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1 About This Document

These Roadmaps provide a summarized document that can serve as a guiding document for Agency System Usage Analysis tasks, with the System Usage Analysis and Implementation Strategy documents serving as backup documentation when needed.  Ten Roadmap documents are available, one for each business area outlined in a System Usage Analysis document.

The MARS Project Business Analysis and Design team produced numerous documents available to agencies during their implementation efforts.  These documents consist of two basic types: System Usage Analysis documents and Setup and Usage documents.  The Business Analysis and Design team produced ten System Usage Analysis documents (available on the Internet), one for each business area:

· Revenue and Receivables

· Internal Orders and Billings

· Purchasing and Payables

· Grants and Cost Allocation

· Project Billing and Job Costing

· General Accounting

· Inventory 

· Fixed Assets

· Budget Preparation

· Disbursements

Six Setup and Usage documents (also available on the Internet) were produced:

· Materials Management Setup and Usage Strategy

· Accounts Payable/Accounts Receivable Redesigned Process Implementation Strategy

· Budget Setup and Implementation Analysis

· Chart of Accounts Plan

· Cost Classification and Reporting Plan

· Source Document & Transaction Mapping Analysis

Generally, these documents contain detailed information about the key business processes and system component setup, and most are fairly large documents.  Recognizing that these materials can be overwhelming for agencies to digest, the MARS Implementation Team has taken these materials and condensed both the System Usage Analysis business process information and the Setup and Usage information into Roadmap documents.  

Each Roadmap consists of two major sections:

1. Functional Area Processes.  This section provides an introduction, and information regarding key business process.  An overview is given for each process, and diagram is provided where applicable.
2. Agency Setup Requirements.  Where applicable, this section summarizes key agency setup requirements and data elements.  In addition, some Roadmaps provide data structure diagram for applicable components of the system.  These setup requirements work in conjunction with the Data Prep and Setup section (section 6.8) of the Agency Implementation Notebook.

Disbursements Functional Area Processes

The Commonwealth of Kentucky requires the ability to process disbursements (check and electronic transfers) in MARS.  Through the Design Analysis process, it was determined that the disbursement process would be separated into two distinct areas, Checkwriter disbursements and non-Checkwriter disbursements.  Checkwriter disbursements are those disbursements that will be received from other agencies via an electronic feed to the MARS systems.  Non-Checkwriter disbursements are all other disbursements (directly entered into MARS).  The line dividing these two distinct areas became blurred and there are several functional areas that are related to both.  For Checkwriter disbursements, new software is being created.  This software has been designed in collaboration with the Commonwealth and has resulted in the creation of five designs. See Functional Specifications DISB051-055 for the Checkwriter designs. This document details the business processes for non-Checkwriter disbursements.

Note:  Reference is made throughout this document to a PV document.  This is an ADVANTAGE transaction (payment voucher) that can be directly entered into ADVANTAGE or generated as the result of a Procurement Desktop invoice or quick payment document. 

There are several areas that were covered in the Design Analysis Process that are not business processes but have an impact on the overall disbursement process.  These areas are listed below:

· Discounts – Discounts will be handled in Procurement Desktop (PD).  The discount percentage will be applied to the invoice prior to the interface to ADVANTAGE as a payment voucher (PV).  The net amount will be passed to ADVANTAGE.  If all lines on the invoice are marked as final, then the entire encumbrance amount will be liquidated.  If the lines are not marked as final, only the amount of the invoice will be liquidated.  ADVANTAGE will have no record of the discount.  All discount tracking and reporting will  be done in PD.

· Schedule Payment Date – The schedule payment date field on the PV will be populated based on the due date field passed from PD through the interface process.  If the PV is entered directly into ADVANTAGE the user will enter a date in this field.  Baseline ADVANTAGE relates the date entered in this field to the date that the check must be cut.  Therefore, if a payment is due on the 15th and the schedule payment date entered is the 15th, the check will be cut on the 15th if the automated disbursement (AD) process is run.  The vendor will not receive the check before the due date.  The Commonwealth will have to procedurally ensure that the AD and EF (electronic funds) processes are run to allow enough time for the check and/or transfer to be received by the vendor by the due date.  For example, if a payment is due on the 15th and the scheduled payment date entered is the 15th, the AD/EF process run on the 10th may include all payments with a scheduled payment date of the process run date plus five days in the future.  

