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You will need security access to:  AP, AL, RB, JVT, and PJ documents in ADVANTAGE from Finance and Administration Cabinet, Statewide Accounting Services.  You will also need access to the SAS-14 and SAS-5 forms on the Kentucky Forms Management page from Finance and Administration Cabinet, Division of Printing.

Capital Construction/Capital Projects

Mars Procedures 

I. Chart Of Accounts And Project Set Up 

A. Line-item Capital Project
Appropriation (AP), Allotment (AL), Posting Budget Unit (PBU) codes and names are established on a SAS-14 (Account Modification Form) by the agency and sent to the Governor’s Office for Policy and Management (GOPM).  GOPM will forward them to the Division of Statewide Accounting Services within the Finance and Administration Cabinet. 

Line Item Appropriations (AP) and Revenue Budgets (RB) are loaded into ADVANTAGE from BRASS by GOPM.

Before contracts can be awarded the agency submits the SAS-5 (Capital Construction Form) with ADVANTAGE document numbers listed to the Finance and Administration Cabinet, Department for Facilities Management.  The SAS-5 establishes the Allotment (AL), Project Master (PJ) and the Journal Voucher Cash Transfer (JVT). 

Facilities Management will approve and then forward to GOPM for approval and processing.

The SAS-5 (Capital Construction Form) includes the necessary information to process a capital project. (See below).  There is also space available on page two of the SAS-5 form for all other information needed for approval of the capital project.

· Appropriation (AP), Allotment (AL), and Posting Budget Unit (PBU) codes and PBU Name (30 character limit);
· Amount of the appropriation for the project (representing the total estimated cost of the project);
· Amount of initial project allotments by Object Class (proposed B-210 Excel spreadsheet attached) and the ADVANTAGE AL document number;
· Account number of appropriation that is financing the new project and the ADVANTAGE Journal Voucher Transfer (JVT) document number where a transfer of cash to the capital project is necessary;
· Amount of the Revenue Budget for the project; and
· The ADVANTAGE Project Master (PJ) document number.
Project, Sub-project, and Phase codes and names are established directly by the agency using a Project Master (PJ) document after the AP, AL and PBU codes have been established on the Program Reference Table (PRFT). The Project, Sub-project, and Phase codes must follow the Finance and Administration Cabinet, Department for Facilities Management’s coding standards.

B. Non-Line-Item Capital Project Financed with Agency Appropriated Pool 

For non-line-item Capital Projects under $400,000, to be financed from an agency’s line-item capital appropriation pool, an agency first consults with the Finance and Administration Cabinet, Department for Facilities Management’s Division of Engineering on the proposed project estimate for the project.

An agency then submits the SAS-5 (Capital Construction Form) with ADVANTAGE document numbers listed along with the SAS-14 (Account Modification Form) to Facilities Management. 

The SAS14 (Account Modification Form) establishes table maintenance for the Appropriation (AP), Allotment (AL) and Project Budget Unit (PBU).

The SAS-5 (Capital Construction Form) authorizes the Appropriation (AP), Allotment (AL), Revenue Budget (RB), Project Master (PJ) and Journal Voucher Cash Transfer (JVT) for ADVANTAGE. (See below).  There is also space available on page two of the SAS-5 form for all other information needed for approval of the capital project.

Facilities Management will approve and then forward the following to GOPM for approval and processing:

· Request to establish new project;
· Appropriation (AP), Allotment (AL), and Posting Budget Unit (PBU) codes and PBU Name (30 character limit);
· Amount of the appropriation for the new project (representing the total estimated cost of the project) and the ADVANTAGE AP document number;
· Amount of initial project allotments by Object Class (proposed B-210 Excel spreadsheet attached) and the ADVANTAGE AL document number;
· Account number of pool appropriation that is financing the new project and the ADVANTAGE Journal Voucher Transfer (JVT) document number;
· The ADVANTAGE Revenue Budget (RB) document number; and
· The ADVANTAGE Project Master (PJ) document number.
C. Non-Line Item Capital Project Financed through Other Authority

For non-line-item Capital Projects that are approved by the authority set forth in KRS Chapter 45A or by the enacted appropriations bill, follow the Line-Item Capital Project procedures if the project is greater than $400,000; follow the Non-Line-Item Capital Project procedures if the project is less than $400,000.  

ADVANTAGE APPROVALS

GOPM can administer ALL approvals in ADVANTAGE for capital projects.  The signed SAS-5 Capital Construction form authorizes GOPM to approve and run the ADVANTAGE documents listed.  The agency and Facilities Management need to approve by signing the SAS-5 form only.
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Account Modification SAS-14

(Establish/Delete/Override)
The SAS-14 form is used to establish, delete, change titles or override controls.  The agency is responsible for completing the information on the form. Account modifications are approved by GOPM.

ACCOUNT CODE RULE:  An agency may not utilize an AP, AL or PBU code that already exists for another capital project within that agency.

The following are required fields:

Date - Today’s date - Default
Establish - New project.
Delete - Close project.            Change - Change title or override controls.

BFY – Two (2) digit year related to the year project was authorized. 

Suggestions:  BFY = Session year that the General Assembly appropriated the project/pool. (Example: 2000 Regular Session would be BFY = 00)

Fund - Four (4) character fund code. For Capital Projects, enter fund "0200".

Agency – Three (3) character agency code

AP -Two (2) character appropriation code

AL -Three (3) character allotment code

PBU - Four (4) character program budget unit 

Cash Level Control - Choose which level the cash will be controlled: 1 = Fund, 2 = Agency,

3 = Appropriation, 4 = Allotment, 5= PBU (Program Budget Unit).  Capital Projects will be controlled at “5” PBU level.

