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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.

2. Internal Ordering & Billing Functional Area Processes

The Commonwealth of Kentucky requires the ability to process and track internal orders and billings in MARS.  Through the Design Analysis process, several Business Processes were determined and thoroughly reviewed.  The MARS Project Team has determined that orders (internal and external) will originate in Procurement Desktop (PD) and the majority of internal payments will be handled in ADVANTAGE.  The Internal Order (IO) Team determined that a large number of internal orders and/or billings would be handled outside of Procurement Desktop.  The following list details the reasons for this determination:

· External Billing System - the Commonwealth receives a large part of internal billings from external systems (DIS, Transportation, etc.).  MARS will not replace these agency systems due to other information that is housed in the systems.  The billing transactions will continue to be interfaced to ADVANTAGE.

· Non-referenced Orders - an order is created (e.g., for a telephone line) and a charge occurs as the result of some event (e.g., telephone usage).  This charge can not be referenced to the original purchase order document.  Therefore, the order is never closed and the pre-encumbrance or encumbrance (if created) is never liquidated.

· Zero Dollar Purchase Orders - there are a number of internal orders where the dollar amount is unknown.  Entering a zero dollar encumbrance provides the Commonwealth with no additional system assurance other than workflow.

· ADVANTAGEX - the new ADVANTAGE Travel Subsystem will accommodate internal orders for Motor Pool (Trip by Trip) and Park Lodging.  The current proposal is to make “internal resources” available via the Advantage X Travel Authorization document.  Internal services and reservation systems (where applicable) will integrate with Advantage X to set up motor pool rentals and state park lodging.  Early design work indicates that the parks reservation will be made separately, but the authorized “order” will establish a “pay document” off the Travel Authorization that will share a common identifier to report on the trip in total.  It is anticipated that motor pool reservations as well as payment process will run off of AdvX and operate in a similar fashion to the above example.

Internal orders that will be handled in PD will use a new internal order form that will be made available to PD full client users and PD Web users.  This form will be an almost exact duplicate of the baseline PD purchase order form, with a few modifications to accommodate internal vendors.  Internal vendors will be established in PD.  These vendors will have the ability to tie multiple funding strips to their vendor code.  When a buyer selects the vendor, they will be provided with the vendor’s funding strip(s).  This allows the funding strip to be automatically inferred when the payment voucher is created and the purchase order is referenced, thus eliminating the need for additional data entry.

The internal order form will be a generic form.  Attachments, such as an Excel spreadsheet, may be necessary to communicate the order attributes to the service provider.  Templates will be developed and accessible that mirrors various paper order forms.  The buyer would retrieve the template, complete the necessary fields and attach the document to the order.  This functionality will only be provided in PD full client.  Policy and procedures will have to be established for PD Web users.

An electronic catalog will be integrated with the existing PD Web functionality and added to the PD full client version.  This catalog will contain inventory items and any Master Agreements.  The PD user will have the ability to search the catalog and create a delivery order directly against items listed on the catalog.

Internal payment will take place in multiple ways.  Payment may be the result of a two-way match process (order/invoice), interfaced transactions from external billing systems, job costing billings, cost allocation billings, or direct payment (online entering of an internal payment voucher).

Eight processes were identified within the Internal Ordering & Billing function:

1. Order for inventory/catalog items.

2. Order for non-inventory goods and services (non-recurring).

3. Order for non-inventory goods and services (recurring – standing order).

4. Change order for non-inventory goods and services.

5. Change order for inventory/catalog items.

6. Batch internal billing.

7. On-line internal vouchers.

8. Automated payment vouchers.

Order for Inventory/Catalog Items

PROCUREMENT DESKTOP


ADVANTAGE
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Figure 1. Inventory Items - Stock Requisition

1.1.1 Catalog

This process refers to the purchase of items from an electronic catalog.  The introduction of an electronic catalog reduces the cost of the process of purchasing goods/services and helps to reduce the cost of goods/services.  This provides end users with “one-stop” shopping where they can easily and intuitively locate common items.  The Electronic Catalog will be integrated with the existing PD Web functionality in order to provide a seamless interface and will be integrated with PD full client.  As a result, PD users will have the ability to search items in the Electronic Catalog, place them on an order and submit them either directly to a supplier or route them to a buyer or manager for further processing (e.g., approvals).  This process is directly related to the ADVANTAGE Inventory Subsystem.  All items in inventory will also be in the catalog.

