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Business Function: General Accounting

1 Business Process:  Accounting Cycles

1.1 Accounting Cycles Process Description

This process refers to the regular processing activities that must occur in ADVANTAGE.  These processes include Nightly-cycle processing, Month-end closing, Year-end closing and rollovers, and New-year opening.

Included in the processing cycle job stream are system assurance processes that are designed to help maintain data integrity.  System Assurance verifies:

· Debits and credits are equal for each fund.

· All processed transactions have been recorded in the General Ledger, Budget Ledger, and the appropriate online tables.

· The organizational structure is accurately specified for each organization.

· Base table records are in sync with their associated alternate view.

In addition, problems occurring due to system crashes or operational errors will be detected and reported by the System Assurance Process.  Systems Assurance (SA1, to balance debits and credits in ledgers) can also be run against monthly and year-end tables.

ADVANTAGE provides a full complement of JCL to provide for the needs of each cycle process.  Jobs are provided to run the Nightly Cycle Processing, Month end closing as well as Annual Close and rollovers.  The jobs are designed to simplify the closing processes and eliminate the repetition of standard functions.

Nightly Cycle will perform the following functions: Process interface data, update GENLED and BUDLED with the day’s transactions, produce disbursements and validate system assurance.

Monthly Cycle will perform the following functions.  Post the closed period ledgers entries to the appropriate closed detail ledger.  The closed ledger detail is summarized and posted to the appropriate year to date summary ledger.  The accounting period is also closed by placing a “Y” in the period closed field on the Accounting Period (APRD) table.  This prevents the posting of any further accounting transactions against the period.

Annual close will complete the summarization process for fund and balance sheet account balances and then closes the fiscal year by setting the closed year indicator on the Fiscal Year (FSYR) table to “Y”.

Reference the MARS Financial System Administrators guide for detailed information on Nightly, and Monthly cycle processing as well as Annual Close processes.

Table 1. l Accounting Cycles

Accounting Cycle
Business Description

Nightly Cycle
Normally run only once during a calendar day.

Monthly Cycle
Monthly close is run when requested by financial management for the requested accounting period.  Accounting periods must be closed in sequence.  Period 03, for example must be closed before period 04 can be closed, although more than one accounting period can be open at a time.  Monthly close is run after the last Nightly Cycle for the accounting period.  

Annual Close
As needed, after all accounting periods for the year have been closed.

1.2 List of Key Actors

· Finance Department

· System Operator
1.3 Procedures

1.3.1 Regular Nightly Cycle

1. Take the Advantage system down.  This is a manual process performed by the system operator.

2. Run pre-edit on interfaced batch files.  

3. Receive check writer tapes from agencies (Handoff from check writer process).  Tapes are balanced to documents such as internal billings, accounts receivable records, etc.  A Check print file is created for Treasury.

4. Schedule jobs to run in nightly cycle.  This can be done on an on-demand basis or scheduled in the JCL (ex. Cost allocation, job costing, etc.).

5. Run nightly cycle.  This updates Tables and Ledgers in Advantage.  The following jobs are needed to complete the nightly cycle process (NCP). The jobs are listed in processing order.  Other jobs are added to the NCP based on the users’ requirements and on the availability of subsystems.

· AFINDAYL – Daily Ledger Definition

· AFINAUDT – Document Suspense Table Audit

· AFINNCP – Nightly Cycle Process

· AFINSPLT or AFINBSPT* – Daily Update of the Offline Ledgers

· AFINARCH or AFINRECJ** – Archive

· AFINRESJ – Select JV Reversals

· AFINA601 – Detail Listing of Transactions

6. Print system-generated system assurance reports (Assumption is made that a nightly cycle process has been completed).            

· SA1/SA1E – Detailed General (Budget) Ledger Internal Consistency Report

· SA3/SA3E – Out of Sync Listing

· SA5 – Organizational Structure Inconsistencies

· SA7 – System Assurance – Alternate Views

· SA9 – Balanced Budget Edit and Exception Report

· SAJ – Updating Begin Day Amounts

Note: SA1 and SA3 - Standard Budgeting Only 

    
      SA1E and SA3E - Extended Budgeting Only

7. Check system assurance.  The Systems Assurance Process includes programs designed to help maintain data integrity on a daily, monthly, and annual basis.  The following jobs are related to the Systems Assurance Process.

· AFINSA1 – Produces Detailed General (Budget) Ledger Internal Consistency Report

· AFINSA3 – Produces Out of Sync Listing

· AFINSA5 – Produces Organization Structure Inconsistencies Report

· AFINSA7 – Produces Alternate Views Out of Sync Report

· AFINSA9 – Produces Balanced Budget Edit and Exception Report

· AFINSAJ – Moves the current balance into Begin Day Balance on the BBAL, REV2,   

       EEX2, and APP2 tables

8. Investigate Errors.  This is a manual process with the assistance of the System Assurance Reports.  The Detailed Transaction Listing (A601) from the nightly cycle process may also be used to detect errors.

9. Take corrective action on flagged errors from the system assurance reports.  Process the necessary adjusting transactions to correct the errors. 

10. Backup and restore during nightly cycle processing.  This can be done to any job in the processing cycle, depending on how often backups are created during processing.  

Advantage provides the following jobs for backing up and restoring the database and updated files:

· AFINBKUP – Used to perform a daily backup.

· AFINBKP1 – Backs up the Financial Database. 

· AFINBKP2 - Backs up the Financial Database.

· AFINREST – Restores database and files updated on a daily basis.  Corresponds to  AFINBKUP backup.

· AFINRST1 – Restores the Financial database.

AFINBKUP, AFINBKP1 and AFINBKP2 should be run at least:

· Between the end of online operations and the running of Nightly Cycle Process (AFINNCP), and

· Between the completion of Daily Ledger Update (AFINSPLT or AFINBSPT) and the beginning of the next online operations.

AFINREST restores the database and should be run whenever a job abnormally ends after beginning an update to the daily database or files.  It performs the following steps:

· Invokes a standard utility to restore the database from the backup tape that should have been created by Daily Database and Files Backup (AFINBKUP).

· Invokes a standard utility to restore the database from the backup DASD that should have been created by the Daily Database and Files Backup (AFINBKP1 and AFINBKP2).

· Invokes a standard utility to restore ledgers and sequential files that are updated on a daily basis from the backup tape.

1.3.2 Regular Monthly Cycle

In addition to steps 1 – 10, the following steps will be completed for monthly cycle processing.  The Advantage monthly accounting period will be “Soft Closed” for one business day prior to the run of month-end closing.  Only Journal Voucher documents that have an override applied may be processed during the time an accounting period is “Soft Closed”.  Overrides may only be applied by the Controller’s Office (Cash) or GOPM (Budget).  

11. Run monthly interfaces (Ex. Cost Allocations)

12. Balance “other” items, which are considered system assurance that may not be flagged on the system assurance reports.  Included are the following:

· Inter-Account/JV Debits = Credits

· Check reconciliation (Treasury/Farmers Bank)

· Operating transfers In/Out by Minor Object Code

13. Validate corrections from System Assurance Reports (After next cycle update).

14. Backup and restore during monthly cycle processing.  Advantage provides the following jobs for backing up and restoring the database and updated files:

· AFINBKPM – Used to perform a monthly backup.

· AFINRESM – Restores files that have been updated on a monthly basis.  Corresponds to AFINBKPM backup.

AFINBKPM uses a standard utility to create a backup tape of the files that are updated on a monthly basis.  It should be run twice per monthly closing:

· Before running any month-end jobs, and

· After completion of monthly closing

AFINRESM uses a standard utility to restore those files updated on a monthly basis.  The job uses a backup tape that should have been created by Monthly Files Backup (AFINBKPM).  It should be run whenever a job abnormally ends after beginning to update monthly files.

