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AGENDA

• Year End Deadlines for FY26

• UF GO Year End Tasks

• Close/Cancel Requests in UF GO

• Liquidate Encumbrances in myUFL

• Correct Vouchers in Budget Error

• Reconcile PCard/Air Card Transactions

• Questions

UF GO Fiscal Year End Processing – FY26



HOUSEKEEPING

• Slides will be provided in the chat

• Recordings can be viewed on our 
website

• Instruction Guides are located on HR’s 
Toolkit website

• Questions

UF GO Fiscal Year End Processing – FY26

https://procurement.ufl.edu/uf-go/info-sessions-events/
https://hr.ufl.edu/professional-development/toolkits/uf-go-toolkit/


Fiscal Year End 
Deadlines and 

Tasks



Fiscal Year End Processing

FY 2026 Deadlines

June 3, 2026
Last day for Financial Approvers to approve Travel Requests and all 
Expense Report types to ensure* encumbrance/payment from FY26 funds

June 16, 2026
Last day for core office to approve Travel Requests and all Expense Report 
types to ensure encumbrance or payment from FY26 funds. 

June 18, 2026
• Vouchers in myUFL must be cleared of all budget errors and match 

exceptions, approved, and posted.
• All cash advance returns and personal expenses due to the University 

should be settled.

Fiscal Year End 
Schedule and 
Resources – Finance 
& Accounting 
(ufl.edu)

UF GO Fiscal Year End Processing – FY26

https://www.fa.ufl.edu/directives/fiscal-year-end-schedule-and-resources/
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FY 2026 Deadline Details

June 3, 2026
Last day for Financial Approvers to approve Travel Requests and all 
Expense Report types to ensure* encumbrance/payment from FY26 
funds

 *All Requests and Expense Reports approved by 6/3 that require 
Accounting Review (core office approval) will be reviewed by 
June 16 (last day for core office approval) 

• Does not guarantee payment from FY26 funds
– Reports may be sent back
– Reports may go into Budget Error

Fiscal Year End 
Schedule and 
Resources – Finance 
& Accounting 
(ufl.edu)

UF GO Fiscal Year End Processing – FY26

https://www.fa.ufl.edu/directives/fiscal-year-end-schedule-and-resources/
https://www.fa.ufl.edu/directives/fiscal-year-end-schedule-and-resources/
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https://www.fa.ufl.edu/directives/fiscal-year-end-schedule-and-resources/


Fiscal Year End Processing

FY 2026 Deadlines

Submit Expense Reports Early
...submission is not the final step

• Leave sufficient time for:

o External Validation (PeopleSoft Budget Check/Validation)

o Approval by Department Financial Approver

o Corrections for reports sent back to user

o Accounting Review (core office)

UF GO Fiscal Year End Processing – FY26



Fiscal Year End Processing

FY 2026 Deadline Details

UF GO Fiscal Year End Processing – FY26

June 16, 2026
Last day for core office to approve Travel Requests and all Expense Report 
types to ensure encumbrance or payment from FY26 funds. 

What about reports that don’t need core office approval?

They will build vouchers through June 16th



Fiscal Year End Processing

After June 16th

Continue processing

– UF GO will remain open for booking and processing

– Anything processed after June 16 will be paid from FY27 funds

– Vouchers will not build until budgets reopen on July 6

UF GO Fiscal Year End Processing – FY26



Fiscal Year End Processing

FY 2026 Deadline Details

June 18, 2026
• Vouchers in myUFL must be cleared of all budget errors and 

match exceptions, approved, and posted.
• All cash advance returns and personal expenses due to the 

University should be settled.

