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Overview
It is crucial that projects be reviewed on a routine basis. There are two status options for project accounts after money has been expended:

1. Set the project accounts to Inactive if the project has current year activity but has been expended.
2. Set the project and accounts to Closed when the project has been expended and has no current year activity.

Follow the steps in this document to identify and inactivate or close projects and accounts. The document uses Fund 2 in the examples. Other multi-year grant accounts should be handled in the same manner.

Note: This document does not include instructions for purging. Do not purge project accounts. Purging accounts is no longer recommended by KDE.
Prerequisites
User permissions must be set appropriately before project and account status can be changed. Contact your Munis System Administrator if you are responsible for closing projects and do not have appropriate permissions.
Identify Projects to Close 
Caution: Closing projects that are not in balance can result in future out of balance Project Budget Reports. Project accounts should not be set to Closed until it is verified the project is fully expended and in balance. Generate a Project Budget Report that includes all Active and Inactive projects. You can also include Closed status accounts if you want to verify that a project has not been inadvertently closed.

Select:
Financials >General Ledger Menu >Inquiries & Reports >State Specific Reports >Kentucky Reports >Project Budget Report
The following screen is displayed:
[image: ]
1. Select Segment Find and enter criteria as shown in the following screenshot:
[image: ]
(Enter A|I|C in the Account Status field if you want to include Closed accounts.)
After entering criteria, click Accept to find the project accounts.
2. Select Rpt Options. The following screen appears: 
[image: ]
	Enter the report options as shown above but change the Year/Period as needed.

3. Click Accept to accept the report options and close the pane.
4. Select an output option to review the report. Review the Total line in each of the following columns: Encumbrance, Revised Budget, Project to Date and Available Budget. If there is a balance in any of the columns mentioned previously, the project should not be closed. If adjustments are made, generate the report again to ensure all balances net to zero. 
[image: ]
Note: Munis will permit closing project accounts if there are balances as long as there is no current year activity. It is crucial that projects are not closed until all balances are zero.
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Projects that have no current year activity, are fully expended, in balance and show no encumbrance amounts can be closed. Once it has been determined what projects can be closed, follow the directions below: 
Select:
Financials >General Ledger Menu >Set Up/Chart of Accounts >Project Master
The following screen is displayed:
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1. Click Search.
2. Enter project number and click Accept.
3. Select Close Project and the screen shown below will appear:

[image: ]

4. Select Define and check the box next to Close GL Accounts with the current project. 
5. Click Accept to save the changes.
6. Click on the Select button.
Example Screenshot after Select is chosen on a project that can be closed:
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This project has a 0 Open GL Account Balances Exist message. This means there is no current year activity on any account within the selected project. Munis will permit this project and the accounts to be set to a status of Closed. 

7. Select Process and the accounts and project will be set to Closed.

Note: Munis will permit closing project accounts if there are balances as long as there is no current year activity. It is crucial that projects are not closed until all balances are zero.

Example screenshot of a Project that cannot be closed:
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The message received on this project after Select is chosen is 283 Open GL Account Balances Exist. This means there are 283 accounts within this project that contain current year activity. Select Open GL Balances and a screen will load that contains the accounts with current year activity:

[image: ]

If Process is selected on a project that has open balances for the year, the message below appears and the status of the accounts remains unchanged:

[image: ]

                Repeat the steps above for each project that needs to be closed.

Set Project Account Status to Inactive
Projects that have been fully expended but have current year activity should be set to Inactive. This is processed using Mass Account Change/Reset.

Select:
Financials >General Ledger Menu >Set Up/Chart of Accounts >Account Mass Change/Reset
1. Select Yes to the warning:

[image: ]

The following screen will appear:
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2. Select Define and enter selections described below:
Activity = Inactivate
Access method = Project
Project to process = Number of the Project you want to inactivate
Select Accept.
3. Select List from the screen and choose an output method. This will produce a report that lists all accounts that will be set to Inactive.
4. Click OK.
5. [bookmark: _GoBack]Select Process. The accounts will be set to Inactive.
6. Repeat the steps above to Inactivate other project accounts.



1 | Page

image1.png
ject Budget Report - Munis [KDE

t Rptoptions o
Vaplink-  Consolidated
© Alerts-

Tools Menu

-.3'.& HOME
0eQ

Cancel | Search

Attach

== Segment Find

Confirm Search

org
Object

Project

Account type
Account status

Major project





image2.png
e oue

Q0o

Accept Cancel

Confirm

ch

(& Query Builder

Search

-+

Fund
Unit

Function
Program

Inst Level
Character Code
org

Object

Project
Account type
Account status

Al





image3.png
Accept Cancel

Confirm Search Actions
e o
Execute this report Now

Field # Total  Page Break
Sequence 1 12[...] Proj " O
Sequence 2 0. O O
Sequence 3 0] o 0O
Sequence 4 0l... O O
Report_title
PROJECT BUDGET REPORT

IV Print totals only

Yeariperiod
IV Print revenue as credit
(Full or (S)hort desc
[ Printfull GL account
Sum objs to position
[ Rollto major project
[ Printjoumal detail
From yeariperiod
To yearfperiod
Sortby JE#or PO #
Detail format option