1.3.3 Regular Year-End Close

This process will begin after the close of the 12th period in Advantage.  There will be a total of 15 accounting periods utilized by the Commonwealth in Advantage.

15. Carry forward outstanding encumbrance balances into the new fiscal year (Liquidate balances in old fiscal year and establish in new fiscal year).  

16. Close the 13th period in Advantage.  The 13th period will be used for the open “Two-book” period during July when “old year” transactions can still be processed by agencies.  After the close of the 13th period, the resulting GDG of GENLED and BUDLED will be used for CAFR Supplemental reporting (Supplemental Cutoff).

17. Backup and restore during monthly cycle processing (See step #14).

18. Close the 14th period in Advantage.  The 14th period will be used only for processing additional cash related transactions.  The resulting CDG of GENLED and BUDLED will represent the current “Cash Cutoff”.

19. Backup and restore during monthly cycle processing (See step #14).  An entire backup of the Advantage database will be created for the Financial Reporting Group for CAFR reporting purposes.

20. Carry forward cash balances to the new fiscal year.

21. Close the 15th period in Advantage.

22. Backup and restore during year-end closing.  Advantage provides the following jobs for backing up and restoring the database and updated files:

· AFINBKPA – Used to perform an annual backup.

· AFINRESA – Restores files that have been updated on an annual basis.  Corresponds to AFINBKPA backup.

AFINBKPA uses a standard utility to create a backup tape of the files updated on an annual basis and it should be run twice on annual closing:

· Before running any annual jobs, and

· After completion of annual closing

AFINRESA uses a standard utility to restore those files updated on an annual basis.  The script uses a backup tape that should have been created by Annual Files Backup (AFINBKPA).  This should be run whenever a job abnormally ends after it has begun to update annual files.

23. Close the fiscal year in ADVANTAGE. AFINNYOL job will run and close the fiscal year by setting the closed year indicator on the Fiscal Year (FSYR) Table to “Y”. 

1.4 Related Policies (Reference only)

Several key policy and procedures changes are being suggested for the Accounting Cycle processes.

The General Accounting team is recommending that during Nightly Cycle Processing all “Rejected” documents on SUSF be evaluated for reprocessing.  Implications on processing will be addressed during implementation.

The ADVANTAGE monthly accounting period will be “Soft Closed” for one business day prior to the run of month-end processing.  Only Journal Voucher documents that have an override applied may be processed during the time that an accounting period is “Soft Closed”.  Overrides may only be applied by the Controller’s Office (Cash) or GOPM (Budget). Agencies will place a phone call to either GOPM or the Controller’s Office to request an override. 

The Commonwealth Fiscal Year will be divided into 15 accounting periods.  Periods 1 through 12 will be used for normal monthly processing activity (July – June).  The thirteenth period will be used for the open “Two-book” period during July when “old year” transactions can still be processed by agencies. After the close of the thirteenth period, the Generation Data Group (GDG) of GENLED and BUDLED will be used for CAFR supplemental reporting (Supplemental Cutoff).  The fourteenth period will be used only for processing additional cash related transactions and the GDG of GENLED and BUDLED after it is closed will represent the current “Cash Cutoff”.  The fifteenth period will be used for the “Cash Roll Forward” process.

Implementation decision will need to be made on the order of steps in the nightly cycle.  For example, interface that are loaded onto the Suspense table (SUSF) before AFINNCP (Nightly Cycle Process) job is run will post during the current run.  Those interfaces that are loaded after AFINNCP is run will post during the following nightly cycle.

The order in which transactions processing occurs will follow current Commonwealth practices.

After all accounting periods in the fiscal year (1-15) have been closed, the Annual Closing job (AFINNYOL) will be run to close the fiscal year in Advantage.

Note:  After close of the fourteenth period a copy of the ADVANTAGE database will be created and a separate CICS region for CAFR reporting purposes.

Note:  A Job scheduling package will be used to assist in cycle processing.

2 Business Process:  System File Maintenance

2.1  System File Maintenance Description

This process refers to the clearing of data from the Financial Database on a regular and scheduled basis.  This process also includes the maintenance of user maintained MARS tables, including application security tables.

ADVANTAGE uses an aging process to clear daily and monthly ledgers.  On-demand processes have been defined to accommodate the clearing of Year to date ledgers, online ledgers and open item tables.

ADVANTAGE supports full application security.

2.2 List of Key Actors

· Finance Department

· System Operator

· Fiscal Officer/Manager

· Fund/Organizational Structure Expert
2.3 Procedures

Record Retention and File Purges

Table 2.  Record Retention and File Table
Type of Purge
When is it Performed?
Scheduled/On-Demand

General Ledger Purge


Performed in conjunction with the Nightly Cycle, month-end close, and year-end close
Scheduled

SUSF Table Purge
Performed periodically
On-Demand/Utility

Program Reference Table Purge
Performed periodically
On-Demand/Utility

Appropriation File Purge
Usually performed at year-end 
On-Demand/Utility

Allotment File Purge
Usually performed at year-end
On-Demand/Utility

Open Items Table(s) Purge
Performed periodically
On-Demand/Utility

A. Run on-demand program and choose utility to select records.  Some programs may be scheduled in the nightly/monthly cycle.

(a) General Ledger Purge – The General Ledger is purged through an aging process in conjunction with the nightly cycle, month-end close, and year-end close.  Purging and archiving of the General Ledger is an automated process in Advantage and does not need intervention or special purge jobs.  The following jobs will be run to purge the General Ledger:

· AFINOLPL – Purging of Online General Ledger

· AFINFLPG – Flexible Online Ledger Purge

· AFINLDPL – Real Time Ledger Purge

· AFINNYLC – Inactive Fund Ledger Purge

(b) SUSF Table Purge – SUSF is purged by running AFINARCH and is purged on demand.  AFINARCH is a job that looks at the Document Suspense Table (SUSF) and, based on user-defined parameters, will clear selected records off of SUSF.  Documents can be selected by type, status or document ID.

(c) Program Reference Table Purge – The Program Reference Table (PRFT) is purged on a periodic basis by running the following jobs:

· AFINEXPC – Expense Budget Detail Clear Program

· AFINEXPP – Expense Budget Detail Purge Program

AFINEXPC takes detail information and produces summarized records on Expense Budget Detail (EXPD/EEXD).  It may summarize one or several accounting periods at a time.  There will be one EXPD/EEXD record for each account type in a summarized accounting period.  

AFINEXPP deletes all summarized and detail information based on fiscal year.  All detail and summary records with a fiscal year equal to the fiscal year parameter will be deleted from Expense Budget Detail (EXPD/EEXD).  

(d) Appropriation File Purge – The Appropriation File is usually purged at year-end by running the following jobs:

· AFINNYTI – General Tables Initialization and Purge

· AFINABPG – Purge Records from the ABAL Table

· AFINCKPG – Open Check Table Purge

· AFINCRPG – Cash Receipts Daily Summary Table Purge

· AFINWRWC – Warrant Reconciliation Table Purge

Note:  Refer to the System Administration Guide for a list of tables purged by AFINNYTI (General Tables Initialization and Purge).

e) Allotment File Purge – The Allotment File is usually purged at year-end by running the following jobs:

· AFINNYTI – General Tables Initialization and Purge

· AFINABPG – Purge Records from the ABAL Table

· AFINCKPG – Open Check Table Purge

· AFINCRPG – Cash Receipts Daily Summary Table Purge

· AFINWRWC – Warrant Reconciliation Table Purge

Note:  Refer to the System Administration Guide for a list of tables purged by AFINNYTI (General Tables Initialization and Purge).

