
Fiscal Year End

This presentation covers the following information for biweekly 
agencies:

• Fiscal Year End Calendar for May, 2016
• Fiscal Year End Calendar for June, 2016
• Comp Time Payoff
• Annual Employees
• Wage and Salary Reports
• Additional Information
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Monday Tuesday Wednesday Thursday Friday
May Fiscal Year End Calendar

2
Agencies can start 
coding position control 
changes 

3 4 5 6
AU449243 ACA 
Lookback 
Preprocessing will be 
available for review. 

9 10 11 12 13
AU449243 ACA 
Lookback Final will be 
available for review.

16
Agencies can start 
updating Tier levels in 
IPOPS for employees 
requiring a change for 
ACA requirements.

17 18 19 20

23 24 25
Required Tier changes 
must be entered into 
IPOPS by 3:00 pm

26 27

30 31 Note: FYE dates are subject to change according to any potential payroll conflicts that may arise 
during the FYE process.  However, if there are changes, they will be minor (such as putting a report 

in online reporting out one day later than scheduled). The IPOPS deadlines will not change.



Fiscal Year End Timeline
May 2, 2016

• May 2, 2016 - During the month of April, agencies have been 
processing their new fiscal year indexes, PCAs, grants and projects 
and uploading them into STARS.  Once this information has been 
processed through to IPOPS, agencies can start coding position 
control changes effective for the new fiscal year. 
o From this point on, agencies will see two fiscal years on IPOPS 

documents. 
o Note: Any new position set-ups, distribution updates, 

reclassifications, and any other changes effective for the new 
fiscal year (2017), should have an effective date of June 5, 2016 
to be reflected on the Wage and Salary report and to be in effect 
for the first pay date of the new fiscal year (July 1, 2016).

www.sco.idaho.gov 3



Fiscal Year End Time Line 
May 16, 2016

• Agencies will update Tier levels in IPOPS for employees requiring a 
change using effective date 5/8/16. 

• These employees must remain in Tier 1 until the Standard Stability 
period is complete.

• Any employee who changes Tier levels will need to fill out a new 
Certification of Insurance Offered form. 
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Monday Tuesday Wednesday Thursday Friday
June Fiscal Year End Calendar

1 2
Position control 
adds/updates must be 
in ‘awaiting release’ 
status by 3pm

3
DSP will copy FY 2016 
positions to FY 2017

6
FYE reports available

7 8
Payroll preprocessing: 
last payroll of the fiscal 
year (after 5pm)

9
Final payroll processing: 
last payroll of the fiscal
year (after 5pm)

10
If your agency picks up 
a file from DSP after 
payroll, you will need to 
pick it up before the 
adjustment payroll runs 

13
Payroll MVAs for the 
adjustment payroll must 
be ‘Awaiting DSP 
Approval” by 3pm

14
Adjustment payroll 
preprocessing

15
Adjustment payroll 
final processing

16
Month end processing

17
June month end reports 
available. 
FYE reports available

20 21 22
Payroll Preprocessing 
for the first payroll of 
fiscal year 2017

23
Final Payroll Processing 
for the first payroll of 
fiscal year 2017: comp 
time payoff

24

27 28 29 30



Fiscal Year End Timeline
June 2, 2016

• June 2, 2016 - Position control additions and updates entered into 
IPOPS for fiscal year 2016 that need to be copied to fiscal year 2017 
must be in an ‘Awaiting Release’ status by 3pm in order to be uploaded, 
processed and copied for fiscal year 2017.
o Please make sure all of your agency position control actions have 

been approved by your agency signer, as well as all external 
agencies, and are in ‘Awaiting Release’ status by 3pm on June 2, 
2016.

• An easy way to make sure all position control actions have 
made their way through the approval process is to create a 
custom view in IPOPS. Let’s view an example of a custom view
that has been created for position control documents.

o If a position is not copied from FY 2016 to 2017, it will not show up 
for your agency in IPOPS.  You will then need to do a position 
control action to set-up the position again for fiscal year 2017.
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Fiscal Year End Timeline
June 3, 2016 

• June 3, 2016: DSP will copy FY 2016 positions to FY 2017.  All 
fiscal year 2016 position control actions, such as distribution 
updates, reclassifications, deletions, etc., processed after June 6th

will require a 2nd position control action for fiscal year 2017 (if 
needed for the new fiscal year).
o Example: you just found out that one of your PCNs needs to 

have the distribution updated. The fiscal year end copy has 
already taken place. You would need to do a position control 
distribution update for the PCN for FY 2016 and then do the 
same action for FY 2017.

o At this point, any updates to the FY 2016 information will only 
affect the last payroll of FY 2016 (paid on June 17, 2016).
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Fiscal Year End Timeline
June 6, 2016

• June 6, 2016: a memo will be sent out by DSP when the following 
reports are ready to be viewed. 
o New Fiscal Year Position List (A-448110): this report shows a list 

of positions that were copied to the new fiscal year position file 
(click on the report name to see an example of this report). 

o Deleted Position List (B-448110): this report shows a list of 
positions that were not copied to the new fiscal year position file 
because the position has been in ‘delete’ status for two or more 
years (click on the report name to see an example of this report). 