1.1.2 Stock Requisition

This process refers to the inter-agency ordering of inventory items.  This could be an enterprise or internal service fund issuing a finished good out of their inventory.  The Inventory Control Subsystem is designed to support the requisition processing, inventory management, purchasing, and physical inventory reconciliation functions of inventory management through a set of highly interactive capabilities.

Individual warehouses, with various commodity/stock items, will be established in ADVANTAGE.  To purchase an item from a warehouse, the buyer places an order in Procurement Desktop (PD).  The PD order generates a Stock Requisition (SR) document in ADVANTAGE.  A SR allows the user to reserve quantities of requested stock items from a particular warehouse.

Generating a Pick and Issue (PI) document is the next step.  The PI releases reserved quantities and an Issue Confirmation (CI) document is generated for each pick ticket printed.  Warehouse personnel would generate the PI document and retrieve the items from inventory.  The CI is reviewed and processed.  This document confirms the quantity issued to a buyer.

If the item received is greater than $500 and flagged as a fixed asset on the commodity table, a fixed asset document must be manually created in ADVANTAGE.  Personnel from the buyer agency are responsible for completing the fixed asset document.

1.1.3 Over the Counter
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Figure 2:  Inventory Items - Over the Counter

A buyer can also purchase an item from a warehouse with the Over the Counter (OC) document in ADVANTAGE.  This document is used when a buyer goes to the warehouse to purchase the item.  Warehouse personnel would generate the OC document and retrieve the items from inventory.

These transactions do not affect PD and are ADVANTAGE only transactions.  If the item is a fixed asset (>$500 and flagged as a fixed asset on the Commodity Table), a Fixed Asset Acquisition (FA) document must be completed.  The FA document will be detailed in the System Usage Analysis document for Fixed Assets.
1.2 Order for Non-Inventory Goods and Services (Non-Recurring)
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Figure 3:  Non-Inventory Goods and Service (Non-Recurring)


This process represents orders for items or services that are not in ADVANTAGE inventory.  These orders are typically more complex and require consultation between the buyer and seller before an order can be ready for approval and routed to the supplier agency for execution.

To purchase a non-inventory item, the buyer places an order in Procurement Desktop (PD).  Internal vendors will be established in PD and will be used when an internal order is placed.  The vendor’s/seller’s funding strip will be linked to the internal vendor code.  This information will be tied to the order and carried forward to the payment voucher.  The order form will be a generic order form.  Therefore, an attachment (such as an Excel spreadsheet) may be necessary to deliver the attributes required to fill the order.  This attachment will be housed in PD full client as a template.  The user will be able to access the template, complete the necessary attributes, and attach the template to the order form.  This will provide the service provider with the attributes necessary to fill the order.

The PD order generates a Purchase Order (PO) document in ADVANTAGE.  The attachment will be delivered to the service provider in a format that enables the provider to upload the information into an external system, if deemed appropriate.  A PO encumbers the funds necessary to pay for the order.

When the goods or services are received or the buyer is billed, the buyer creates an Invoice Document in PD.  This document creates a two-way match with the order and an internal payment voucher is generated in ADVANTAGE.  If the item meets the fixed asset criteria, a fixed asset shell will be generated.

1.3 Order for Non-Inventory Goods and Services (Recurring – Standing Order)
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Figure 4:  Non-Inventory Goods and Services (Recurring)

This process refers to the purchase of services that are provided to agencies on a recurring basis.  They may take the form of standing orders, customer accounts, memorandum of agreement, memorandum of understanding, etc.  Charges for these services are cyclical per the agreement and the amounts may be known or accumulated during the period.  The billings for these services may come from external support systems, cost allocation programs, job-costing module, or manually entered on a recurring transaction.

To place an order for a recurring service (assuming the Master Agreement has already been established in PD), the buyer selects the Master Agreement from the catalog and creates a delivery order in Procurement Desktop (PD).  The PD order generates a Purchase Order (PO) document in ADVANTAGE.  A PO encumbers the funds necessary to pay for the order.

Some event (e.g., service at a hospital) triggers the billing process.  The billing must reference the purchase order in order to close the order (liquidate the encumbrance).  The purchase order number must be included on the attachment and passed to the external system.  If the billing is from an external system, the charges will be interfaced into to PD as an invoice document, referencing the purchase order.  The service provider may also send invoices that could be manually entered into PD.  The invoices create a two-way match with the order and an internal payment voucher is generated in ADVANTAGE.