¥/ Include encumbrances

Multiyear view
[ File output

Life-to-date

[Within year/period

[ Double space

a2

[Within yeariperiod
[Within yeariperiod
B

1

2015 1

2016 1
2016 /

12

m‘ b‘





image4.tmp
11/05/2014 10:08 KDE DATABASE

583mill PROJECT BUDGET REPORT
THROUGH JUN 2014
T+ v v YEXPENDITURES* * + + =+
DESCRIPTION ENCUMBRANCE ~ REVISED MONTH  QUARTER YEAR PROJECT  AVAILABLE
BUDGET TO DATE  TO DATE To DATE TO DATE BUDGET
1354 KERA PRESCHOOL FY 2014
TOTAL REVENUES o -350598.00 .00 .00 -175299.00 -175209.00  -175299.00
TOTAL EXPENSES 25 350598.00 100 2367724 174810.65  174810.65  175762.35
ToTAL 2 ‘o0 00 23677.24 288135 488035 463035
1403 BROFESSIONAL DEVELOPMENT FY 2013
TOTAL REVENUES o -6989.00 .00 .00 -1048.98  -6989.00
TOTAL EXPENSES 6985.00 ‘00 ‘00 1o4slos 538300
ToTAL ‘00 ‘00 ‘00 [ o9
1404  DROFESSIONAL DEVELOPMENT FY 2014
TOTAL REVENUES o -6989.00 .00 .00 -3454.50  -3294.50  -3494.50
TOTAL EXPENSES 170 698500 ‘00 ‘00 241182 1411082 2407.18

TOTAL 170 ‘oo ‘00 ‘oo 517.32 517.32 -1087.32




image5.png
‘;5-« Project Master - Munis [KDE]
HOME.

0 @ ’EZ,.‘;ZM? + U;@m X Delete g B e fle EBwou @ [BINotes [BxAudit  GLAccount Obligation Date o

© Global mail lnk lose Proj
hccept Cancel | Search add o oy BPOF B DEma oty {8 Maplink- | GLBudget  Close Project

) Retum
Duplicate. & Preview [ schedule @ At Grant Mass Update
Confim Searcn Actions Output offce Tools Menu
W Project ledger use only Depariment

Project Type status

e - Percent Complete:
e
Shor e
[ Estimate to Complete

Maior project E
P | Create fred asset Ll
N, Prject isal range
P Projected date range
pescipton | Acualdaterange

Extension date
Obigation date

Justcatior Last date to encumber

@ General Notes || @& Comments G Internal Contacts || @& External Contacts || (& Milestones & Escrow @ Notes

@ Work Orders || @& Contracts. G Contract Details || G Fixed Assets. @ Locations @ Task Groups

MUl Revenue Alocation | AP Retainage
Funding Source | Description Amount
Grant  [Sea | Grantor Name [Emcat Prorty] Award amt Remb% | Remb max ND% | Total Biled o Date

K < 00f0 >




image6.png
Project "1303" will be set to status closed.

) Close GL accounts with the curent project




image7.png
Project "1303" will be set to status closed.

) Close GL accounts with the curent project

General Ledger Accounts:
0.GL Accounts Selected
0 Open GL Account Balances Exist





image8.png
Project "9918" will be set to status closed.

V| Close GL accounts with the current project

General Ledger Accounts:
568 GL Accounts Selected

283 Open GL Account Balances Exist

& Open GL Balances





image9.png
..5.5\ Project Master - Munis [KDE] > Close Project > Open GL Balances
HOME

° @ Q = Browse I 7 X pelete B I Text file @ B word [Fnotes Sy audit | ShowyHide Cols o
(& Query Builder € Global Bror 3 email S\ Notify £E Maplink-  Customize Screen Form

Accept Cancel Search ' Add Update print Excel Attach Retumn
Duplicate [& Preview @ schedule © Alerts
Confirm Search Actions Output Offce Tools Menu
Org [ object [ Project [ Account [ Message
0001918 0531 9918 1 -000-1900-149-00-031 -9918 Current year encumbrances do not equal zero
0001918 0532 9918 1 -000-1900-149-00-0532 -9918 Current year budget amounts exist
0001918 0553 9918 1 -000-1900-149-00-0553 -9918 Current year budget amounts exist
0001918 0569 9918 1 -000-1900-149-00-0569 -9918 Current year budget amounts exist
0001918 0580 9918 1 -000-1900-149-00-080 -9918 Current year budget amounts exist
0001918 0616 9918 1 -000-1900-149-00-0616 -9918 Current year budget amounts exist
0001918 0627 9918 1 -000-1900-149-00-0627 -9918 Current year budget amounts exist
0001918 0843 9918 1 -000-1900-149-00-0643 -9918 Current year budget amounts exist
0001918 0850 9918 1 -000-1900-149-00-0650 -9918 Current year budget amounts exist
0001918 0695 9918 1 -000-1900-149-00-0695 -9918 Current year budget amounts exist
0001918 0610 9918 1 -000-1900-149-00-0610 -9918 Current year budget amounts exist
0001918 0610 9918 1 -000-1900-149-00-0610 -9918 Current year memo balancelactuals do not equal zero
0001918 0699 9918 1 -000-1900-149-00-0699 -9918 Current year memo balance/actuals do not equal zero




image10.png
Munis @

Open GL balances exist for thie project.
Balances must be zero before the associated GL accounts can be closed.

oK





image11.png
WARNING ®

REMINDER: There can be no Munis processing
while this program is in usel OK to continue?

Yes No





image12.png
_{:\ Account Mass Change/Reset - Munis [KDE]

HOME
o @ = Browse I X pelete B I Text file m B word BInotes (3 Audit Define 0
N y Builde € Global PDF Email Notify fE Maplink~ | List
pccept Concel semen DB G g, C oo ST Dot DEMl g Nnetly FEvepin st
Duplicate [& Preview @ schedule @ Alertss  Process
Confirm Search Actions Output Offce Tools Menu

Activity

Zero-out area
Entty
Access method

Fund to process

Org to process B
Project to process

Account to process





