter the appropriate code. 
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Verify Parameters in Fund Code Tables 

 

 Go to Finance > General Ledger > Chart of Accounts > Code Tables > Fund 

 Select the  to edit each fund 

 Verify the Fund Balance Code is set up appropriately as indicated below 

 Make any changes by selecting Edit Identifier and Save 
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Open a New Ledger  

 

Opening a new ledger while still working in the current ledger allows the following: 

 Creates the next fiscal year’s chart of accounts.   

 Allows access to create Budget Revisions in order to begin entering the approved budget 

for next year. 

 Allows you to maintain 2 open ledgers at once.   

 Ledgers control the DATE boundaries when processing transactions.  When entering 

transactions through Payroll, Accounts Payable, Journal Entries, Receipts, Bank Charges, 

and Banking Transfers be sure to carefully watch the date of the transaction.  ***The 

DATE determines whether the transaction will post to the current or next year 

ledger.***  For example, let’s use the fiscal year of 9/1/10 – 8/31/11, and you post a 

transaction as of 8/31/11, the transaction will post to the 2010-2011 ledger; however, if 

you post a transaction as of 9/5/11, the transaction will post to the 2011-2012 ledger. 

 

WebSmart maintains multiple ledgers in 3 different states.  

 

 Open Ledger -  allows all types of transactions with the ability to maintain Budgets, 

Payroll, Accounts Payable, and Banking Transactions. 

 Closed Ledger – is ready for Audit with Journal Entries as the only transaction able to be 

posted. 

 Finalized Ledger – is fully reportable, but cannot have any transactions posted to it. 

 

To Open a New Ledger: 

 

 Go to Finance > General Ledger > Ledger Manager 

 Select Open New Ledger  

 

 
 

 The Open and Close Date will automatically populate.  You cannot change the Open 

Date; however, you do have the option to change the Close Date if you are changing 

fiscal years.   

 Select the Fiscal Year 

 Select the appropriate Fiscal Year Code 

 Select the appropriate Budget Model - Budget Model – this defaults to Annual (most 

common); however, if you are using a monthly budget, select Monthly 
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 Consolidated Fund – this will default to No Consolidated Fund; however, if your district  

 Select Create (see example below) 

 

 
 

 Once the new ledger is created, you will see the following screen. 

 Select the Net Assets tab 

 

 
 

The next process includes importing the net assets, which will in turn create the chart of accounts 

for the current year taking last year’s account codes and replacing the fiscal year. 

 

 Select Import Account Codes to copy account codes from last year to the current year 
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 Select all the net assets, which are the fund/fiscal year combination, that you want to 

carry forward to the new year 

 If you don’t want to carry forward a net asset, leave the checkbox unchecked 

 Scroll all the way to the end of the list and select Import 

 

 
 

 Verify the chart of accounts in Finance > General Ledger > Chart of Accounts > 

Account Codes to ensure accuracy 

 

After the ledger has been created, there may be times when you need to create a new fund that is 

currently not being used in the ledgers.  If you need to add new account codes to a new fund that 

is not currently in the ledger, you’ll need to add the Net Asset account first. 

 

To Add New Asset: 

 Go to Finance > General Ledger > Ledger Manager 

 Select the appropriate ledger 

 Select Net Assets 

 Select Add New Net Asset 
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 Leave the Description blank for the default name to appear 

 Select the new fund created earlier in the prior step 

 Select the appropriate Fiscal Year 

 Select the Model, whether it’s a single or multi-year fund 

 Select Save 

 

 
 

 Go the the Chart of Accounts and add new account codes 
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Closing the Prior Year Ledger 

Once you have reviewed all invoices and purchase orders, etc, and you are certain that no more 

transactions need to be processed through the finance module (other than journal entries), you 

are ready to close the ledger. 

 

Closing a ledger rolls the permanent balances of the Assets and Liabilities, Balance Sheet 

accounts, to the subsequent new ledger, and allows the ability to run a Trial Balance in the new 

year to verify cash balances. 

 

Again, in a closed ledger, journal entries are the only transaction allowed for posting due to 

pending adjusting audit entries. 