 

UF GO Fiscal Year End Processing – FY26



Fiscal Year End Processing

FY 2026 Deadline Details

Fix Budget Errors by June 18

• Vouchers in error after June 18 will not be paid out of FY26 funds

• To identify UF GO vouchers in error:
o Run the myUFL query: UF_CFO_VOUCHER_BUDGET_ERRORS

 Filter by department

o Run the UF GO Vouchers report in Enterprise Analytics
 Individual expense transaction date, not report date

• For guidance on correcting budget errors:
o See HR Toolkits for UF GO, under the Expense section

UF GO Fiscal Year End Processing – FY26

Link opens to directly to the 
Voucher Report

https://www.fa.ufl.edu/data-report/uf-go-vouchers/
https://hr.ufl.edu/professional-development/toolkits/uf-go-toolkit/expense/


Fiscal Year End Processing

Helpful Queries

NAVIGATION:  MY.UFL.EDU 
MAIN MENU > FINANCIALS > REPORTING TOOLS > QUERY > QUERY VIEWER

UF GO Fiscal Year End Processing – FY26

Purpose: Query Name:

Use Report number to return all vouchers for that report UFGO_EXP_TO_VOUCHER

Use Report number to return Journal Entry number (Used to find Personal 
Expenses and Cash Advance Refunds

UFGO_RPT_NUMBER_TO_UFGO_JRNL

Budget Errors – All vouchers in Error UF_CFO_VOUCHER_BUDGET_ERRORS

Budget Errors – Air Card UF_UFGO_VCHR_BUDERR_AIRCARD

Budget Errors – PCard UF_UFGO_VCHR_BUDERR_PCARD
Budget Errors – Travel UF_UFGO_VCHR_BUDERR_TRAVEL
Budget Errors – Travel Requests UFGO_TR_ERRORS
Returns Journal Entry number from Report number UFGO_RPT_NUMBER_TO_UFGO_JRNL
Get Voucher # from Report # UFGO_EXP_TO_VOUCHER
Budget Errors – All vouchers.  Includes UFGO, myUFMarketplace, etc. UF_AP_VOUCHER_BUDGET_ERRORS



Closing Requests 
in UF GO



Fiscal Year End Processing

Closing Travel Requests in UF GO

• When to close Travel Requests 

o When not linked to an approved expense report
o If TR remains open even after expense report is approved

• Why close Travel Requests
o To release an encumbrance holding funds on a particular chartfield

o Cleaner accounting to avoid roll to CYFWD (appropriation funds)

UF GO Fiscal Year End Processing – FY26



Fiscal Year End Processing

Close vs. Cancel a Request

A travel request can be closed or canceled if it has been approved and there is no 
associated Travel Expense Report. 

• Closed: should be used when the Request has been approved, the trip has 
taken place, and is not linked to an expense report.

• Cancel: should be used when a trip did not take place. 

 Once a travel request is closed or canceled this action cannot be undone.

UF GO Fiscal Year End Processing – FY26



Fiscal Year End Processing

Close or Cancel the Travel Request in UF GO

How to navigate to the 
request

1) Log into your account or 
“act as” the traveler.

2) Under Active Requests, click 
All Requests

3) Open the request that 
needs to be closed or 

canceled.

UF GO Fiscal Year End Processing – FY26



Fiscal Year End Processing

Close or Cancel the Travel Request in UF GO

How to close the request

1) Click on “More Actions”

2) Click on Close Request        
or Cancel Request

UF GO Fiscal Year End Processing – FY26



Liquidate Encumbrances 
(Requests) in myUFL.edu



Fiscal Year End Processing

When to Liquidate a Travel Request

If you have:

• An approved Travel Request

• That is linked to an approved 
and paid Expense Report

• That can’t be closed or canceled

• If the request is still showing as 
an Encumbrance in Budget 
Overview or on an Open 
Encumbrance Report

UF GO Fiscal Year End Processing – FY26
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What Encumbered Funds? 

Open Encumbrance Reports help 
departments determine which Travel 
Requests are still encumbering funds.