A. Maintenance of User-Maintained Tables (Including Application Security Tables)

For agency specific elements, agencies will be able to get in MARS and add, change or delete their own codes without sending anything to anybody.  For statewide elements or controls, the Controller's Office will be responsible for the maintenance of those tables and agencies will need to request adds, changes and deletes through them.  However, we should consider using the capabilities of the 32 bit desktop to email tables to others.  In other words, we might be able to set up MARS where agencies could access the statewide tables (be given scan and enter authority on STAB), create the entry that they want added, changed or deleted and then attach that table entry to an E-mail and send it to their contact in the Controller's Office and have that contact actually do the PROCESS_ADD/CHANGE/DELETE steps.  

Optionally, spreadsheet templates could be developed that agencies could fill out and send to the Controller's Office to serve as request forms.  In this case, the spreadsheets would be functional enough that electronic entries to tables could be created directly from them, as opposed to having someone re-key the data off the spreadsheet.
1. User at agency manually updates table records in user-maintained table(s).

Note:  Refer to the System Administration Guide for a list of user-maintained tables.
2. User at agency sends table maintenance request to Division of Statewide Accounting Services for update to table records.

3. User in Division of Statewide Accounting Services updates table records.

2.4 Related Policies (Reference only)

Policies will be created to determine the best times for the Commonwealth to run purge routines for MARS tables and ledgers.  The General Accounting team concluded that it would be easier to make this determination once MARS was live.  Factors that need to be included in the decision include processing time, disk space and the online need of the MARS user community.

The General Accounting team recommends that security administration be maintained centrally starting July 1, 1999.  There is potential to have security administration delegated to the agencies at a later date.  Policies will need to be determined on how security records will be requested and in what form they will take (paper or electronic).  In addition, the PD/ADVANTAGE integration requires users of PD to have security records established in both PD and ADVANATAGE.  Procedures need to be established to coordinate PD security requests to ensure proper setup in both PD and ADVANTAGE.  

The General Accounting team recommends that security ID requests for all application security (PD, ADVANATAGE, BRASS, Management Reporting and Travel Management) will go through one central agency (Customer Resource Center).

Note:  See Chart of Accounts plan for information on Chart of Account element maintenance.
3 Business Process:  Reorganizations

3.1 Reorganizations Process Description

This process refers to the maintenance of Chart of Accounts and budgetary elements within MARS.  Included in this process is adding or removing various Agencies or Organizations.  The creation or restructuring of an agency may be required by one of three actions: executive order, administrative order, or legislative action.  In each case the agency will work through GOPM to request establishment/change of organizational Chart of Account elements.  All approved element codes are directed to the Controller’s Office from GOPM.

Table 3.  Reorganization Process 

Reorganization
Business Description

Manual new Fiscal Year
A new identity is established at the beginning of a Fiscal Year.

Manual during Fiscal Year
A new identity is established during the course of a Fiscal Year.

Manual Split new Fiscal Year
One identity is divided into two or more identities at the beginning of a Fiscal Year

Manual Split during Fiscal Year
One identity is divided into two or more identities during the course of a Fiscal Year.

Manual modification new Fiscal Year
An identity will be restructured at the beginning of a Fiscal Year.



Manual Modification during a Fiscal Year
An identity will be restructured during the course of a Fiscal Year.

Manual consolidation new Fiscal Year
Two or more identities will be consolidated at the beginning of a Fiscal Year.

Manual consolidation during a Fiscal Year
Two or more identities will be consolidated during the course of a Fiscal Year.

3.2 List of Key Actors

· GOPM Staff

· Finance Department

· Fiscal Officer/Manager
3.3 Procedures

1. Create New Record

User in Division of Statewide Accounting Services will create new record for agency using information received from GOPM (Copy of Executive Order, Administrative Order, etc.).  Appropriate record(s) will be added to Advantage table(s) and/or Advantage documents will be processed (As needed).

2. Inactivate Old Records

User in Division of Statewide Accounting Services will inactivate the old records in Advantage.  The appropriate records will be marked inactive (Ex. Appropriation, Organization) by performing a “change” on the record.  GOPM will supply this information to the Division of Statewide Accounting Services (As needed).

3. Delete Old Records (When Appropriate)

User in Division of Statewide Accounting Services will delete the old records marked as “Inactive” in Advantage (from step #2 above) when appropriate.  Appropriate record(s) will be deleted from the Advantage table(s) and/or Advantage documents will be processed (As needed).

4. Modify Budgetary Items

User in GOPM will make modifications to budgetary items (As needed).  Relevant information pertaining to this step (and other budgeting items) is addressed in the Budget Preparation System Usage Analysis.

5. Make Adjustments

User at agency will adjust open encumbrances, pre-encumbrances, receivables and payables affected by the reorganization.

6. Adjust Grant and Project Activity

User in Division of Statewide Accounting Services will adjust the life-to-date activity for Grants and Projects.  Restatement of prior year activity for grants and projects will be addressed in the Grants and Cost Allocation System Usage Analysis. 

7. Restate Current Year Activity

User in Division of Statewide Accounting Services will restate current year activity-to-date, if necessary.  When an agency splits or there is a consolidation, current year activity-to-date may need to be restated using the new organizational elements. 

8. Restate Prior Year Activity (Fund 02 Only)

User in Division of Statewide Accounting Services will restate prior year activity for Fund 02 only, if necessary.  When an agency splits or there is a consolidation, organizational elements for prior years (Fund 02 only) may need to be restated using the new elements.

3.4 Related Policies (Reference Only)

GOPM has given its approval for the organization structure in MARS to differ from that of the UPPS system for any level of organization below Department.  Level 1 of the MARS Organization table will be setup centrally with Department codes.  Agencies will be able to add records to the Organization table (Level 2 – 12 only). Security for agency personnel will prohibit them from deleting or modifying existing Level 1 records. Reports will need to be created to monitor record establishment in this table by agencies to insure no unapproved Level 1 (Department) records have been established.

Procedures will need to be developed for agencies to submit information to GOPM as well as for GOPM to submit information to the Controller’s Office. (i.e. paper or electronic forms, etc.).  ADVANTAGE/DS may be used to help facilitate the transfer of information from an agency to GOPM and then on to the Controller’s Office.

Policies need to be developed to determine how long “inactive” records will remain on Advantage tables before they are deleted.

Modifications to appropriations, allotments, expense budgets or revenue budgets due to reorganizations will be addressed in the Budget Preparation System Usage Analysis.

Restatement of prior year activity for grants and projects will be addressed in the Grants and Cost Allocation System Usage Analysis.

4 Business Process:  Financial Management

4.1 Financial Management Process Description

This process includes several unrelated financial activities such as Imprest Cash, Change Funds, Advances to Sheriffs, loans to outside entities and Investing activity.

A Balance Sheet Account will be established for each Imprest Cash/Change Fund Account, Advance to a Sheriff or Loan.