 

 Complete all transactions for the prior year 

 Reconcile all bank statements 

 Go to Finance > General Ledger > Ledger Manager 

 Select the  (edit icon) under the Actions column to open the appropriate fiscal year. 

 Select Close Ledger – be sure you are ready to close the ledgers.  This step cannot be 

undone. 

 Once you’ve closed the ledgers, the books are ready for audit. 

 

 

 
 

Entering Audit Adjusting Entries 
 

 Upon receipt of the adjusting audit entries, enter the journal entries in the appropriate 

year. 

 Verify all balances before finalizing the ledger. Once the ledger is finalized, no more 

transactions can be posted. 
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Finalizing Prior Year Ledger  

 

Once you finalize the ledger, the ledger is fully reportable; however, transactions cannot be 

posted to it. 

 

This process MUST be done prior to submitting the Fall PEIMS. 

 

 Go to Finance > General Ledger > Ledger Manager. 

 Select the  to modify the ledger you need to close (finalize) completely. 

 Select Finalize. 

 

 

 

 

 

 

 

***** End of the End of Year Process***** 
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Opening a New Ledger 
 

Finance > General Ledger > Ledger Manager  

 

WebSmart can maintain multiple ledgers in 3 different states.  

 Open Ledger -  allows all types of transactions with the ability to maintain Budgets, 

Payroll, Accounts Payable, and Banking Transactions. 

 Closed Ledger – is ready for Audit with Journal Entries as the only transaction able to be 

posted. 

 Finalized Ledger – is fully reportable, but cannot have any transactions posted to it. 

 

To Open a New Ledger: 

 Select Open New Ledger  

 

 
 

 The Open and Close Date will automatically populate  

 Select the Fiscal Year 

 Select the appropriate Fiscal Year Code 

 Select the appropriate Budget Model - Budget Model – this defaults to Annual (most 

common); however, if you are using a monthly budget, select Monthly 

 Consolidated Fund – this will default to No Consolidated Fund; however, if your district  

 Select Create (see example below) 
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 Once the new ledger is created, you will see the following screen. 

 Select the Net Assets tab 

 

 
 

 

The next process includes importing the net assets, which will in turn create the chart of accounts 

for the current year taking last year’s account codes and replacing the fiscal year. 

 

 Select Import Account Codes to copy account codes from last year to the current year 
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 Select all the net assets, which are the fund/fiscal year combination, that you want to 

carry forward to the new year 

 If you don’t want to carry forward a net asset, leave the checkbox unchecked 

 Scroll all the way to the end of the list and select Import 

 

 
 

 Verify the chart of accounts in Finance > General Ledger > Chart of Accounts > Account 

Codes to ensure accuracy 
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After the ledger has been created, there may be times when you need to create a new fund that is 

currently not being used in the ledgers.  If you need to add new account codes to a new fund that 

is not currently in the ledger, you’ll need to add the Net Asset account first. 

 

To Add New Asset: 

 Go to Finance > General Ledger > Ledger Manager 

 Select the appropriate ledger 

 Select Net Assets 

 Select Add New Net Asset 

 

 
 

 Leave the Description blank for the default name to appear 

 Select the new fund created earlier in the prior step 

 Select the appropriate Fiscal Year 

 Select the Model, whether it’s a single or multi-year fund 

 Select Save 

 

 
 

 Go the the Chart of Accounts and add new account codes 
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       Budget: Preparing New Budget 

 

It’s nearing the end of the school year, which means it’s time to begin planning and preparing next 

year’s budget.  WebSmart offers an easy way to begin the budget process by extracting the Expenditure 

vs Revenue report into Microsoft Excel.  Once this report is extracted, the Appropriation column can 

easily be compared and adjusted for the upcoming school year, and when the final budget has been 

approved by the board, the Excel spreadsheet can be uploaded to WebSmart into the Budget section. 

 

Let’s get started.  If you want to include the expenditure codes AND revenue codes all in one sweep, we 

suggest extracting the Expenditure vs Revenue report into Microsoft Excel. 