· 1099 Reporting for miscellaneous vendors – Baseline ADVANTAGE does not support the capability to track payments to miscellaneous vendors.  RFP Requirements AP-23, AP24, and AP-28 required that 1099 information is captured for one time vendors.  Several modifications were proposed to satisfy these requirements.  These modifications have been deferred.   A modification (DISB022) has been approved that will not allow a miscellaneous vendor to be used if a 1099 reportable object has been entered.  If a user enters a PV and the object code entered is 1099 reportable and the vendor selected is a miscellaneous vendor, an error message will be received.  The user will have to either select a non-miscellaneous vendor or change the object code.  This error message will be received on all PVs directly entered into ADVANTAGE as well as PVs passed to ADVANTAGE from PD.

· Remittance Information – The ADVANTAGE baseline print programs provides a limited amount of remittance information to be printed on the check stub.  The Commonwealth requires additional information on the check stub.  See DISB001-002 for further details of the remittance information.
· Imprest Cash - The Commonwealth is working to limit the use of Imprest Cash accounts among Agencies within the Commonwealth.  Decisions will be made on a case by case basis as to whether or not an Agency needs to retain an Imprest Cash account.  This determination will be based on an agency’s demonstrated need and the ability of MARS local check printing functionality.  These procedures do not affect the counties’ imprest cash accounts.

The process for establishing or modifying a change fund process will continue to be monitored and approved by finance.   

· ProCard – The Procurement Card process is a new process in PD and ADVANTAGE.  The ProCard document will be passed to ADVANTAGE, from PD, as a PV.  There will be one ADVANTAGE PV for each Procurement Desktop ProCard document.  The vendor (First Chicago Bank) will be passed to ADVANTAGE in the header of the document.  The individual vendors (where the purchases were made) will be passed to ADVANTAGE on the line (see mod DISB009-DISB010) so that 1099 information can be captured.  There is also a need to override cash on these payments.  This will be determined based on the origin field on the PV.  If the origin field indicates that the PV is related to a ProCard purchase, cash will be overridden.  ProCard payments must be summarized at the billing code level.  This summarization is needed so that the bank will know what account to credit.

· Escheating Checks – RFP Requirement AP-197 states that an automated process should be provided to void outstanding checks over a user-controlled age and appropriately handle escheating and general ledger entries.  A new process will be developed to satisfy this requirement.  See functional spec - DISB007 for further details.  This process will automatically escheat automated disbursements, checkwriter disbursements, and manual warrants that reference a payment voucher.  Creating a reverse manual warrant will escheat manual warrants that do not reference a payment voucher.  The MW is reversed by coding a new manual warrant with a decrease (negative) line amount.  The balancing line must also be entered to increase cash.  The automated process discussed above records the voided check to an off-budget revenue account.  This logic and accounting structure should be followed for the reverse manual warrant.  The check status on WREC will have to be manually changed from outstanding to cleared.  

The Treasury Department is heavily involved in the disbursement process.  They are responsible for all check printing, bank reconciliation, and numerous other functions.  The Treasury currently uses an AS400 for all of its banking and disbursement requirements.  It is a goal of the MARS Project to encompass as much of the AS400s functionality into the MARS system as feasible.  Through thorough design analysis it was determined that the following processes and/or information will not be handled within MARS:

· Information on Federal, State, and Local Taxes and US Savings Bonds

· Information on Court Ordered Withholdings - The AS400 houses all current and history files of child support payments by state employees, and files on IRS levies and state claims honored against state employees.  Reports are generated to the various courts, child support agencies, and individual payees showing the accounts to which the payments are to be credited.