Reports

UF GO Fiscal Year End Processing – FY26
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Department Reports > Open Encumbrance Summary

Navigate to:  
my.UFL.edu > Main 
Menu > Enterprise 
Analytics > Department 
Reports

Choose
Dept ID

Choose the most 
recent month or 
“Current Period” 

Click on either the PDF 
or Excel version of the 
Open Encumbrance 
Summary

UF GO Fiscal Year End Processing – FY26



Fiscal Year End Processing

Comprehensive Open Encumbrance Report

To view all encumbrances for a unit 
(vs one Dept ID), use the 
Comprehensive Open 
Encumbrance Report

UF GO Fiscal Year End Processing – FY26

Direct Link to the Comprehensive Open 
Encumbrance Report

https://cfo.ufl.edu/cfo-intelligence-and-analytics/financial-data-reports/#:%7E:text=Travel%20and%20Expense)-,Disbursements,-The%20Comprehensive%20Open
https://cfo.ufl.edu/cfo-intelligence-and-analytics/financial-data-reports/#:%7E:text=Travel%20and%20Expense)-,Disbursements,-The%20Comprehensive%20Open
https://cfo.ufl.edu/cfo-intelligence-and-analytics/financial-data-reports/#:%7E:text=Travel%20and%20Expense)-,Disbursements,-The%20Comprehensive%20Open
https://reporting.it.ufl.edu/ibmcognos/bi/?perspective=authoring&pathRef=.public_folders%2FFinancial%2BInformation%2FComprehensive%2BFinancial%2BReporting%2BSuite%2FComprehensive%2BOpen%2BEncumbrance&id=i2A5DCBC9C0954517B5A7145929419B50&objRef=i2A5DCBC9C0954517B5A7145929419B50&action=run&format=spreadsheetML&cmPropStr=%7B%22id%22%3A%22i2A5DCBC9C0954517B5A7145929419B50%22%2C%22type%22%3A%22report%22%2C%22defaultName%22%3A%22Comprehensive%20Open%20Encumbrance%22%2C%22permissions%22%3A%5B%22execute%22%2C%22read%22%2C%22traverse%22%5D%7D
https://reporting.it.ufl.edu/ibmcognos/bi/?perspective=authoring&pathRef=.public_folders%2FFinancial%2BInformation%2FComprehensive%2BFinancial%2BReporting%2BSuite%2FComprehensive%2BOpen%2BEncumbrance&id=i2A5DCBC9C0954517B5A7145929419B50&objRef=i2A5DCBC9C0954517B5A7145929419B50&action=run&format=spreadsheetML&cmPropStr=%7B%22id%22%3A%22i2A5DCBC9C0954517B5A7145929419B50%22%2C%22type%22%3A%22report%22%2C%22defaultName%22%3A%22Comprehensive%20Open%20Encumbrance%22%2C%22permissions%22%3A%5B%22execute%22%2C%22read%22%2C%22traverse%22%5D%7D


Fiscal Year End Processing

Open Encumbrance Reports

The previous two reports will provide the: 

Travel Authorization ID 

UF GO Fiscal Year End Processing – FY26
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Navigate to “Travel Requests” in myUFL

my.ufl.edu: Main Menu > Financials > UF Financial 
Custom Apps>Concur > Travel Requests

Search using one of the following: 
Travel Authorization ID 
Employee ID or
Travel Request ID

UF GO Fiscal Year End Processing – FY26



Fiscal Year End Processing

Navigate to “Travel Requests” in myUFL

Click on: Close/Liquidate

This will immediately 
unencumber funds from 
KK/ Budget Details

*Some info is blocked out for privacy reasons

UF GO Fiscal Year End Processing – FY26



Correct 
Vouchers in 
Budget Error
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Budget Errors on UF GO Vouchers

o Once an Expense Report has been fully approved in UF GO, a nightly 
process creates associated vouchers in myUFL 

o Vouchers are Budget Checked in myUFL before they finalize
• Vouchers with a “valid” budget pay out and post to the General Ledger
• Vouchers with an error will not pay out or post until they are corrected

UF GO Fiscal Year End Processing – FY26

CRL + Click for Toolkit 

https://hr.ufl.edu/professional-development/toolkits/uf-go-toolkit/expense/
https://hr.ufl.edu/professional-development/toolkits/uf-go-toolkit/expense/


Fiscal Year End Processing

UF GO Vouchers

o Expense Reports can generate 4 different types of vouchers in myUFL

  *DSO only; does not include Foundation Funds housed in myUFL.

