
Claims that Crossover Fiscal years 

  
Introduction This guide provides the procedures for processing a claim that crosses over 

two Fiscal Years. 

  
Information A travel claim that begins on or before September 30th of any calendar 

year and ends on or after October 1st of that same year is considered a 
crossover claim. All expenses and entitlements MUST be distributed 
between both Fiscal Years (FY). 
 
Note: Failure to follow this process could result in a delay in payment 
for the claim. 

  
Procedure See below. 
 

Step Action 
1 Here is an example of an itinerary that crosses FY’s.  

 
 

  

 Continued on next page 
  



Claims that Crossover Fiscal years, Continued 

  
Procedure, 
continued 

 

 
Step Action 

2 In the Reimbursable Expenses section, enter in the expenses based on the day 
of the month they were charged and click Accept Changes. 

 
 

3 Click on the Computations tab to see the amounts split between FY’s. 

 
 

  

 Continued on next page 



Claims that Crossover Fiscal years, Continued 

  
Procedure, 
continued 

 

 
Step Action 

4 Click on the Financial tab and click on Add/Modify Accounting.  

 
 

5 Input the appropriate code for the first FY in the APPR code field (Eg: 2016 = 
601, 2017 = 701 and so forth). Complete the accounting line by filling in the 
boxes until tabbing to the Amount box, which will change the screen. 

 
 

6 Click Accept Line. 

 
 

  

 Continued on next page 
  



Claims that Crossover Fiscal years, Continued 

  
Procedure, 
continued 

 

 
Step Action 

7 Click Add. 

 
 

8 Input the appropriate code into the APPR box for the second FY and complete 
the accounting line until tabbing to the Amount box which will change the 
screen. 

 
 

9 Click Accept Line. The remaining amount of the claim will populate on the 
next screen. 

 
 

  

 Continued on next page 
  



Claims that Crossover Fiscal years, Continued 

  
Procedure, 
continued 

 

 
Step Action 

  10 Note that the system should change the last digit of the TONO to a 1, if not it 
will have to be changed manually.  Click Save. 

 
  

11 The Financial tab will now display the FY crossover accounting information. 
Click Save. 

 
 

  

 Continued on next page 
  



Claims that Crossover Fiscal years, Continued 

  
Procedure, 
continued 

 

 
Step Action 
12 Click on the box for the TONO and select the appropriate box to end the 

process. 
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