· Postal Bar Coding – The AS400 adds postal bar coding to outgoing thermobond checks.  The programs converting addresses to bar code information are contained within the AS400.

· Unclaimed Property Function

· Check Printing – All central check printing functions will remain with the Treasury.  ADVANTAGE will provide the Treasury with a check file (raw data).  This data will be reformatted and printed by the Treasury.  The Treasury will also be responsible for printing and issuing stock for MARS locally printed checks at the field offices.  ADVANTAGE will provide the ACH file for electronic funds transfers.

· Translation of “raw” ACH data – ACH information for incoming wires is received via the Federal Reserve through Farmer’s Bank.  This raw data is translated into a usable format by settlement date and a report is created.  This report can be forwarded to the agencies, as needed, so that the wires can be recorded in the financial system.

· Certain Aspects of Bank Reconciliation (including needed reports)

· Stop Payment Information – Information received from the bank (stop payment date, duplicate check issued, etc) will be maintained in the Treasury’s system.

All cash transactions will be recorded in MARS.  Disbursements will be recorded through the Automated Disbursement (AD) process, Electronic Funds (EF) process, Checkwriter (CW) process, or on a Manual Warrant (MW) document.  These documents update various online tables and the results of the transactions are stored on offline ledgers.  Reports can be created detailing check information in varying formats (for example, checks issued by check type).   Online check information, such as payee name, check amount and check status, will be available in MARS. Deposits will be recorded in MARS on a Cash Receipt (CR, C1) document.  These documents will update new Treasury tables (see RR030 for further details).

Ten processes were identified within the Disbursements function:  

1. Automated Disbursement – Checks

2. Manual Warrant – Treasury

3. Manual Warrant – Local Field Office

4. Electronic Funds Transfer/Automated Clearing House

5. FedWire Transfers (only the accounting information)

6. Recording “Cold Checks

7. Reconciliation of Central Accounts (part of this functionality will remain with the Treasury)

8. Canceling Checks

9. Manual Payroll (only the accounting information)

10. Payroll Refund (only the accounting information)

Automated Disbursement/Checks

The automated disbursement process is based on the payment vouchers in the financial system.  Based on the schedule payment date on the PV, vouchers are selected to be paid.  When a disbursement is made, the following accounting entry is recorded:

Dr  Vouchers Payable

  Cr Cash

ADVANTAGE verifies the available cash balance at the time of disbursement.  If there is insufficient cash, the voucher will not be paid and will kick out on an exception report.  The user will have to either increase the cash balance (e.g. Journal Voucher or Cash Receipt), modify the payment voucher to move the expenditure to another accounting line, change the PV hold indicator to “O” for cash override on the Payment Voucher Scheduling Table (SCHD), or select the cash override indicator on the Program Reference (PRFT) table.   Note:  If the PV referenced a purchase order, the purchase order would have to be modified in PD and the  related invoice would also have to be modified.  If the PV did not reference a PV, but was generated from an invoice or quick payment in PD, the document would have to be modified in the system of original entry. The balance sheet account for cash that is credited is determined based on the fund on the PV line and the associated bank account.  In ADVANTAGE, each fund is tied to one bank account code.  The bank account code is then tied to a balance sheet account for cash. A fund is associated with a default bank account code.

Payment Vouchers can also be manually selected for payment or placed on hold.  ADVANTAGE has an online table (SCHD) where the user can place a PV on hold, select a PV for payment, change the check category and change the single check flag.  This manual intervention must take place before the AD process is started.

The issuance of a check updates the following online tables:

· Open Payment Voucher Header Inquiry (OPVH) – The payment voucher is closed and the outstanding amount is $0 and the closed amount is the amount of the disbursement.

· Open Payment Voucher by Line Inquiry (OPVL) – Each line of the PV is closed and the check number is posted to the Last Check Number field on the Check Data window.