Agencies will want to check these reports to make sure PCNs that 
should have been copied were copied and to see which PCNs 
have been deleted for the agency. These reports are listed in SYS 
ID AUIS44F in online reporting.
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This is a list of all the positions that 
were copied from the fiscal year 2016 
position file to the 2017 position file.



This is a list of all the positions that were not copied to the fiscal 
year 2017 file because the position has been in ‘deleted’ status 
for two years or more.  
If a position displays on this list as a deleted position, an agency 
can do a position control set-up action to get it back on the 
system for the new fiscal year.



Fiscal Year End Timeline
June 08 & 09, 2016

• June 08, 2016: DSP will run payroll preprocessing for the last 
biweekly payroll of FY 2016 after 5pm on the 8th. 
o All FY 2016 expenditures must be processed on or before this 

payroll. 
• June 09, 2016: DSP will process the last final biweekly payroll in FY 

2016 (to be paid on June 17, 2016) after 5pm on the 11th. 
o Payroll preprocessing reports will be available via online 

reporting the morning of June 09, 2016 and final payroll 
processing reports will be available via online reporting on June 
10, 2016.

o Agencies should look at Payroll Costs as Vouchered
(AU444533) in online reporting. This report and the 
preprocessing reports are located in SYS ID AUIS44BP (Bi-
Weekly Preprocessing) 

www.sco.idaho.gov 12



www.sco.idaho.gov 13

This report lists state account dollars (for 
this pay period) by index (or PCA) and 

displays the expenditure sub-object code.  
Agencies can use the totals shown on this 
report to make sure the amount listed here 
is not more than the budget for the same 

index (or PCA) in STARS.  



Fiscal Year End Timeline
June 13, 2016

• June 13, 2016: Payroll corrections for FY 2016 that require a 
manual and/or void, must be submitted on an IPOPS Payroll MVA 
and be in ‘Awaiting – DSP Approval’ status by 3pm to be included on 
the adjustment payroll. 
o An adjustment payroll is an agency’s last chance to correct any 

monetary mistakes that were made through payroll processing 
during fiscal year 2016.
• This is not an agency’s last chance to do a void and manual 

to fix an employee’s record.  An adjustment payroll is just 
the last time an agency can make changes to how money 
was paid out during the fiscal year. 
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Fiscal Year End Timeline
June 14 & 15, 2016

• June 14, 2016: adjustment payroll preprocessing will run after 5pm. 
• June 15, 2016: final payroll processing for the adjustment payroll 

will run after 5pm. 
o Preprocessing reports for the adjustment payroll will be available 

via online reporting on June 15, 2016.  Agencies should check 
the online report Payroll Costs as Vouchered again to make sure 
they have not overspent for FY 2016. The SYS ID in online 
reporting for these reports is AUIS44BP (Bi-weekly 
preprocessing)

o Final payroll processing reports for the adjustment payroll will be 
available via online reporting on June 16, 2016. The SYS ID in 
online reporting for final reports is AUIS44 (DSP Biweekly 
Payroll)
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Fiscal Year End Timeline
June 16 & 17, 2016

• June 16, 2016: DSP will process June’s month end early due to 
fiscal year end processing.

o On June 17, 2016 the month end reports will be available via 
online reporting. These reports are located in SYS ID 
AUIS44M.

• June 17, 2016: the following FYE report will be available via online 
reporting in SYS ID AUIS44F.
o Positions with Invalid Distributions for Fiscal Year 2017 

(AU448135): this report shows positions with blank or invalid 
distributions. If your agency has any positions listed on this 
report, they will need to be corrected as soon as possible (click 
on the report title to see an example of this report). 
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This report displays positions with blank or 
invalid distributions. When an agency does 
not have any positions to report, a 
message will be displayed. 

NOTE: It is not necessary to fix PCNs that 
are in ‘delete’ status. 



Fiscal Year End Timeline
June 22, 2016

• June 22, 2016: All personnel, payroll and position control actions for the 
first payroll of fiscal year 2017 (paid on July 1, 2016) must be in 
‘awaiting release’ status  by 3pm in order to be processed for this 
payroll (any IPOPS actions requiring approval must be submitted by 
June 17th). 
o Please make sure that all of your agency IPOPS actions have been 

approved by your agency signers and any external agencies that 
those actions may require. 

o Agencies will need to make sure they do not have any timesheets 
awaiting release that have time coded to invalid PCAs, grants, 
indexes or projects. This situation can occur if an employee filled 
out a future time sheet and coded time to a now invalid PCA, index, 
grant or project. 

o Payroll preprocessing reports will be available via online reporting 
the morning of June 23, 2016. Please note that prior comp balance 
payoffs will process with this payroll.
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Fiscal Year End Timeline:
Comp Time Payoff

• All FLSA covered employees (codes C, F, L or Z) that have a 
previous six month comp balance as of pay date June 17, 2016 will 
automatically be paid for those hours on the first payroll of FY 2017 
(July 1, 2016)
• Automatic Prior Comp Balance Payoff (A-449252) is a biweekly 

payroll online report that displays each FLSA covered employee 
that has an accumulated comp time balance that was earned 
during any one-half fiscal year but not taken by the end of the 
following one-half fiscal year (click on the report title to see an 
example of the report). 