1.4 Process a Change Order for Non-Inventory Goods and Services
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Figure 5:  Change Order for Non-Inventory Goods and Services

This process refers to modifying an internal purchase order.  A modified purchase order is created in Procurement Desktop (PD).  This modified order generates a modified PC document in ADVANTAGE.  The applicable accounting entries are posted in ADVANTAGE (decrease/increase in encumbrance amount).  Orders can be modified only if the internal vouchers have not been created.  The user does not need to know this information.  If a modified order is created and the internal payment voucher has already been created, ADVANTAGE will return an error message to PD stating that the order has been liquidated/closed.  If the order has an attachment, the attachment must also be updated.

1.5 Process a Change Order for Inventory/Catalog Items
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Figure 6:  Change Order for Inventory/Catalog

This process refers to modifying an internal purchase order for inventory items.  A modified purchase order is created in Procurement Desktop (PD).  This modified order generates a modified Stock Requisition (SR) document in ADVANTAGE.  The applicable accounting entries are posted in ADVANTAGE (decrease/increase in pre-encumbrance amount).  Orders can be modified only if the Pick and Issue (PI) document has not been created.  The user does not need to know this information.  If a modified order is created and the PI document has already been created, ADVANTAGE will return an error message to PD stating that the order has been released.

1.6 Batch Internal Billing

This is a payment process that is generated out of external billing systems, cost allocation programs, and job cost billings.

1.6.1 External Billing Systems
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Figure 7:  Batch Billing - External Billing Systems
Interfaced billings will be uploaded to ADVANTAGE.  If the billing is related to a purchase order, the interface transactions must reference the order and interface with PD as an invoice document that will generate an internal payment voucher in ADVANTAGE.  The order number must be included on the attachment or communicated to the external system in some way.  This number should be passed to allow liquidation of the encumbrance.  The billing system may produce an invoice number, which could also be passed to ADVANTAGE to ensure that duplicate payments are not allowed.  If the billing is not related to a purchase order, the interface transactions should interface directly to ADVANTAGE, without a reference, as an internal payment voucher (II or PV2) document.

1.6.2 Cost Allocation

The Cost Allocation Subsystem allows flexible, user-defined determination of cost or revenue pools and bases to allocate indirect expenses or revenues.  Based on the established pools and bases, the subsystem computes and posts the allocation of costs or revenues to each target entity.  This subsystem allows the allocations to be performed for reporting purposes only or for creating journal voucher documents.  (Detailed further in the Cost Allocation System Usage Analysis document.)

1.6.3 Job Costing
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Figure 8:  Batch Billing - Job Costing

The Job Costing Subsystem is an integrated subsystem of ADVANTAGE.  Jobs are used to perform inter-department billings for internal jobs.  Billing may be automatic or manual.  To be billed automatically, the Job Costing Subsystem will create buyer expense/seller revenue (or reduction of expenditure) entries for internal jobs.

When a buyer requests a service (such as paving of roads, renovating an office), an internal order is completed in PD.  The order is forwarded to the service provider.  The service provider (the seller) establishes a job (using the Job Control (JB) document in ADVANTAGE) to accumulate the costs of the project and to facilitate billing.  When the job is established, the order number is referenced on the JB document.  Referencing the job number on all expenditure transactions accumulates costs.  Monthly, the Job Billing program is run and internal payment vouchers are generated based on the costs accumulated.  The voucher should have the PD order number, which will allow for liquidation of the encumbrance.

The Job Costing Subsystem can also be used to allocate non-accounting charges against a job.  These are memo entries only and are not posted to the General Ledger.  (Detailed further in the Job Costing System Usage Analysis document.)

1.7 On-line Internal Vouchers
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Figure 9:  On-line Internal Vouchers

This payment method generates an internal payment transaction that allows the buyer to enter their account structure and route the order to the seller entity (using ADVANTAGE Workflow) for approval (if applicable) and posting.  This transaction can be established as a single payment or a recurring internal payment voucher and is an ADVANTAGE only transaction.

1.8 Automated Payment Vouchers
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Figure 10:  Automated Payment Vouchers

Events occur that creates an automated internal payment voucher to post.  This is the result of a two-way match process (order and invoice), that triggers the transfer of funds.
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