· Open Check Header Inquiry (OPCH), Open Check by Line Inquiry (OPCL) and Open Check by Name Inquiry (OPCN) – These open check tables contain detail check information.  OPCN is a new table that will list checks by the payee’s name (see Mod DISB055).

· Warrant Reconciliation (WREC, WRE2) – This table lists all checks by bank account code and check number, detailing the status, check date, cleared date, etc.

· Document History Inquiry (DHIS) and Document Cross Reference (DXRF) – These tables are updated through a batch process and details the history of the disbursement.

All check printing will be handled on the Treasury system.  MARS will provide a file of check data information.  This file will include the remittance information required and an assigned check number.  (See DISB001-DISB002 for further details.)

The Commonwealth will use the Check Category field on the PV to facilitate the sorting of checks printed.  Check categories are used to group payment voucher documents by categories.  In ADVANTAGE, checks are sorted by check category and vendor code.  The Commonwealth has decided to use three categories: General (GA), General Thermobond (GT) and General Hold (GH). This field will be set to automatically default to General Thermobond.  It will be the responsibility of the user to enter a value other than the default when he or she is entering the PV information.  When checks are printed, the checks will be sorted by vendor code within each Check Category.  The grouping of the checks, by category, will allow the checks to be easily separated for distribution.  The Treasury will have to ability to resort the check data prior to the printing of checls.  (Note:  The Treasury has decided to only use three categories for the AD process.  Check Category is a two-digit field, thereby allowing numerous categories to be used.  This field will also be used for Checkwriter disbursements.  See DISB051 for details.)   

Checks will be summarized at the vendor level unless a user selects the Single Check flag on the PV document.  If this flag is selected, an individual check will be issued for this vendor and this PV.   ADVANTAGE supports the use of a single series of check numbers per bank account.  If multiple check stocks are required, pre-MICRed check stock can not be used. 

The Treasury needs the ability to identify the total checks issued and checks paid per check type.  Reports may be generated as a part of the nightly cycle or Treasury may generate these reports based on information stored in their system.  This will be further analyzed during the Implementation Phase.

Manual Warrant / Treasury
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Figure 1. Manual Warrant / Treasury

A Manual Warrant (MW) is an ADVANTAGE document/transaction that can be used to record or generate manual checks.  This document allows the user the ability to select the bank account that will be credited as well as the cash account.  A payment voucher document can be referenced on the MW if one has been established in the system.  This PV could have originated in ADVANTAGE or have been generated through the PD/ADVANTAGE integration.  ADVANTAGE on-demand printing can be utilized to print manual checks or the checks can be handwritten or typed.  If on-demand printing is utilized, the MW must be entered and still on the Document Listing (SUSF).  Treasury must go the On-Demand Check Print (ODCK) table in ADVANTAGE, locate the MW by the document ID, and start the printing.  When the check is printed, the Last Action Date on the Warrant Reconciliation (WREC) is updated and the MW cannot be printed again.  When a MW is processed, the accounting entry is as follows:

Dr  Expenditure/Balance Sheet Account (based on the accounting line on the MW)

  Cr  Cash (based on the bank account and cash account entered in the header of the MW)

The issuance of a MW updates the following online tables:

· Open Payment Voucher Header Inquiry (OPVH) – If a payment voucher is referenced on the MW, the payment voucher is closed and the outstanding amount is $0 and the closed amount is the amount of the disbursement.

· Open Payment Voucher by Line Inquiry (OPVL) – If a payment voucher is referenced on the MW, each line of the PV is closed and the manual warrant number is posted to the Last Check Number field on the Check Data window.

· Open Check Header Inquiry (OPCH), Open Check by Line Inquiry (OPCL) and Open Check by Name Inquiry (OPCN) – These open check tables contain detail check information.  OPCN is a new table that will list checks by the payee’s name (see Mod DISB055).  The updating of these tables is also a modification to baseline functionality (see Mod DISB055).
· Warrant Reconciliation (WREC, WRE2) – This table lists all checks by bank account code and check number, detailing the status, check date, cleared date, etc.