• The ILV screen on the Employee Information System will show 
you an individual’s comp time balance. Let’s review the ILV 
screen.
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This report will give you an idea of the 
comp time payoffs for your agency that will 
be occurring on the first payroll of the new 
fiscal year. 

NOTE: Agencies SHOULD NOT submit 
comp time pay offs (CPP) using the special 
payment form in IPOPS for the first payroll 
in July. 



Fiscal Year End Timeline
Comp Time Payoff
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To calculate a comp time payoff: take the 
total balance – current six month comp 

balance = hours to be paid. 
Example to the left: 125.5 – 79.3 = 46.2 

CPP to be paid.



Fiscal Year End
Annual Employees

• The payroll process calculates an annual employee’s salary by 
dividing the annual salary by the number of pay periods to be paid.  
Several state agencies have annual employees with contract 
periods that coincide with the fiscal year. 

• 1) At fiscal year end, the system compares the employee’s year to 
date contract salary paid to the employee’s adjusted contract 
amount.  If the difference between those two fields is less than one 
pay period amount, equal to one pay period amount, or is not more 
than one pay period amount plus one dollar, the payroll process will 
generate an override amount.
o This generated amount uses a FX change reason and an 

effective date equal to the pay period end date of the current pay 
period. The override dates are the pay period begin date and the 
pay period end date.
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Fiscal Year End 
Annual Employees

• 2) The system checks whether the year-to-date contract salary paid  
is equal to the adjusted contract amount.  The system will generate 
an FX change reason to change the employee’s time sheet required 
switch from a ‘N’ to a ‘Y’ and then zero out their YTD contract Salary 
Paid accumulation.  The effective date of the FX change reason will 
be the pay period end date of the current payroll. 
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Fiscal Year End Timeline
Wage and Salary Report

• The Wage and Salary Reports are designed, owned and used by 
the Division of Financial Management. DFM will send out a memo in 
July to let agencies know when the reports are available for viewing 
under SYS ID DSP Fiscal Year End (AUIS44F) in online reporting.

• All personnel and position control actions processed through Friday, 
July 15, 2016 will be reflected on the Wage and Salary Reports. 

• Please contact DFM with any questions or problems regarding the 
wage and salary report.

• Agency budgeting formulas are available in the SCO 
Payroll/Personnel User Manual.
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http://help.sco.idaho.gov/DSPUserManual/Pages/Fiscal%20Year%20End%20Budget%20Formulas.aspx
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This report is used to balance FYE.  It 
shows the calculated budget information 

and position benefit breakdown for the new 
fiscal year.  



This report checks the DSP position file 
against STARS and creates an error report 
on any differences that may have occurred.

This report shows money that was spent in 
the last fiscal year on a PCN that is not on 
the agency’s register of PCN numbers with 

DSP. 



This report shows actual cost, estimated 
salary benefits and projected salary benefits 

amounts by PCN within budget unit, fund 
detail and fund by agency. 



28

This report shows the base personnel costs, 
which are then adjusted for the following 

year’s appropriation. 



29

This report shows the base personnel costs, 
which are then adjusted for the following 

year’s appropriation.



Fiscal Year End
Additional Information

• Donated/received leave hours will be reset to zero after the last 
payroll of the fiscal year. 

• Make sure any new hires for your agency with hire dates before 
June 5, 2016 have been hired into IPOPS by June 17th.

• The monthly premium for supplemental life insurance and voluntary 
term life insurance deductions is recalculated every year at fiscal 
year end. The calculation is based on the employee’s age as of July 
1st of the current fiscal year.  
o A list of all employees that have a current supplemental life 

insurance deduction (430) or voluntary term life insurance 
deduction (410, 411, 412, 413, 414, 415, 416 or 417) will display 
on the online report ‘Voluntary Term Life Rate Changes’ 
(AU448107) under AUIS44F.
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Thank You for Participating!

If you have additional questions that were not included in this online 
session, please utilize the following options:

• Access the help button within a SCO application.
• Contact your local payroll office or
• E-mail the DSP Help Desk at dsphelp@sco.idaho.gov
• For questions regarding this PowerPoint or for training needs, 

please contact dsptrainer@sco.idaho.gov
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