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Goals
 Understand each component and the best options to use  

based on what you want to achieve
 Discover ways to clean up prior years in order to improve 

initialization time
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Topics

 When to move to a new fiscal year

 Things to know before moving to a new 
fiscal year

 How to move to a new fiscal year

 What needs to be done afterwards

 Database cleanup opportunities
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When to move to a 
new fiscal year

 Anytime
 Getting a head start allows more time for planning the next budget cycle

 Hide versions until you want users to see them

 Financial implications of moving to a new fiscal year
 There are none, unlike with a GL system

 Able to update active fiscal year to any year
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Things to know 
beforehand

 Prior year does not need to be finalized
• You can continue to work on the previous year, even after you roll forward

 Review new fiscal year checklist

 Percent increase and spreading Basis Versions
• Reference versions are recommended, so copy prior year budget or forecast to a 

reference version beforehand

 Initialization and all rollups need to be completed
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New fiscal year -
overview

Moving to a new fiscal year involves these big steps:

 Creating:  New year, quarters, and periods; new versions; new employee set, …

 Creating a new copy of: Various sets (calculation defaults, drivers defaults), …

 Updating: Newly created or copied stuff to give the new year the needed 
configuration

• Could involve editing (e.g., calculation defaults, drivers defaults, tax rates, …)

• Could involve importing (e.g., prepop data, employees into new set, …)

 Everything you need to do is listed in the new fiscal year checklist

 You can roll up your sleeves and do it yourself:

Or…

BudgetPak New Fiscal Year Checklist.pdf
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How to move to a 
new fiscal year

New fiscal year wizard

 So you do not have to remember how 
to do it on your own! 

 Walks you through a step by step checklist

 Skips steps for features that aren’t in use
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New fiscal year 
wizard

Welcome

 Recommendation: Use the default selection

• Names will be suggested for you, but you can edit them 
as you go

Starter versions

 How many budget versions do you need

 Recommendation:  Less is more

• It is easy to add more versions later if needed
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New fiscal year 
wizard

Percent increase basis version

 Only reference versions are shown

 Recommendation: Use last full year of actuals or 
finalized budget (if in reference version)

Spreading basis version

 Only reference versions are shown

 Recommendation: Use last full year of actuals
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New fiscal year 
wizard

Many configuration elements are grouped into sets

 Examples:

• ATB and spreading defaults

• Calculation defaults

• Drivers defaults

• Unit event defaults

• Starting set of employees

 Versions are configured by assigning sets to them

 Typically (but not always) the contents of sets change from year to year

• Examples:

ATB & spreading defaults: Different default percent increase

Calculation defaults: Different constants to reflect changes in benefit expense



11

New Fiscal Year 
Wizard

Many of the steps in setting up a new fiscal year involve deciding on sets

 There are (usually) 3 options

• Create a new set from scratch

• Make a copy of an existing set (will be renamed with a default name)

• Re-use an existing set
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New fiscal year 
wizard

Prepopulated data version

 Recommendation: Copy prior year version

• Data is already there, and can be updated as 
needed

 Will be skipped if no prepop accounts are set up

• Clean up opportunity – If you aren’t using 
prepop accounts, but still have prepop versions
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New fiscal year 
wizard

F/X sets

 Recommendation: Copy prior year set

• Data is already there, and can be updated as 
needed

 Will be skipped if only 1 default set is present

• Clean up opportunity – if you aren’t using, but 
still see this step
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New fiscal year 
wizard

Sets: Across-the-board and spreading sets

Calculation defaults sets

Drivers defaults sets

Unit event defaults sets

*with the exception of employee Sets

 Recommendation: Copy prior year set

• Data is already there, and can be updated as 
needed
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New fiscal year 
wizard

Employee sets: 

 Recommendation: Create new set from the end point of last year’s final budget
•New hires and departures throughout that entire version will be included in the new 
employee set

•Starting salary will include salary increase that took place in the chosen version 
(Bonuses and other compensation would not be included)
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New fiscal year 
wizard

Other

 Asset classes are copied to new year

 Benefit options are copied to new year

 Able to mark prior year versions as ‘read-only’

Final review

 Provides a summary of the decisions you made 
throughout the wizard
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What needs to be 
done afterwards

What the wizard does not do for you:

 For all sets – update rates and other information as needed
 Define versions – update the comparison versions
 Reports & QB Menu – update quick reports that appear on reports page
 National empl. tax rates & State empl. tax rates (if applicable) – update tax rates for 

the appropriate calendar year(s) 
 Pay schedules – if in use, the new year’s schedules will need to be uploaded
 Validate & Initialize

These items are in the checklist

BudgetPak New Fiscal Year Checklist.pdf
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Database 
cleanup 

Versions
 Delete drafts and other 

versions no longer 
needed

1

Sets
 F/X sets, prior year sets 

no longer in use

2

Years
 Delete unused historical 

years

3
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Database 
cleanup 

Units
 Unused, or reference

5

Accounts
 Unused after version 

deletion

6

Salary Grades
 Still in use?

7

Employee Classes
 Still in use?

8

Users
 If no longer involved

4
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Database 
Cleanup 

Faster Initialization Speed



Q&A

Thank you!