· Document History Inquiry (DHIS) and Document Cross Reference (DXRF) – These tables are updated through a batch process and details the history of the disbursement.

Manual Warrant / Local Field Office
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Figure 2. Manual Warrant Field Office

This process is the same as the previous process except the checks are printed in the field offices and not at the Treasury Department.  Treasury will be responsible for printing and issuing the check stock.  Through implementation, procedures (automated or manual) must be established to limit the dollar amount of the MWs created and check printed at the local field offices.  

Each office that requires this capability will have to have the same software and hardware for printing.   

There will be multiple field offices printing on-demand checks.  ADVANTAGE routes the checks to the printer based on printer location established on the PRNT (Print Control) table.  This table is keyed by UserID and details the printer ID and printer location.  When a user makes an entry on ODCK, the system routes the check based on the UserID.

1.1 EFT/ACH

The Electronic Funds Transfer (EFT) process disburses funds based on vouchers payable information on the Open Payment Voucher Header (OPVH) and Open Payment Voucher Line Inquiry (OPVL, OPV2) windows.  This process initiates the transfer of payments based on this information from your bank account to the vendor’s bank account.

The payments are selected for transfer based on selection criteria provided by the user.  A voucher pre-selection can be made, with the results printed on a report, before the actual selection and payment occurs.  This preliminary step provides a way for reviewing and approving transfers before the transfer bank tape is created. 

After transfers are approved, funds are selected then transferred.  The disbursement reports, such as check register or the transfer register, are then produced (as a part of the nightly cycle).  These reports should be checked prior to running the final process to post the disbursements ledger records to the general ledger.

ACH transfers should be equal to one payment voucher (single check).  Logic will be built to ensure that this functionality exists and that a user can not override the single check flag on the PV document.  See DISB 001-002 for further details.
After the Electronic Funds (EF) process is completed, the EFs will post to WREC with a status of “outstanding”.  The effective date/settlement date will be posted to WREC in the Cleared Date field.  When the date occurs an automated process will change the status from “outstanding” to “cleared”.  See DISB013-015 for further details.  The EF will be listed on WREC with a prefix of EF and an internal number generated through the EF process.

The Commonwealth uses CCD format for ACH transfers.

Federal Wire Transfer
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Figure 3. Federal Wire Transfer

A clone of the Manual Warrant (MW) document, FedWire Manual Warrant (MWW) will be created and used exclusively for Federal Wires.  The use of the document will be controlled through security.  The DOA-62 form (Request for Wire Transfer) will still have to be completed to communicate the banking information to the Treasury.  The document number on the DOA-62 should also be the MWW document number.  This will allow the Treasury to ensure that all the requirements are met for the transfer.

A modification was proposed that would allow an attachment/template of the DOA-62 form to be stored in the financial database.  This attachment could be completed and attached to the MWW.  The modification was deferred because the attachment functionality in ADVANTAGE will bot be available July 1, 1999.

As explained in the flowchart above, a settlement date will be entered on the MWW.  This date is the date that the wire transfer must take place.  When the MWW is processed, the document will post to the Warrant Reconciliation (WREC) table and the status will be “outstanding”.  The cleared date field on WREC will be populated with the settlement date on the MWW.  Once this settlement date is reached, an automated process will automatically change the settlement date from “outstanding” to “cleared”.

Recording “Cold” Checks
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Figure 4. Recording "Cold" Checks

Checks are returned daily from Farmer’s Bank for insufficient funds.  The Revenue and Receivables Team have requested that a policy be established that requires a Cash Receipt (CR) or Receivable (RE) document number be written on the face of the check.  When the check is returned, a Non-Sufficient (NF) document, Cash Receipt (CR) document, or a Journal Voucher (JVC) document is entered by Treasury.  If an NF document is entered, the RE document number is entered in the reference field.  This allows the receivable to be reestablished.  The following accounting entry is posted to the financial system:

Dr /Receivable

  Cr  Cash

If a CR number is written on the face of the check, Treasury will prepare a CR document to a Treasury clearing account  or to the original lines on the CR.  This determination will be based on whether ot not Treasury has time to research the CR and determine the original accounting lines.  If a CR is entered to a clearing account, this must be reversed on a JVC.   If the returned check is a Revenue Cabinet check, Treasury prepares a decrease CR to a Revenue clearing account and the checks are returned to Revenue.  A JVC (Journal Voucher Correction ) is entered by Revenue to reverse the entry to the clearing account and to decrease revenue previously recorded.  For further details see the Revenue and Receivables SUA and the RR017 functional specification.

