Helpful Tips to Cleaning up Financial Files
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Listed below are some tips that will help maintain your files.

· Run a CHEKPY for all outstanding checks including the following check types:  warrants, payroll, refunds, investments and transfers.  Reconcile any of the above check types which reflect an outstanding status in error.

· Run REQDET and PODETL for all outstanding req’s or po’s.  Review the report and delete any old open items.

· If your users utilize older requisitions as templates if/when the system is purged they will be deleted off the system.  To avoid this, they may add a “T” in requisition type field in USASWeb.  The “T” will flag them as a template and they will remain on the system.

· Delete any unused payroll accounts in the payroll software.  Run PAYACC or use Safari to identify old pay accounts.   The PAYACC report will list all pay accounts and employees being charged on that particular account.  It also will flag any accounts which are inactive on the USAS side.  

· Old accounts remaining on the payroll system will prevent accounts from showing up as deletable on the DELACT report.

· Run DELVEN by last activity date to see what vendors can be set to inactive.  If no activity date is listed it may indicate that this is a newly added vendor that has not yet had payments against it.  In this case, you would not want to inactivate or delete.

· Run a DELACT to see which accounts can be safely deleted.  DELACT can then be used to delete ranges of accounts. 
· Run a VALACT periodically to help avoid fiscal year end issues.