Establish an Imprest Cash Account:


Payment Voucher (PV)

Imprest Cash (01) 100.00






  Vouchers Payable (02) 100.00


Automated Disbursement (AD)
Vouchers Payable (02) 100.00






  Cash (01) 

  100.00

Reimburse an Imprest Cash Account:


Payment Voucher (PV)

Expense/Expenditure (22)  10.00






Expense/Expenditure (22)  22.00






Expense/Expenditure (22)  50.00







Vouchers Payable (02) 82.00


Automated Disbursement (AD)
Vouchers Payable (02)  82.00







Cash (01)
   82.00

1099 Reporting


Journal Voucher (JVM)

Expense/Expenditure (22) (Vendor Code) 10.00






Expense/Expenditure (22) (Vendor Code) 22.00






Expense/Expenditure (22) (Vendor Code) 50.00






       Expense/Expenditure (22) (Custodian Code) 82.00

Note:  These transactions will need to be created from KICS.  At the present time it has not been determined if a document type or a table load will be used to accommodate this need. – Read Alex’s E-mail

Establish an Advance to a Sheriff:


Payment Voucher (PV)

Advances to Sheriffs (01) 100.00






      Vouchers Payable (02) 100.00


Automated Disbursement (AD)
Vouchers Payable (02) 100.00






  Cash (01) 

  100.00

Table 4.  Financial Management Process

Financial Management
Business Description

Imprest Cash / Change Fund
An account used by an agency for expenditures that are not tracked in the Financial system. The State Fair board is an example of an agency that makes extensive use of an Imprest Cash account.

Advances to Sheriffs
As a Sheriff takes office he/she can request an advance from the Commonwealth to cover setup/administrative costs of running an office.

Investments
Daily investment activity is conducted on behalf of the Commonwealth.

4.2 List of Key Actors

· Central Finance

· Central Purchasing Officer

· Authorized Disburser

· County Sheriff

· Fiscal Officer/Manager

· Treasurer
4.3 Procedures

4.3.1 Imprest Cash/Change Fund

1. Establish/Increase Imprest Cash/Change Account

Controller’s Office/Division of Material and Procurement Services approves the establishment/increase of an Imprest cash/Change account.

2. Prepare Payment Voucher

The Division of Statewide Accounting Services prepares a PV document (Payment Voucher) in Advantage disbursing funds to the custodian bank account. 

(DR)  Imprest Cash/Change Fund

      (CR)  Vouchers Payable

The BS Account (Balance Sheet Account) must be coded on the PV document.  One unique balance sheet account will be created in Advantage for each imprest cash/change account utilized by the Commonwealth.  

3. Agency Writes Checks

Agency writes checks disbursing funds from Imprest cash/Change account.  Offline system creates checks and stores 1099 and accounting information.

4. Reimbursement Request

Agency prepares reimbursement request and forwards to Division of Statewide Accounting Services for approval.  The reimbursement request also includes the required information necessary for 1099 reporting.

5. Reimbursement Request Approved

Division of Statewide Accounting Services reviews reimbursement request from agency and approves payment to custodian bank account.

6. Payment to Custodian Bank Account

A. ACH payment is made to custodian bank account (Recorded by each unique accounting classification).

(DR)  Expenses/Expenditures

      (CR)  Vouchers Payable

B. Record detailed information necessary for 1099 reporting (Recorded by each unique accounting classification, by vendor).

(DR)  Expenses/Expenditures (Vendor Code)

(DR)  Expenses/Expenditures (Vendor Code)

(DR)  Expenses/Expenditures (Vendor Code)

      (CR)  Expense/Expenditure (Custodian Code)

7. Close/Decrease Imprest Cash/Change Account

To decrease/close Imprest Cash or change account, agency writes a check from their imprest cash/change account to state Treasury and creates CR  (Cash Receipts) document in Advantage to record receipt of cash for the Commonwealth.

(DR)  Cash

   (CR)  Imprest/Change Fund

        The BS Account must be coded on the CR document.

Loans to Outside Entities

1. Loan Approval

The Legislature grants budgetary approval for the agency to make loans.  

2. Transfer to Off-Budget Fund

Agency prepares JVM (Journal Voucher) document in Advantage to reserve fund balance in off-budget fund.

Source fund:   (DR)  Operating Transfer Out



              (CR)  Cash

Off Budget fund:  (DR)  Fund Balance



              (CR)  Reserve for Fund Balance

3. Prepare PV document

Agency prepares PV (Manual Warrant) document in Advantage and forwards to Division of Statewide Accounting Services for approval.  

(DR)  Loans Receivable

   (CR)  Vouchers Payable


The BS Account must be coded on the PV document because loan amounts will be tracked via the balance of the BS Account.  The Commonwealth will track amounts available to be loaned via the cash balance of the BS Account.

4. Record Principal and Interest Payments

Principal and interest payments will be recorded on CR document in Advantage.

(DR)  Cash

   (CR)  Loans Receivable

   (CR)  Revenue

The BS Account must be coded on the CR document to enable agency to track outstanding loan balance.

Advances to Sheriffs

When a sheriff takes office he/she can request an advance from the Commonwealth to cover the setup and administrative costs of running an office.  These advances are to be repaid by the end of January each year.

1. Request for Advance

Sheriff sends request for loan/advance to County Fees Branch (Finance).  

2. Request for Advance approved

County Fees approves sheriff’s request for advance and processes PV document in Advantage.

(DR)  Advances to Sheriffs

   (CR)  Vouchers Payable

The BS Account must be coded on the PV document.  Outstanding Advances to Sheriffs will be tracked via the balance of the Balance Sheet account.  

3. Repayment received

Advances are to be repaid by the end of January each year.  Sheriff prepares CR document to repay the Commonwealth for advance.   

(DR)  Cash

   (CR)  Advances to Sheriffs

       The BS Account must be coded on the CR document.

Investments

For Investing activities, CAMRA, Kentucky Retirement System (KRS) GL System and Kentucky Teachers Retirement System (KTRS) GL system will be used to track detail information about investment activities. Investment activity in MARS will be distinguished by reporting at the Fund, Agency, Organization, Appropriation Unit and Balance Sheet account level.    

1. Record Purchase of Investments

Agency processes MWI document in Advantage to record the purchase of Investments.  MWI document is routed to the Division of Statewide Accounting Services for approval.  The BS Account must be coded on the document.  One Balance Sheet account will be established system-wide for each of the following:

· Principal

· Discount

· Premium

· Accrued Interest Purchased

Disbursements (MWI) from the KERS pension funds will need to be broken out by bank account because the bank account code is part of the header on MWI documents. Funds 51, 56 and 57 are each currently deposited in multiple bank accounts at Farmers Bank. This means that it may be necessary in some instances to create multiple documents within the same fund. In other instances it may be necessary to create multiple documents for multiple funds.  – On Hold (Ask Brett)

2. Purchase approved

The Division of Statewide Accounting Services approves the purchase of Investments.  The posting of the MWI document will result in the creation of a Fed Wire rather than a check or ACH payment.    

(DR)  Investments

   (CR)  Vouchers Payable

Note:  OFMEA will be responsible for the creation of all payment, receipt, etc. documents relating to the investment of state funds.  The Treasurer’s office, which currently prepares these documents, will now be responsible only for applying an approval on cash receipt documents relating to investment of state funds. 

OFMEA and KRS will interface their internal systems to MARS while KTRS will manually enter all Investment-related documents.

3. Record Investment-Related Receipts

Agency will prepare C1 document to record the receipt of funds from one of the following:

· Sale of Investment

· Maturity of Investment

· Interest Income 

The BS Account must be coded on the C1 document.  Route the document to the Division of Statewide Accounting Services for approval.

Deposits (C1) to the KERS pension funds will need to be broken out by bank account because the bank account code is part of the header on C1 documents. Funds 51, 56 and 57 are each currently deposited in multiple bank accounts at Farmers Bank. This means that it may be necessary in some instances to create multiple documents within the same fund. In other instances it may be necessary to create multiple documents for multiple funds. – Ask Brett

4. Receipts approved

The Division Accounts approves the C1 documents and routes the ones pertaining to the investment of state funds (OFMEA) to the Treasurer’s Office for their approval.

