Finance Department

401 Sunset Avenue
University Windsor, Ontario, Canada N9B 3P4
of Windsor | T519.253.3000 F 519.973.7080

Memorandum
To: Campus Community Members
From: Finance Department
Date: March 25, 2022
Subject: APRIL 30, 2022 (FISCAL 2021/22) YEAR-END ACCOUNTING PROCEDURES

We request your assistance in providing information so that we may prepare the year-end financial
statements for fiscal 2021/22. We ask that you review the memo carefully. The following guidelines
point out specific deadlines for each document or transaction involved.

DEPARTMENTAL CUT-OFF DATES SUMMARY

Purchasing Card (PCard) Cycle Ends April 15
Deadline to move PCard transactions within CentreSuite April 21
Purchase Requisitions and Payment Requests (approved on system by) April 21
Expense Reports (Travel and Non-Travel) (approved on system by) April 25
AR Invoice Requests April 26
Receiving goods/services on system that pertain to goods/services provided in 2021/22 April 29
Deposit Summaries for Departments with Brinks pick up May 4
Preliminary month end reports sent to campus by May 5
Journal Entries submitted via PostmyJE@uwindsor.ca May 10
Journal Entries completed by the campus member directly on the system May 10

1. SCOTIABANK VISA PURCHASING CARD

The statement cycle ends on April 15. Any transactions incurred on your credit card between this date
and 30 will be recorded in the general ledger accounts in the next fiscal year. Please keep transactions
between April 15 and April 30 to a minimum and ensure any large purchases are communicated to the
Procurement Department so the necessary accruals can be arranged. If you need to move any costs
in Centre Suite for the statement cycle ended April 15, please do so before April 21.

Year-end is also a good time to review your PCard records to ensure that all statements have been
signed (or approved electronically) and back up for all purchases has been retained.
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AR INVOICE REQUESTS

Requests for billings (invoices) through the Accounts Receivable department for goods provided or
services rendered in fiscal 2021/22 must be received via email at arinv@uwindsor.ca before end of
business April 26.

PURCHASE REQUISITIONS AND PAYMENT REQUESTS

As the Purchase Requisition and Payment Request processes are completed electronically, users can
access UWinsite Finance to complete this process. All Purchase Requisitions and Payment Requests
are to be approved on the system (submitted by the requester and approved by the approver) by the
Procurement department no later than end of business April 21 to ensure that budget funds are
encumbered. Note the Purchase Requisition must be approved for it to apply against your current
year budget. Purchase Requisitions received after this date may be applied against next year’s budget.

Note, a separate memo will be issued to provide more detail on purchase requisitions, payment
requests and invoices.

UWinsite Tip for Submitters: Before April 21, check in the Purchase Requisitions Module (Green
Shopping Cart) to ensure all requisitions show a Funds Status of “Approved”.

UWinsite Tip for Approvers: Check your Notification Bell and act on any requisitions by approving or
rejecting in advance of April 21.

TRAVEL EXPENSE CLAIMS AND NON-TRAVEL EXPENSE REIMBURSEMENT

As the expense reports submission processes is completed electronically, users can access UWinsite
Finance to complete this process. All travel expenses and non-travel reimbursements (reports
submitted via the Expenses Module) pertaining to the current fiscal year should be submitted and
approved at both approval levels (one up approval and budget owner approval) before end of business
April 25. Any expense reports not approved by April 26 may be charged against the next year’s budget.

UWinsite Tip for Submitters: Before April 25, check in the Expenses Module (Green Wallet) to ensure
any open reports are showing a status of “Pending Expense Auditor Approval.”

UWinsite Tip for Approvers: Check your Notification Bell and act on any expense reports by approving
or rejecting in advance of April 25.

DEPOSIT SUMMARIES FOR DEPOSITS MADE BY DEPARTMENTS
All funds received as revenue in April and not previously deposited must be prepared for deposit
before your final Brinks pickup in April. All Deposit Summaries must be submitted to the Accounts

Receivable department by end of business May 4. Note that depositors who complete journal entries
rather than deposit summaries may follow the journal entry deadline for their April deposits.
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6. RECEIVING GOODS AND SERVICES

For invoices against purchase orders and payment requests, it is critical that goods and services be
received in the system (click “My Receipts”) before end of business April 29. When receiving the goods
or services, please ensure that you choose a Transaction Date of April 29 if the goods or services were
actually supplied before April 29.

UWinsite Tip: A report will be issued prior to April 30 showing all committed amounts against your
Department (i.e.: PO’s and Payment Requests where receiving has not yet occurred); ensure you review
to determine if you should be receiving any of those goods or services.

7. JOURNAL ENTRIES

Journal entries related to 2021/22 submitted for processing via PostmyJE@uwindsor.ca should be
submitted before end of business May 10.

Journal entries related to 2021/22 that are conducted within the department (i.e.: JE's that you do
yourself directly on UWinsite) should be submitted before end of business May 10. Please check your
entries to ensure you’ve selected an accounting date of April 30 or earlier.

Please note that due to the rollover procedures that are required to close the general ledger, we have
a no tolerance policy for late journal entries impacting the Trust funds (04, 06, 07, 09). Unfortunately,
any entry not posted by the deadlines above impacting the Trust funds cannot be posted to 2021/22.

8. PRELIMINARY MONTH-END REPORTS

We are targeting sending preliminary April month-end reports by May 5 for departmental review.
Kindly review these reports to identify any missing entries and complete entries as required before
end of day on May 10. If you require assistance, please contact your Budget Analyst.

9. PURCHASE ORDERS
BLANKET PURCHASE ORDERS

All Blanket Purchase Orders for fiscal 2021/22 will be closed effective April 30. If departments wish to
have new blanket PO’s issued, they should initiate these by submitting a Requisition in May 2022.

REGULAR PURCHASE ORDERS
Regular Purchase Orders are automatically carried forward by the system into the next fiscal year.

10. CASH DEPOSITS

A memo outlining specific year end cash handling procedures will be forwarded under separate cover
to those departments holding cash.

11. INVENTORIES

A memo outlining specific year end inventory procedures will be forwarded under separate cover to
those departments holding inventory.
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Thanks in advance for your support with the year end reporting process. Should you have any difficulty

meeting any of the above-mentioned deadlines, or have any questions regarding these procedures, kindly
advise Rachel McRae, Executive Director (Acting), Finance.

If you are having any trouble accessing
UWinsite Finance, please open a ticket.
For up-to-date information about the 2022 year end, please visit:
http://www.uwindsor.ca/finance/year-end
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