Reconcile Central Accounts

All checks (except KICS), electronic transfers, wire transfers and deposits (except to local accounts) will be recorded in MARS.  The reconciliation process is divided into two distinct areas: monthly and daily. 

· Monthly Reconciliation

Check/Disbursement Reconciliation - All automated disbursements, manual warrants, checkwriter disbursements, and electronic transfers will post to the Warrant Reconciliation (WREC) table. The automated disbursements will post as ADs, the manual warrants as MWs, the checkwriter disbursements as CWs and the electronic transfers as EFs.  WREC is keyed by bank account code and check number.  The disbursements, except EFs, are posted to WREC with a status of “outstanding”.  

On a daily basis, a tape is received from the bank detailing all checks (ADs, MWs, CWs) paid.  Nightly, this tape will be loaded to the WREC table and the check numbers compared.  The status will change to “cleared” if the check is on the tape.  The cleared date field on WREC and OPCH will be updated with the check paid date.  If there are any discrepancies (checks on the tape but not on WREC, checks cleared for a different amount), these items will kick out to an exception report.  Treasury will have to be responsible for working the exception report and should be assisted by Finance as needed.  For example, if there is a check on the bank tape that is not in MARS, someone would have to research the disbursement to ensure that the bank properly debited the Commonwealth’s account.  If the account was properly debited, the responsible agency would have to be identified and notified, and the check recorded in MARS.  If the account was incorrectly debited, the bank would have to be notified and the Commonwealth’s account corrected.

EFs post to WREC using the same functionality as an AD.  The EF number assigned by the system is posted as the check number on WREC.  The EFs post to WREC with a status of  “outstanding”.   The effective date/settlement date will be posted to WREC in the Cleared Date field.  When the date occurs an automated process will change the status from “outstanding” to “cleared”.  See DISB013-015 for further details.  The information on WREC should be compared to the bank information.  If a discrepancy exist (dollar amounts do not match), personnel must research the items and make any adjustments necessary.  

Deposits – All deposits will be recorded in MARS on a Cash Receipt (CR/C1) document.  This document will update the new Treasury tables when processed.  These tables may also require manual intervention. Information (electronic or paper) will be received from the bank detailing all deposits that have posted to the bank.  This information will be compared to the deposits per the financial system.. See MODRR030 for detail specifications of tables and the process.

Encode Credits and Debits – These are corrections of errors to the Commonwealth’s bank account. For example, a deposit for $500 may be mistakenly posted by the bank as $5,000.  The bank must adjust the account by $4,500.  This adjustment is a non-accounting related event and has no affect on the book balance.  During the reconciliation process, the deposit of $500, would be listed as a deposit in transit (not yet received by the bank), the bank deposit amount of $5,000 would be on the unmatched report, and the adjustment of $4500 would also be on the unmatched report.  These items would become reconciling items and would have to be manually cleared/corrected.

Credit and Debit Memos – The bank generates credit and debit memos and the Treasury generates some.  In MARS, when an internal payment voucher or a journal voucher is posted that affects cash, cash is automatically moved between funds.  A daily report that details all entries affecting cash (non-check producing transactions) will be created.  This report will be keyed by the bank account and fund and should have a total increase/decrease amount per fund.  This information could be relayed to the bank and the necessary bank transactions generated.  This would keep the book and bank cash balances in sync.  Access to check transactions must be made available to Treasury to identify incorrect coding of checks.