5. Distribute Investment Income

Monthly, OFMEA will prepare a JV document (Journal Voucher) to distribute investment income from pool fund accounts to agency accounts.

Note:  Reference the section on Journal Vouchers

6. June 30th closeout – Investment Pool Fund Accounts

All Pool Fund accounts (Fund 1500) will have $0 Balance Sheet Account balances and $0 Exp/Rev balances at June 30. 

OFMEA charges agencies a fee for the management of their investments. The fee is charged to the investment pool cash accounts (Fund 1500), thus reducing the amount of revenue credited to the agencies on the monthly distribution JV. 

At June 30, there should be a balance of Expenditures (Total of OFMEA fees for year) equal to the balance of interest income revenues for each investment pool (L-T, S-T, etc…). These balances do not belong in Fund 1500 at year-end. OFMEA will move the balances of expenditures and revenues to a Fund 1400 account at June 30.

4.4 Related Policies (Reference only)

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.

Policies need to be established to identify where agency requests for imprest cash/change funds need to be made (Controller’s Office or Division of Material and Procurement Services), and in what form (i.e. paper or electronic).

Outstanding Advances to Sheriffs and loan amounts will be tracked via the balance of the Balance Sheet account.  The Commonwealth will track amounts available to be loaned via the cash balance in the account.

For Investing activities, CAMRA, Kentucky Retirement System (KRS) GL System and Kentucky Teachers Retirement System (KTRS) GL system will be used to track detail information about investment activities.  One Balance Sheet account will be established system wide for each of the following:

· Principal

· Discounts

· Premium

· Accrues Interest Purchased

A new fund (Fund 1500) will be established to perform state investment activity (i.e. investment pools).  All retirement fund investments or other investments held outside of the investment pools will remain in the fund in which they were purchased (No change from current practice). All pool fund accounts (Fund 1500) will have $0 Balance Sheet Account balances and $0 Exp/Rev balances at June 30.

Investment activity in MARS will be distinguished by reporting at the Fund, Agency, Organization, Appropriation Unit and Balance Sheet account level.  Amortization of Revenue Unrealized will be tracked through the use of object codes in MARS.

A new document will be created in ADVANTAGE to record the purchase of investments.  The MWI (Manual Warrant – Investment) document will have specific approval levels and approval paths unique to this new document type.  The design of this modification was made with specific approvals and routing in mind.  The MWI document will need approval by the Controller’s Office before it can post in ADVANTAGE.

In ADVANTAGE, a cash receipts document (C1) will be used to record the electronic receipt of funds from the sale and maturity of investments and from interest/coupon payments.

OFMEA will be responsible for the creation of all payment, receipt, etc. documents relating to state investment of state funds.  The Treasurer’s office, which currently prepares all of these documents, will now be responsible only for applying an approval on all cash receipt documents (C1) relating to the investment of state funds.  

OFMEA and KRS will interface their internal systems to MARS while KTRS will manually enter all investment-related documents.

Procedures will need to be established to reconcile MARS Balance Sheet accounts used for investment purposes to external subsidiary records kept in the KRS, KTRS and CAMRA.

Disbursements (MWI) and deposits (CR/C1) from/to the KERS pension funds will need to be broken out by bank account. This is because the bank account code is part of the header to MWI and CR/C1.  

Funds 51, 56 and 57 are each currently deposited in multiple bank accounts at Farmers Bank. This means that it may be necessary in some instances to create multiple documents within the same fund. In other instances it may be necessary to create multiple documents for multiple funds. – On Hold (Ask Brett)  

5 Business Process:  Inter-Fund Activity

5.1 Inter-Fund Activity Process Description

This process addresses the following activity:

· Operating transfers

· Residual equity transfers

· Expenditure reimbursements

· Inter/Intra Agency adjusting entries

A Journal Voucher document in Advantage will be used to process inter-fund activity.  

Note:  Reference the section on Journal Vouchers for more information on the uses and types of Journal Voucher documents.

Table 5.  Interfund Activity Process

Inter-Fund Activity
Business Description

Closing Agency
When an Agency closes, the necessary financial adjustments are needed.

Merging an Agency
When two or more Agencies merge, the necessary financial adjustments are needed.

On-Budget operating transfer
Budgeted transfer of cash from one program to another.

Off-Budget operating transfer
Non-Budgeted transfer of cash from one program to another.

Inter-fund Loan
Cash loan made between funds to cover cash short falls.

5.2 List of Key Actors

· Fiscal Officer/Manager

· Finance Department

5.3 Procedures

5.3.1 Closing/Merging an Agency

When an agency closes or two or more agencies merge, necessary financial adjustments need to be processed in Advantage to reflect the closing/merging of the agency.

1. Transfer Assets

User in Division of Statewide Accounting Services will transfer the assets of the closing/merging agency to the General Fixed Assets account group.  A JVM document in Advantage will be created to perform the residual equity transfer.  

Note:  Reference the section on Journal Vouchers for more information on the JVM document.

2. Transfer Cash

User in Division of Statewide Accounting Services will transfer the cash of the closing/merging agency to a new agency (merging) or to the General Fund (closing).  A JVM document in Advantage will be created to perform the residual equity transfer.

3. Close to Fund Equity

User in Division of Statewide Accounting Services will close the residual equity transfers to Fund Equity during the closing period using a JVM document in Advantage.

5.3.2 On-Budget/Off-Budget Operating Transfers

Agencies can use a Journal Voucher document in Advantage to record both on-budget and off-budget operating transfers.  

1. Create JVT Document

Agency will create JVT document in Advantage for on-budget and off-budget operating transfers. On-budget cash transfers will be done using Account Type “22”, and off-budget cash transfers will be done using Account Type “24”.  

Note:  Reference the section on Journal Vouchers for more information on the JVT document.

5.3.3 Inter-Fund Loan

Agencies can use a Journal Voucher document in Advantage to record an inter-fund loan, which is a cash loan made between funds to cover cash short falls.

1. Create JVT Document

Agency will create JVT document in Advantage to record inter-fund loans unless the transaction in ADVANTAGE is recorded as a Due To/Due From (Liability/Asset). Due to/Due From transactions will be recorded on a JVM document.  

Note:  Reference the section on Journal Vouchers for more information on JVT and JVM documents.

5.4 Related Policies (Reference only)

On-budget cash transfers will be done using Account Type “22”, and off-budget cash transfers will be done using Account Type “24”.  All transfers will be completed with the JVT (Journal Voucher) document in Advantage.

Note:  Reference the section on Journal Vouchers for more information on the JVT document.

6 Business Process:  GASB Compliance

6.1 GASB Compliance Process Description

Interim adjustments for reporting and compliance for Generally Accepted Accounting Principles (G.A.A.P)

A Journal Voucher document in Advantage will be used to process inter-fund activity.  

Note:  Reference the section on Journal Vouchers for more information on the uses and types of Journal Voucher documents in Advantage.

Table 6.  GASB Compliance Process

GASB Compliance
Business Description

Interim accrual adjustments
Accrual based adjustments made during the Fiscal Year for interim reporting purposes.

Interim reversal entries
Reversal of accrual based adjustments made during the Fiscal Year.

Inter-period budget edits
Baseline ADVANTAGE edits for budget based on the accounting period coded on the document not the calendar date the document is processed.

Interim booking of assets/liabilities
Recording of assets/liabilities during a Fiscal Year for interim Fiscal Year reporting purposes.

Interim recognition of Expense / Revenue
Recording of expense/revenue during a Fiscal Year for interim Fiscal Year reporting purposes.