 

 Go to Finance > Reports > Legacy Reports > Expenditure vs Revenue 

 Select the sub-report, Expenditure vs Revenue – Budget 

 Select the parameters as indicated in the example below   

 Select Submit Report 

 

Expenditure vs Revenue – Budget – parameters 

 
 

 Once the file is opened in Excel format, save the file to your desktop or a designated place on 

your computer 
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 Begin formating the spreadsheet as you desire; however, we suggest using the following 

guidelines 

o Select the left corner of the spreadsheet to highlight the entire worksheet 

o Select between the rows to equally size the rows 

o Select between the columns to equally size the columns 

o Select Wrap Text to turn it off 

o Select Merge & Center to turn it off 

 

 
 

 

o Insert a column to allow for filtering of Major Object codes 

o Highlight the headings then select Sort & Filter and Select Filter to filter the headings 
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o Select the Obj code filter and uncheck the Select All box 

o Then select each major object at a time.  For example, let’s use the 5700 object codes 

first  

 

 
 

o Enter the Major Object code in the column and copy down  

 
 

o Do this process for each major object code 

o Delete unnecessary columns: 

 Encumberance 

 YTD 

 Uncumberance 

 % Used 
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o Change the heading of Appropriation to Appropriation 10-11 to help identify last year’s 

budget when comparing it to next year’s budget amounts 

o Add a column for Appropriation 11-12 

 Begin entering the Appropriation amounts in the Appropriation 11-12 column 
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Appropriation Requests: Uploading your Budget 

 

Once you are completely satifified with your budget, and the board has approved the budget, it’s time 

to upload it to WebSmart 

 

Finance > General Ledger > Approp Requests 

WebSmart offers the ability to import an appropriation request ( in this case, your new year budget) 

from an Excel workbook. The Excel version must be at least Excel 2000 and the formats must meet the 

following constraints. (The document must be saved as an Excel 97-2003 format.) 

 Workbook's first row must be a header row  
 Left most column (A) must contain the account code  
 Next column (B) must be available for comments. If no comments are required, the column 

must be blank.  
 For annual budgeting, the next column (C) must contain the annual budget amount for the 

corresponding code  
 For monthly budgeting, the next column (C) must contain the first fiscal month's budget amount 

for the corresponding code with each subsequence column containing the next month  
 No columns are allowed between data columns (3 for annual budgeting; 14 for monthly 

budgeting)  
 No empty or sub-total rows are allowed  

Finance > General Ledger > Approp Requests  

To import an appropriation request:  

 Prepare the budget in an Excel spreadsheet using the above criteria and identify the worksheet 
with a simple description, such as B or Budget. (You can name the worksheet according to your 
preference; however, just remember the name when selecting the import request.  You’ll need 
to manually enter the name of the worksheet to select.) 
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 Go to Finance>General Ledger>Approp Requests. 
 Select the appropriate fiscal year. 

 Select  Import Request. 
 

 

 At the Excel Workbook prompt, select Browse, and locate your file to upload. 
 At the Sheet Name prompt, enter the name of the Excel worksheet within your document. 
 Select Upload. 

 

 

 If you receive errors, which indicate Invalid Account Code, such as the example given below. You 
will need to go to Finance > General Ledger > Chart of Accounts > Account Codes, and enter the 
missing account codes in the appropriate ledger.  At this point, you probably will have multiple 
ledgers open; therefore, verify you are entering the codes in the correct fiscal year. 
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 After adding the account codes, select Import Request again.  When the import is successful, 
you will see the following screen. 

 Enter a Description. 
 

 
 

 Select Save. 
 At this point, you have the option to edit or delete the appropriate request if necessary. 

 

 

After you’ve saved the appropriation request, the next step is to create the initial budget revision for the 

new school year.   

To create the initial budget revision:  

 Go to Finance > General Ledger > Budget Revisions. 
 Select the appropriate fiscal year for the Ledger. 