The reconciliation process will be accommodated through various interfaces and reporting functions and will be accommodated by using MARS as well as the Treasury system.  Several tapes, as documented above, will be received from the bank and interfaced to MARS.  Numerous paper documents will also be received from the bank and the information entered into MARS.  Various reports will have to be created to meet the Treasury’s need. The specifics of the process will be further flushed out in the implementation phase.

· Daily Reconciliation
The Treasury currently reconciles the balance per the bank to the balance per the books on a daily basis.  A cash cutoff time of 4:00 pm is currently used.  This will no longer be utilized in MARS.  Cash transactions will continue to be processed throughout the day and the daily cash balance will be determined as of the nightly cycle.  

The daily reconciliation will utilize MARS and the Treasury system.  Various batch reports  may need to be generated after the cycle. 

Canceling Checks
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Figure 5. Canceling Checks

A Check Cancellation (CX) document is an ADVANTAGE transaction that records the voiding of checks.  This document posts reversing records to cash and vouchers payable.  A CX document can only be used if there is a PV related to this disbursement (can not be used to void a manual check that does not reference a PV).  If there is a need to void a manual check that does not reference a PV, a reverse manual warrant must be entered.

The baseline system has four distinct cancellation types.  The Commonwealth has determined that only the CX type 4 will be used.  This type leaves the payment voucher closed, cancels the check and backs out the payment voucher.  An encumbrance can not be reestablished with the CX type 4.  The accounting entry is as follows:

Dr  Cash

  Cr  Vouchers Payable

Dr Vouchers Payable**

  Cr Expense/Expenditure**

**This entry is generated on a PV mod.  The PV is generated with a status of SCHED and can either be processed online with user intervention or processed offline in the nightly cycle.

The Commonwealth commonly voids checks and reissues them with the same check number.  This functionality will be handled outside of the financial system.  The check is reissued with the same check number, payee, and amount.

Note:  A new process has been developed to automatically void checks older than one year (escheat process).  See DISB007 for details on this process.

Manual Payroll
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Figure 6. Manual Payroll

The Manual Payroll process was developed in the STARS system because the Uniform Payroll System can not issue a check between payroll periods.  A missed payroll cutoff date, court ordered action and withholding errors are some of the reasons a manual payroll check is needed.  This functionality will be continued in the MARS system.

Agency personnel will enter a PV to record the accounting event in MARS and the document number should be the same as the DOA-27 number.  A miscellaneous vendor will be used on the PV with a generic vendor name.  The PV will be routed to Treasury for final approval and release of the document.  The Treasury will be responsible for generating the related checks.  These checks will be printed from the Treasury system.  After the checks are printed, a file will be created in the MW format.  There should be individual MWs created for all checks printed.  This prefix will facilitate the posting of the checks to the alternate view check tables.  When the MWs are created, the PV number must be referenced on the MW document.   The vendor code on the MW must be the same as the vendor code on the PV, but a different vendor name (payee) is allowed.  The MWs will be interfaced to ADVANTAGE and will update the open check tables and WREC.

Payroll Refund

This process is the same as the Manual Payroll process (see 2.9.1.1) with a few minor exceptions.  Agency personnel complete a Treasury Payroll Refund form.  Completion of this form will still be required.  Information from this form is entered into the Treasury’s system to post taxes.

Agency Setup Requirements

Several Advantage tables need to be set up to process Automated Disbursement checks and EFT payments.  As listed below, set up and maintenance of these tables are responsibilities of the central administration.

Table 1. Table Setup and Maintenance for Disbursements

Table
Table Name
Central
Agency

ADIS
Automated Disbursement Parameter
Yes
No

BANK
Bank Account 
Yes
No

BNUM
Bank Account Number 
Yes
No

CCAT
Check Category
Yes
No

FUN2
Fund table
Yes
No

ESAL
Escheat Accounting Line Inquiry
Yes
No

The above tables will be established by the Central Implementation team.  Entry and ongoing maintenance will be handled by central administration.
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