Interim restatement of Fund 71/72
Restatement of Agency fund activity to Balance Sheet Accounts from the income statement accounts. 

6.2 List of Key Actors

· Fiscal Officer/Manager

· Finance Department

· Fixed Asset Branch Employee
6.3 Procedures

There are a number of interim adjustments to be made during the fiscal year for reporting and compliance for Generally Accepted Accounting Principles (G.A.A.P.)

1. Interim Accrual Adjustments & Interim Reversal Entries

Accrual-based adjustments may need to be made during the fiscal year for interim reporting purposes under GASB.  These interim accrual adjustments will be made in Advantage using a Journal Voucher document (JVM).  The agency will enter in the “Reversal Date” field on the JVM document the date that the accrual adjustment should be reversed. When the “Reversal Date” field on the JVM document is populated, a reversal JVM document will be created on the date specified.  This interim reversal entry will reverse the accrual-based adjustment made during the fiscal year. 

Note:  When the “Reversal Date” field is used on a JVM document in Advantage, the last character of the journal voucher document number (11th character) must be an E.

(EX.) Agency prepares a JVM document (JVM123456) on December 29 for an interim accrual adjustment.  “Reversal Date” of January 2 is keyed on JVM and the 11th character of the document number is an E.  The transactions below will post in Advantage on December 29.  



(DR)   1300-750-D750-AFA0   $100.00


       
         (CR)   1200-750-D750-ABA0    $100.00

On January 2, Advantage will create an interim reversal entry on a JVM document. The JVM created will be the same document number as the accrual adjustment, with one exception.  The last character of the JVM document (11th character) will be an R.  

(EX.) On January 2, Advantage will create a reversal JVM document (JVM123456) with an R in the 11th character of the document number, reversing the transactions entered on JVM123456. The agency will be able to pull up the reversal JVM on SUSF January 2. 



(DR)   1200-750-D750-ABA0     $100.00



         (CR)   1300-750-D750-AFA0     $100.00

2. Inter-Period Budget Edits

Advantage edits for budget based on the accounting period coded on the document not the calendar date the document is processed.  This will allow an agency to process a document in Advantage referencing a previous accounting period that is still open. This differs from how STARS processes transactions.  STARS processes transactions based on the calendar date the document is processed.  

3. Interim Booking of Assets/Liabilities

JVM document in Advantage will be used to record the interim booking of assets and liabilities during a fiscal year for reporting purposes.

4. Interim Recognition of Expense/Revenue

JVM document in Advantage will be used to record the interim recognition of expense/revenue during a fiscal year for reporting purposes.

5. Interim restatement of Fund 71/72

JVM document in Advantage will be used to record the interim restatement of Fund 71/72 activity. Restate Fund 71/72 activity from income statement accounts to balance sheet accounts. Agency fund (Fund 71/72) activity will be recorded during the fiscal year using operating statement accounts (i.e. expenditures/revenues), and will be adjusted for CAFR reporting at year-end.  This differs from current accounting practices in STARS (Use of Deposits Payable to record Fund 71/72 activity).   

6.4 Related Policies (Reference only)

Agency fund (71, 72) activity will be recorded during the fiscal year using operating statement accounts (i.e. expenditures/revenues), and will be adjusted for CAFR reporting at year end.  Agencies currently using fund 71 or 72 will need to be informed of this change and new object and revenue source codes may need to be identified and established.

7 Business Process:  Journal Vouchers

7.1 Journal Vouchers Process Description

Journal Vouchers record accounting events that cannot be recorded on any other ADVANTAGE Financial document; they can be used to close accounts, move money and adjust balances. 

The following table is a list of transactions currently performed using a Journal Voucher and how they will be performed in MARS.

Table 7.  Journal Voucher Process

Commonwealth Process
ADVANTAGE Financial Document

Operating (cash) transfer – On/Off budget and inter/intra fund (includes year-end cash carry forward)
JVT

Residual equity transfers
JVM

Quasi-external transfers *
II, IX (Internal and Expense Voucher)

Expenditure reimbursements *
PV, IX, JV (Payment, Expense and Journal Voucher)

Expenditure corrections
Original PV or JVC (Payment and Journal Voucher)

Revenue corrections
Original RE or JVC (Receivable and Journal Voucher)

Encumbrance corrections, establishment, liquidation, amendments
Original document

Appropriation corrections, establishment, amendments
AP (Appropriation Extended)

Allotments corrections, establishment, amendments
AL (Allotment)

Budgeted funding corrections, establishment, amendments
RB (Revenue Budget)

Estimated project cost corrections, establishment, amendments
PJ (Project Management Master)

Management budgets corrections, establishment, amendments
OB, CC, RR (Obligation, Cash Collection, Revenue Recognition Plan)

Estimated revenues corrections, establishment, amendments
RB (Revenue Budget)

Asset account corrections, establishment, liquidation, amendments 
JVM (Journal Voucher)

Liability account corrections, establishment, liquidation, amendments 
JVM (Journal Voucher)

Fund Balance account corrections, establishment, liquidation, amendments
JVM (Journal Voucher)

Grant award corrections, establishment, liquidation, amendments
PJ, PZ (Project Management Master and Project Participation)

Record expenditures previously encumbered/obligated
PV (Payment Voucher)

Record external payment transactions for 1099 reporting purposes (imprest cash, check writer)
JVM, CJ (Journal Voucher and Check Writer Journal Voucher)

Warrant Write-offs
N/A

General Ledger Closings


JV (Journal Voucher)



Grant/Project restatement of prior year history
Automated processes have been proposed for implementation post July 1, 1999.


* For information on which document type to use, see the Internal Orders System Usage Analysis document.

Also refer to the Transaction Source Document and Transaction Mapping document.
JVM

7.2 List of Key Actors

· Fiscal Officer/Manager

· Finance Department

· GOPM

7.3 Procedures

1. Prepare Journal Voucher

Prepare an Advantage Journal Voucher document (JVC, JVT or JVM) and run edits.

2. Agency Approval

User(s) at agency apply necessary approval(s) on Journal Voucher. 

3. Route Journal Voucher

If necessary, route the agency-approved Journal Voucher (using workflow) to the Division of Statewide Accounting Services and/or GOPM for final approval/override to be applied.  Please note the rules for routing/workflow as it pertains to the three types of Advantage Journal Voucher documents.

For a JVC document, it will have security established for it that will allow agencies to process it without approval from the Division of Statewide Accounting Services. This is significantly different than current practice. (Currently, all journal vouchers must be approved by Division of Statewide Accounting Services). In the event that budget or cash overrides are needed to process a particular JVC document, Division of Statewide Accounting Services/GOPM must apply an override to the document on behalf of the agency.  Agencies must apply at least three levels of approval for JVC documents. 

For a JVT document, it will have security established that will require approval from Division of Statewide Accounting Services and GOPM. This is somewhat different than current practice. (Currently, off-budget transfers that affect funds other than Fund 02 usually do not require approval from GOPM).  

For a JVM document, it will have security established that will require approval from Division of Statewide Accounting Services.  This is similar to current practice.  

4. Final Approval(s)/Override Applied

Division of Statewide Accounting Services and/or GOPM applies final approval on journal voucher. Agency’s request to have override applied is reviewed by Division of Statewide Accounting Services and GOPM. Cash override is applied by Division of Statewide Accounting Services and budget override is applied by GOPM. 

5. Run Journal Voucher

Journal voucher is “Run” in Advantage.