o All voucher numbers are 8 (eight) characters long 
o If an Expense Report has multiple Payment Types in UF GO, it will 

create multiple vouchers in myUFL

UF GO Payment Type myUFL Business Unit Voucher Number
Air Card Transactions UFLOR Starts with L
PCard Transactions UFLOR Starts with C
Personal Funds (Travel & 
General Reimbursements) TRAV Starts with 0 (zero)

UF Foundation* UFFND Starts with F

UF GO Fiscal Year End Processing – FY26



Fiscal Year End Processing

Identifying UF GO Vouchers in Budget Error

• Indicators in UF GO that a UF GO Voucher may be in error:

 UF GO Expense Report is in “Approved” status, but the report has 
not posted to the General Ledger

• E.g., transactions cannot be found in Monthly Financial Reports, budget 
overview, myInvestigator, etc.

 A user’s UF GO Expense Report has been in “Approved” status for 
several weeks, but they have not received their reimbursement

UF GO Fiscal Year End Processing – FY26



Fiscal Year End Processing

Identifying UF GO Vouchers in Budget Error

• Units should regularly run a query or report to identify all 
vouchers in error for their unit

o Option 1: Run a Query in myUFL 
UF_CFO_VOUCHER_BUDGET_ERRORS – This query identifies all 
vouchers in error, UF GO, myUFL marketplace, etc.

o Option 2: Run the UF GO Vouchers Report in Enterprise Analytics 

UF GO Fiscal Year End Processing – FY26

https://my.ufl.edu/
https://www.fa.ufl.edu/data-report/uf-go-vouchers/


Fiscal Year End Processing

Identifying UF GO Vouchers in Budget Error

o Search for the voucher 
• Enter the Business Unit if it differs from UFLOR (e.g., TRAV)
• Enter either the:

o Voucher Number in the Voucher ID field
  or
o UF GO Report Number in the Invoice Number field

To obtain the 
voucher number(s), 
use the UF GO 
Voucher Report in 
Enterprise Analytics

UF GO Fiscal Year End Processing – FY26

https://www.fa.ufl.edu/data-report/uf-go-vouchers/
https://www.fa.ufl.edu/data-report/uf-go-vouchers/


Fiscal Year End Processing

Identifying UF GO Vouchers in Budget Error

o When the voucher opens, a 
message box will indicate Budget 
Checking Errors Exist

• Click OK

o Review the below fields on the 
Summary Tab for more information 
on the Budget Error:

• Post Status
• Budget Status

UF GO Fiscal Year End Processing – FY26



Fiscal Year End Processing

Identifying UF GO Vouchers in Budget Error

o If a voucher is in Budget Error:
o Post Status = Unposted
o Budget Status = Exceptions

Click on Exceptions to identify the 
Exceptions and the lines in error

 See the Instruction Guide on 
Correcting UF GO Vouchers in Error 
for more details

o If a voucher is valid (not in error):
o Post Status = Unposted or Posted
o Budget Status = Valid

UF GO Fiscal Year End Processing – FY26

https://training.hr.ufl.edu/instructionguides/ufgo/CorrectingUFGOVouchersinError.pdf
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Identifying UF GO Vouchers in Budget Error
o Option 1: UF GO Vouchers Report in 

Enterprise Analytics 
  myUFL: Main Menu > Enterprise Analytics > 

Access Enterprise Analytics
  Content: Team content: Financial 

Information >  UF GO Reports > UF GO 
Vouchers

• Date Range: use defaults to 
capture widest range of vouchers 
or adjust as needed (Date of 
each Transaction on the report, 
not Date report was approved)

• College: select your college from 
the drop-down list

 

UF GO Fiscal Year End Processing – FY26

https://www.fa.ufl.edu/data-report/uf-go-vouchers/
https://my.ufl.edu/
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Identifying UF GO Vouchers in Budget Error

• Alternative to College: Dept ID
– Offers more granularity than College
o Can either use