 Select . 
 Select Approp. Requests. 
 Select Add Outstanding Requests. This process will capture the Appropriate Request (Budget) 

previously imported and place it into the Budget Revision (Initial Budget) 
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 Select Budget Setup and verify total Allocated and Appropriated balances.  If there are 

discrepancies, correct in Revenue and/or Expense Allocations accordingly. 
 

 
 

 Select Submission. 
 Select Submit Budget. 
 

 

 

 If you receive errors similar to the following, you need to set up fund balance accounts in your 
chart of accounts. For example 266-00-3600.00-000-9-00-0-00 and 266-00-3700.00-000-9-00-0-
00. 
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 Once you’ve successfully submitted the budget, your initial revision will appear as indicated 
below in the snapshot.   

 

 

 

 

 

  



       EOY Budget Review and Budget                                         

     Amendment Preparation 

 

It’s nearing the end of the school year, which means it’s time to review the budget a little more closely 

and perform some estimation and “clean-up.” 

 

Finance > Reports > Legacy Reports > Expenditures 

 The first thing to do is print the sub-report, Expenditures – Budget 

 Select the parameters as indicated in the example below   

 Select Submit Report 

Expenditures – Budget parameters 

 
 

 On the Expenditures – Budget report,  

o Look for any negative amounts in the Unencumbered column (last column), which 

indicates overspent line items.  Find out why these accounts have been overspent and 

decide if the expenses should be moved or if the account code budget needs to be 

amended to compensate for the excess expenses.  

o Look at the last month expenses and make sure there are enough funds in the codes to 

finish the year.    

 

 
 

 

 

 



 

 Create and post journal entries to move any expenses that have been miscoded. Run the report 

again to verify that you have moved all the items you thought should be corrected.  

Now, gather the following documentation: 

1. Current Summary of Finance report from TEA website.  

http://ritter.tea.state.tx.us/school.finance/funding/sofweb7.html 

 

 

 Enter County District Number and click on Submit and print report.  

http://ritter.tea.state.tx.us/school.finance/funding/sofweb7.html


2. Program Budget Summary for Federal Grants (NCLB, IDEA-B, etc) 
https://seguin.tea.state.tx.us/apps/logon.asp 
Log on with TEASE ID and retrieve pages 1 and 3 of the Program Budget Summary of all Federal 

Grants.  The pages will indicate how you planned to code your federal expenditures and how 

much you will receive in each object code.  

 

3. Print the Payroll Expenses report in the WebSmart software.  

This report will indicate where each employee that has been paid this year has been coded.  

Answer the prompts as seen below. You may need to run this report again, answering the 

prompts differently throughout this process, but you will need this one to begin with.  

 

4. Print the Expenditures – Budget report. 

Answer the prompts as seen below using Last Month as the date range. Run this report for each 

of the General Fund (420) special program intent codes (21, 22, 23, 24, and 25) that are 

applicable. 

 

https://seguin.tea.state.tx.us/apps/logon.asp


 

 

The report will look like the one below. This report was generated for General Fund 420 and Program 

Intent Code 25.  You will verify the amount of money you have budgeted for each special program intent 

code.  

 

 

5. Print the Expenditure – Budget report for Federal Funds.  

Answer the prompts as seen below using Last Month for the Date Range and replacing the first 

“?” with  a “2”. This will generate the report for all Federal Funds.  Repeat this process for Fund 

411 for Technology funds and 404 if you have ARI/ARM funds.  

 



 
 

 

Now that you have gathered all the documentation you will start by selecting one fund.  

As an example we will use fund 211 or Title I, Part A 

We look at the Program Budget Summary.  

 
It indicates that we should be spending a total of $50,569and it should all be spent in 61XX or 

payroll codes.  

 

So we look at the Expenditure – Budget report we ran that included fund 211. 



 
 

We can see that we have a total of $50,569 budgeted and that it was all budgeted and spent in 61xx or 

payroll codes.  We can also see that it has been 100% spent so there should be no more expenses to this 

fund. 

To make sure that you will not charge any more expenses to this fund through payroll you will need to 

look at the Payroll Expenses report we ran. Look for anyone who has been coded to fund 211.   

 

The report indicates that 3 employees have been coded to fund 211 at some point during the year.   