INDEX

JVC Document

The Commonwealth has the need for a limited use Journal Voucher.  The JVC document will allow agencies to make adjustments/corrections to previously posted expenditure and revenue transactions.  It will also allow for various workflow routing and approval levels, different from the baseline or JV Master documents. The JVC document will contain edits specific to the Commonwealth’s business practices.  The JVC document will have security established that will allow the Agencies to process it without Central Finance approval.  In the event that budget or cash overrides are needed to process a particular JVC document Central Finance/GOPM must apply an override to the document in behalf of the Agency.

Based on the FUND code for this transaction, if the Bank Account for the transaction is different than the one on the FUN2 table for the coded Fund, then the JVM document will need to be used. – On Hold

The Journal Voucher Type C (JVC) document will provide for specific edits.  It will also have a unique input screen, and field defaults.  The following edits will be built into the JVC document processor:

· The document will be created as a “JVC”.


· When posted to the General Ledger, this document will post as a JV document in the TRANS-CODE field.  The TYPE-OF-VOUCHER field on the General Ledger will post as a “C”.


· Account Type will be selected from drop-down box and will be either 22 (Expenditures/Expenses) or 31 (Revenue). 


· The Account Type 22 debits and credits must balance.  If the account type is out of balance, then an error message will be issued:
Error Message – Expenditures/Expenses debits and credits do not balance.


· The Account Type 31 debits and credits must balance.  If the account type is out of balance, then an error message will be issued:
Error Message – Revenue debits and credits do not balance.


· If an object is coded, and the GROUP field on the OBJ2 (Object) table is equal to “TR”, then an error message will be issued. 
Error Message – Object code cannot be a Transfer Object code.

· If a Revenue Source is coded, and the GROUP field on the RSR2 (Revenue Source) table is equal to “TR”, then an error message will be issued: 
Error Message – Revenue Source code cannot be a Transfer Revenue Source code.

· If a Fund Code is entered, and the TYPE field on the FUN2 (Fund) table is equal to “C”, then an error message will be issued. 
Error Message – Fund code cannot be a Capitol Project Fund code.

· The Cash Indicator field will not be displayed on the input screen and will always default to “YES” in the document processor.


· The following fields will be required on the JVC document.  If a required field is not entered then an error message will be issued.


· FUND  (Valid on the FUN2 table)
Error Message – FUND must be valid on the FUN2 table


· Agency (Valid on the AGC2 table)
Error Message – Agency must be valid on the AGC2 table


· Organization (Valid on the ORG2 table)
Error Message – Organization must be valid on the ORG2 table


· Program Budget Unit (Valid on the PRFT table)
Error Message – Program Budget Unit must be valid on the PRFT table


· Memo Document Reference (No Validation, but data must be present)
Error Message – Document Reference cannot be blank

· Object or Revenue Source code.


· The cash entries will be automatically calculated and inferred and posted at PASS2 of the document.  The cash entry will be based on the following criteria:


· Based on the FUND code entered on the line, determine the BANK ACCOUNT code on the FUN2 table.  


· From the BANK ACCOUNT code on FUN2, determine the CASH ACCOUNT from the BANK table.


· The offsetting cash entries will be posted to the CASH ACCOUNT listed on the BANK table.  All of the COA elements coded on the various lines within the JVC will fall through to the Balance Sheet (Cash Account) posting.


· When the Program Budget Unit (PBU) portion of the Appropriation Unit field is entered, the remaining two elements (Appropriation Program and Allotment Program) will be inferred.  The Appropriation Program and Allotment Program portions of the Appropriation Unit field are protected.  Reference the COA001- COA003 Functional Spec for details on the modification.

· The Memo Ref Doc/Line field will be added to the JVC document.  The values entered into this field are not subject to edit or validation.  Any value entered into the Document Reference field will be posted to the General Ledger in the REF-TRANS fields.

· Fields added to the JVC document are:


· Memo Doc Ref / Line

· Termini


· Fields that are on the baseline JV document and that have been removed from the JVC document are:

· BS-Account

· Internal Fund

· Cash Indicator

· Override Budget

· Reference Agency

· Bank Account

JVT Document

The Commonwealth has the need for a limited use Journal Voucher.  The JVT document will allow agencies to make on-budget/off-budget cash transfers.  It will also allow for various workflow routing and approval levels different from the baseline or JV Master documents. The JVT document will contain edits specific to the Commonwealths business practices.  It will have security established that will require approval by Central Finance and GOPM.

The Journal Voucher Type T (JVT) document will provide for specific edits.  It will also have a unique input screen, and field defaults.  The following edits will be built into the JVT document processor:

· The document will be created as a “JVT” document in the TRANS-CODE field.


· When posted to the General Ledger, this document will post as a JV document.  The TYPE-OF-VOUCHER field on the General Ledger will post as a “T”.


· If an Object is coded, and the OFF-BUDGET check box is not selected, then the Account type will default to “22” for the line.


· If an Object is coded, and the OFF-BUDGET check box is selected, then the Account type will default to “24” for the line.


· If a Revenue Source is coded, then the Account type will default to “31” for the line.


· If an Object is coded and the GROUP field on the OBJ2 (Object) table is not equal to “TR”, then an error message will be issued.
Error Message – Object code must be a Transfer Object code.

· If a Revenue Source is coded and the GROUP field on the RSR2 (Revenue Source) table is not equal to “TR”, then an error message will be issued:
Error Message – Revenue Source code must be a Transfer Revenue Source code.

· The Cash Indicator field will not be displayed on the input screen and will always default to “YES” in the document processor.


· The following fields will be required on the JVT document.  If a required field is not entered, then an error message will be issued.


· FUND  (Valid on the FUN2 table)
Error Message – FUND must be valid on the FUN2 table


· Agency (Valid on the AGC2 table)
Error Message – Agency must be valid on the AGC2 table


· Organization (Valid on the ORG2 table)
Error Message – Organization must be valid on the ORG2 table


· Program Budget Unit (Valid on the PRFT table)
Error Message – Program Budget Unit must be valid on the PRFT table


· Object or Revenue Source code.

· The cash entries will be automatically calculated and inferred and posted at PASS2 of the document.  The cash entry will be based on the following criteria:


· Based on the FUND code entered on the line, determine the BANK ACCOUNT code on the FUN2 table.  


· From the BANK ACCOUNT code on FUN2, determine the CASH ACCOUNT from the BANK table.


· The offsetting cash entries will be posted to the CASH ACCOUNT listed on the BANK table.  All of the COA elements code on the various lines within the JVT will fall through to the Balance Sheet (Cash Account) posting.


· The Budget Fiscal Year will be moved to the line level.  The Budget Fiscal Year may be inferred based on the date.  The user can also enter the Budget Fiscal Year.


· When the Program Budget Unit (PBU) portion of the Appropriation Unit field is entered, the remaining two elements (Appropriation Program and Allotment Program) will be inferred.  The Appropriation Program and Allotment Program portions of the Appropriation Unit field are protected.  Reference the COA001- COA003 Functional Spec for details on the modification.

· The Document Reference field will be added to the JVT document.  The values entered into this field are not subject to edit or validation.  Any value entered into the Document Reference field will be posted to the General Ledger in the REF-TRANS fields.

· Fields added to the JVT document are:


· Memo Doc Ref / Line

· Termini

· Fields that are on the baseline JV document and that have been removed from the JVT document are:


· BS-Account

· Internal Fund

· Cash Indicator

· Override Budget

· Reference Agency

· Bank Account

· Vendor / Provider

· Vendor / Provider Code

· Vendor Provider Name

JVM Document

The Commonwealth has the need for a Journal Voucher that can cross Budget Fiscal Years, and that includes a document reference.  RFP item AP-245 requests the ability to reference documents. The JVM document will move the Budget Fiscal Year to the line, and include a document reference on the line level as well.  