» Job DeptID: Dept ID associated with 
users’ employee record in myUFL

» Chartfield DeptID: Dept IDs 
associated with the expense lines 

o Keywords: search by first 4 digits of 
Department ID or entire Department ID
o “Select all” or select individually, then 

move them to the Choices column
• Click Run Report

UF GO Fiscal Year End Processing – FY26
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Identifying UF GO Vouchers in Budget Error

• Filter the report on “Budget Status” (Column B) to only show 
vouchers in Error 

UF GO Fiscal Year End Processing – FY26
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Identifying UF GO Vouchers in Budget Error 

o Option 2: UF_CFO_VOUCHER_BUDGET_ERRORS Query in myUFL
Main Menu > Financials > Reporting Tools > Query > Query Viewer

• Enter the Query Name into the “begins with” field

• Click Search

UF GO Fiscal Year End Processing – FY26

https://my.ufl.edu/
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Identifying UF GO Vouchers in Budget Error

• Run the query to Excel (recommended) or HTML
– Hint: Favorite this query to quickly return to it later

• Enter a Department ID (either in full or partial followed by the % 
symbol) in the DeptID field

 

UF GO Fiscal Year End Processing – FY26
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Identifying UF GO Vouchers in Budget Error 

o The resulting report will include: 
• All vouchers in error for the search parameter (not just UF GO 

vouchers)
• A row for each voucher line in error (includes ChartFields)
• Exception Type (Column R): what is causing the Budget Error

Best Practice is to run this query on a regular basis to identify 
vouchers in error for your unit and correct them timely

UF GO Fiscal Year End Processing – FY26
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Identifying UF GO Travel Requests in Budget Error
o Run the query UFGO_TR_ERRORS to Excel

o Filter the report by TA Status choose APR for approved Requests
o Filter by Dept to review only your unit’s Requests in Error

o To check the status of the Request, navigate to:  Main Menu>Financials>UF 
Custom Apps>Concur> Travel Requests

o IF your unit wants the funding encumbered, a new Request will need to be 
created.  IF encumbrance is not important, then no further action is needed

UF GO Fiscal Year End Processing – FY26



Reconcile PCard and 
Air Card Transactions
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Reconcile Outstanding PCard and Air Card Transactions

• Use the UF GO Unreconciled PCard & Air Card Transactions report to review 

outstanding PCard and Air Card transactions for your unit

UF GO Fiscal Year End Processing – FY26

https://reporting.it.ufl.edu/ibmcognos/bi/?pathRef=.public_folders%2FFinancial%2BInformation%2FUF%2BGO%2BReports%2FUF%2BGO%2BUnreconciled%2BPCard%2Band%2BAir%2BCard%2BTransactions
https://reporting.it.ufl.edu/ibmcognos/bi/?pathRef=.public_folders%2FFinancial%2BInformation%2FUF%2BGO%2BReports%2FUF%2BGO%2BUnreconciled%2BPCard%2Band%2BAir%2BCard%2BTransactions


Settle Cash Advance 
Returns and Personal 

Expenses
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Settle Cash Advances and Personal Expenses

Settlement of a Cash Advance per UF Travel Directives:

• Settle within 10 business days from the trip end date 
– Cash advances should be refunded immediately when an authorized trip is canceled or 

indefinitely postponed

• Serious violations of Cash Advance directives may result in disciplinary action, up to 
and including termination of employment

• The unit associated with the Cash Advance assumes responsibility for the 
allowability of expenditures

UF GO Fiscal Year End Processing – FY26
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Settle Cash Advances and Personal Expenses

Cash Advance Return Amounts should be 
paid back to UF by June 18 to post to FY26

• If your department: 
• Processes deposits internally, provide the deposit 

ID to the Travel Team
• Sends deposits to the Travel Team for processing, 

provide the Journal ID on the Expense Refund 
Form:

– Use the UFGO_RPT_NUMBER_TO_UFGO_JRNL query to find 
the Journal ID

UF GO Fiscal Year End Processing – FY26



Questions?



Contact Form: PCard and Travel Support

We are happy to help!

CONTACT US!

UF Travel Department: 352-294-1114

UF PCard Team:  352-392-1331

https://uf.tfaforms.net/729
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