Check each employees Position History screen and make sure that they are no longer coded to fund 

211.  



 

 

 

 

Follow this process through for each federal fund and for the ARI/ARM grant and any other state grants.  

Follow this process through for the state special program funds (those ending in program intent codes 

21-25), and technology funds (Fund 411)only you will use your current Summary of Finance report 

found on TEA’s website.  

6. Run the Expenditure – Budget report. 

 Answer the prompts seen below using Last Month for the Date Range and selecting function 

code 11 and program intent code 11. 

 

Look to see if any account codes are over spent or under spent. Look to see how much is left and how 

much last month’s expenditures were. Will you have enough in the code to finish the year?  



Make notes as to how the budgeted money needs to be amended.  

Follow this process through for each of the different function codes.  

Now you are ready to do a budget amendment! 
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Promote Service Records Checklist 
 

The Promote Service Record utility facilitates the promotion of service records as follows:  

 For each qualifying service record in the previous instructional period, a new record will 

be created given the default dates associated with its contract type while incrementing 

local experience, years of experience, and pay step.  

 This step also rolls forward employee leave balances and accrues ANNUAL leave as set 

up according to the district leave policy in Finance > HR  Leave > Leave Groups. 

 

Since the promote service record utility is multi-functional, verify the following data prior to 

running the Promote Service Record process. 

 

Verify data on current service records: 

 Go to Finance > Reports > Legacy Reports > Service Records 

 Select the parameters as follows: 

 

 
 

 Select Submit Report 

 Verify all data for each employee on the Service Record Details report including leave 

balances (see sample report below) 
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Verify Leave Group Setup: 

 Go to Finance > HR > Leave > Leave Groups 

 Select the to review the Standard Leave Group 

 

 
 

 Select the to review any state and/or local leave 

 

 
 

 Verify Days to Accrue – If the Annual Accrual Period is selected, this amount will be 

added to the employee’s leave on the Service Record for each employee who’s attached 

to the leave group once the Promote Service Record utility is run. 

 Verify Max Days to Bank – If there is not a limit on the maximum days an employee 

can accrue over time, this field will contain 9’s, which denotes an unlimited amount. 

 If you make any changes, be sure to select Update & Save! 
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Terminate all employees: 

Before promoting service records, ensure all employees NOT returning to the new school year 

are terminated properly in WebSmart.  See separate instructions on terminating employees if 

needed. 

 

To Promote Service Records for Next Year: 

 

 Go to Finance > HR > Organization>Promote Svc Recs 

 Select the Instructional Period corresponding to the service year into which you wish to 

promote service records. 

 Enter Contract Begin, Contract End, Payroll Begin, and Stub Days for each 

representative contract provided. (Stub Days are the accrual days for August, the number 

of days the employee is working in August for the next school year.) 

 Select Promote Service Records. 

 

 
 

 Once the utility has finished processing, you’ll see the following message indicating the 

process has been completed. 

 

 
 

 Go back to Finance > Reports > Legacy Reports > Service Records and run the report 

for Service Record Details for the new fiscal year and/or verify employee’s service 

records in the Staff Manager for accuracy. 
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Reinstating a Closed Ledger 
 
A closed ledger does the following: 
 

• Rolls balance sheet accounts to the subsequent year. 
• Locks the ledger to prevent any other transactions to be posted. 

 
Websmart allows a user with the specified security access (usually administrators and/or 
business managers) with the function to reinstate the closed ledger, which will do the following: 
 

• Re-open the ledger, backing out the beginning balances. 
• Allow transactions to be posted within the ledger dates. 

 
To re-instate the closed ledger: 
 

• In WebSmart, go to Finance > General Ledger > Ledger Manager 
• Filter – Select Closed Ledgers 
• Actions – Select  to re-instate the ledger 

 

 
 

• Select Open/Active Ledgers to verify that the ledger has been re-instated 
• Make necessary changes to ledger 
• Select (edit) when ready to close the ledger again 

 

 
 
 

NOTE:  ONCE A LEDGER IS FINALIZED – IT CANNOT BE 
REINSTATED! 