The Journal Voucher Master (JVM) document will provide for specific edits.  It will also have a unique input screen, and field defaults.  The following edits will be built into the JVM document processor:

· The document will be created as a “JVM”.


· When posted to the General Ledger, this document will post as a JV document in the TRANS-CODE field.  The TYPE-OF-VOUCHER field on the General Ledger will post as an “M”.


· The user will code the cash entry lines on the JVM document.  A summarized total of the debits and credits will be displayed in the new fields on the JVM document.  The summarized total will be based on the following criteria:


· If the STO-Cash field on the BAC2 (Balance Sheet Account) table is selected, then the debit or credit amount will be added to the STO-Cash Debit Total or STO-Cash Credit Total calculated field. The validation is based on the BS Account code entered on the line.

Reference mod COA-024 for detail on the STO-Cash field on the BAC2 table.

· The Budget Fiscal year will be moved to the line level.  The Budget Fiscal Year may be inferred based on the transaction date.  The user can also enter the Budget Fiscal Year.

The Document Reference field will be added to the JVM document.  The values entered into this field are not subject to edit or validation.  Any value entered into the Document Reference field will be posted to the General Ledger in the REF-TRANS fields.

The Document Reference Line field is added to the JVM document.  Values entered into this field are not subject to edit or validation.  This field is being added to support a modification for Project/Grants (Populate PV# on Generated PX Documents (PB030)).  Reference the PB030 Functional Spec for details on this modification.  The Reference Line field will be posted to the ledger in the REF-TRANS-LINE field.

· When the Program Budget Unit (PBU) portion of the Appropriation Unit field is entered, the remaining two elements (Appropriation Program and Allotment Program) will be inferred.  The Appropriation Program and Allotment Program portions of the Allotment field are protected.  Reference the COA001- COA003 Functional Spec for details on the modification.

Note:  If a PBU is coded on the JVM document, then an Agency will become a required field on the JVM document. PBU may be “required” on a JVM document. There may be a need to process a JVM where the PBU field is left blank. In these instances, the Controller’s Office will have the ability to override the JVM document. – Ask Brett ….TBD

· Fields added to the JVM document are:

· STO-Cash Debit Total

· STO-Cash Credit Total

· Memo Doc Ref / Line

· Termini


· All fields that are on the baseline JV document are on the JVM document.

7.4 Related Policies (Reference only)

The General Accounting team has found no need to use JV documents for encumbrance or pre-encumbrance type transactions.

It is the Commonwealth’s recommendation that agencies limit the number of lines on an ADVANTAGE Journal Voucher document to 100 lines. A Journal Voucher with more than 100 lines may process slowly and users may find it difficult to correct errors. To correct an error the user must scroll down the JV until the line with the error is found. Large JVs will make this scrolling quite tedious and time-consuming.

Three new Journal Voucher types will be created for the Commonwealth:

JVC  -- The new document type (JVC) will contain edits specific to the Commonwealth’s business practices.  The JVC will be used to correct previously posted expenditure or revenue transactions.  The JVC document will have security established that will allow the Agencies to process it without Central Finance approval.  This is significantly different than current practice.  In the event that budget or cash overrides are needed to process a particular JVC document, Central Finance/GOPM must apply an override to the document on behalf of the Agency.  Procedures will need to be developed for agencies to request cash overrides through the Controller’s Office and budget overrides through GOPM.

Based on the FUND code for this transaction, if the Bank Account for the transaction is different than the one on the FUN2 table for the coded Fund, then the JVM document will need to be used. – On Hold (Ask Brett)

JVT  -- The new document type (JVT) will contain edits specific to the Commonwealths business practices.  The JVT will be used to process all cash transfers, both on budget and off budget.  Currently, these types of transfers are done on CC (STARS Capital Construction) documents for fund 02 and on JV documents for all other funds.  All JVT documents will need approval from GOPM and the Controller’s Office.  This is somewhat different than current practice in that non-fund 02 off budget transfers usually do not go through GOPM.

Based on the FUND code for this transaction, if the Bank Account for the transaction is different than the one on the FUN2 table for the coded Fund, then the JVM document will need to be used. – On Hold 

JVM  -- The JVM will be the master Journal Voucher document to be used for all other Journal Voucher transactions not applicable to the JVC or JVT.  All JVM documents will require approval from the Controller’s Office.

Note:  Please see Index of document for more information of JVC, JVT and JVM documents.

Additionally, if a charge line (i.e. debit to expenditure or revenue) on an Advantage Journal Voucher is dependent on a credit line on the same JV, then the credit line must be coded before the charge line. The following example will illustrate this problem.

Assume that 0100-758-D758-BA00 has a $0 allotment balance.  If a JV is entered with a charge of $10 on line #1 to 0100-758-D758-BA00 and line #2 is credited with $10 to the same account the JV document will not post in Advantage.  

(EX) 0100-758-D758-BA00 has a $0 allotment balance and a Journal Voucher is created in Advantage with the following two lines included on the document (debit entered before credit):


(DR)  0100-758-D758-BA00   $10.00


     (CR)  0100-758-D758-BA00    $10.00

The transaction above will not post in Advantage even though the two entries cancel each other out, resulting in a $0 balance (no change) in 0100-758-D758-BA00.  This is significantly different than the way STARS processes transactions. 

The transaction above would post in STARS because STARS resorts transactions within documents based on a posting sequence indicator on the TD Table (STARS). Advantage does not resort lines within a document.  In other words, in order for the journal voucher transactions (listed above) to post in Advantage, the credit line must be coded first.   

8 Business Process:  CAFR

8.1 CAFR Process Description

The Commonwealth prepares a Comprehensive Annual Financial Report (CAFR) consisting of financial statements, notes and statistical information each year.  This report is prepared by the Controller’s Office using data from the statewide accounting system as well as audited financial statements from component units.

8.2 List of Key Actors

· Finance Department

8.3 Procedures

The only documents that will be created in Advantage during the “CAFR” period will be Journal Voucher documents (JVM and JVC).  If policy determines that this period will be “soft closed”, all Journal Voucher documents created must have an override applied to them.   

Note:  Reference the section on Journal Vouchers for more information pertaining to the uses and types of Journal Voucher documents in Advantage. 

Other policy and procedure issues dealing with the CAFR business process involve the Financial Reporting Branch and occur outside and beyond the scope of Advantage.    

8.4 Related Policies (Reference only)

After close of the fourteenth period a copy of the ADVANTAGE database will be created in a separate CICS region for CAFR reporting purposes.  Technical and Functional procedures will need to be established to address the creation and use of the CAFR copy of the database.  Included in these procedures will be to consider the necessity to “Soft Close” the database created for CAFR reporting purposes.  “Soft closing” the database will allow only Journal Voucher documents (with an override) to post. These are the only documents that should post in Advantage during this period.  Additionally, policies will need to be determined to decide if agencies that prepare their own financial statements (i.e. Transportation) will be granted access to this database.   

Currently the closing package consists of all paper documents.  The General Accounting team believes there is potential to convert this information-gathering process to an electronic medium.  The policy and procedures team should address this possibility. 

Procedures need to be established that address insuring the integrity of the beginning and ending balances in the CAFR copy of ADVANTAGE.

* AFINSPLT writes all records to the offline file exactly as they exist on Ledger Holding Tables, writing one record for each record it reads.  AFINBSPT summarizes some of the offset records in the Ledger Holding Tables, resulting in a considerable reduction in the size of the General Ledger (GENLED) file.


** AFINRECJ should be used instead of AFINARCH if your installation uses the JV reversal features.
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