
 
 
Organization Administrators Screen Walk – Changing Fiscal Year 
 
Login. 
 

 
 
Go to your Organization Administrator Tab, and then Maintain Agency Organizations/Departments/Locations. 
 



 
 
 
Click on the Maintain Agency Organizations Icon 
 

 
 
  



 
Select Organization for change 
 

 
 
 
Update Start and End Dates and Roll Days. This must be done prior to, or on the first day of the fiscal year; the calendar 
function will not let you select a date that’s past.  If the first day of the new fiscal year has passed and the fiscal year 
needs to be changed, select the current date as the start date and enter the correct end date. 
 

 