Clearing Account - Y = (Yes if clearing account), N = No – default

Descriptive Title - Title of capital project (30 characters maximum)

State Investment Pool -
S = 0100 or 1200 Funds



B = 0200 Bond Funded Project



R = Retirement Funds such as 5100, 5200



N = If PBU begins with IN



I = For all other (Default)

Allowed By Statute to receive Interest Income (Y/N) - Yes or No

Statute -Reference statute that states the account is to receive interest income.


FY - Fiscal Year that statute was enacted.

Inactive Account  (Y/N) - Default N.
Y = Deactivate (Close account)

The following are optional fields:

Override Control - Allows allotments, cash or both to post in red until specified date or until further notice. Cancels override.

Additional Capital Project Information:


State Source of Funding - Revenue Source Code/Description, Example: BFII (Investment Income)


Source Account: 
Revenue Source Account.  Example: 670-7598


Total Project:
Estimated Project Cost


Destination Account:
Closed projects – The account where remaining funds will be returned.
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Capital Construction SAS-5

The SAS-5 form is used as a Capital Construction Authorization to record the financial activity pertaining to authorized capital projects.  The document is completed by the agency and submitted to either the Division of Engineering or GOPM. All Capital Construction Authorization forms will be submitted directly to the Division of Engineering, Finance and Administration Cabinet in Room 158 of the Capitol Annex with the exclusion of Force Account, Information Technology System projects and Equipment Purchase projects.  When appropriate the SAS-5 should be accompanied by the B210-11 form.  This form is for the purpose of establishing the overall project scope for each allotment object class such as (701, 703, etc.).  If assistance is necessary the Division of Engineering will help the agency in the development of the cost breakdown in order to complete this document.  After the Division of Engineering reviews and approves they will then forward to GOPM.  GOPM checks for legal authority, funds availability, timeliness and priority, and ensures the requested action is in compliance with the capital construction statutes.   

Agencies are required, to enter the ADVANTAGE AP, AL, RB, JVT, and PJ documents.  However, to expedite the validation and approval of these documents, GOPM will apply all approvals to these documents in ADVANTAGE when the Capital Construction Authorization (SAS-5) is approved.  After all documents have posted in the system a copy stamped POSTED will be returned to the Division of Engineering and the agency for their information and records that requested actions have taken place.  Below are detailed steps on how to complete the SAS-5 form.

Capital Construction Form SAS-5 Page One Instructions:
Date - Today’s date - Default
Account Number - A unique account number is chosen and requested by the agency for new projects and is established on SAS-14 (Establishment Form), which is provided to all agencies. Please complete both forms on all new projects and also projects to be deleted or closed.  Full account number required
Budget Fiscal Year - Two (2) digit year related to the year project was authorized. 

Suggestions:  BFY = Session year that the General Assembly appropriated the project/pool. (Example: 2000 Regular Session would be BFY = 00)

Fund - 0200 is the fund code for Capital Construction 

Agency - Three (3) character agency code where project is established (Example: 670)
Org - Four (4) character organization code (Example: D670)

AP - Two (2) character appropriation code (Example: 2B)

AL - Three (3) character allotment code (Example: 098)

PBU - Four (4) character program budget unit (Example: 1098)

Project* - Five (5) character project number to be chosen by the agency for agency administered projects.  *Agencies must contact Finance and Administration Cabinet, Dept. for Facilities Management for project numbers on all Facilities administered projects (502-564-3155 ext. 225).

Sub - 00 is the default for the sub-project field

Ph - Z is the default for the Phase field

County - Drop down box with all 120 county codes and descriptions, check county that pertains to project, if multiple counties check 121 for statewide

File Number - Facilities Management file number (Facilities Management assigned file number for projects they are administering).

Page - Enter page numbers

Agency - Name of agency where project is located - Required

Project Description - 30 characters as reflected by the SAS-14  (Establishment Form) - Required

Project Location - Where the project is located (Example: County, City, State Park or Building)

Current Project Estimate - Estimated cost of project - Required
MARS Document Numbers – All agencies are required to enter their appropriate ADVANTAGE documents along with completing the Capital Construction Authorization form (SAS-5). The agency will not approve the ADVANTAGE documents in the system and is only required to approve the Capital Construction Authorization form (SAS-5) by signing on the Authorized Agency signature line, which is at the bottom left hand corner of the document. 

The ADVANTAGE documents are approved by GOPM only.  

Allotments - (AL) - All fields required

Information provided here is used to create the ADVANTAGE AL document to establish or modify project allotment amounts. 


Amount To Date - Enter the total allotments-to-date of the project


Object Class - Drop down list provided with valid object class codes and descriptions (Example: 703 Construction)


Amount - Enter the amount of the increase/decrease requested in allotments – Do not use cents

Revised Amount - This amount is automatically calculated for you by adding the increases and subtracting the decreases from the Amount To Date

Receipts/Transfers - (JVT) - All fields required 

Information provided here, combined with those in the Cash Transfer section described below, are used to create the ADVANTAGE JVT document to transfer cash to the project.


Amount To Date – Enter the total life-to-date receipts of the project.


Obj/Rev Code - Drop down list provided with valid receipt codes and descriptions (Example: N879 - Intra-Fd Tr Investment Income)



Amount - Enter the amount of the increase/decrease requested in receipts


Revised Amount - This amount automatically calculated for you by adding the increases and subtracting the decreases from the Amount To Date  

Appropriations - (AP) - All fields required 

Information provided here is used to create the ADVANTAGE AP document to establish or modify project appropriation amounts.


Amount To Date - Enter the total life-to-date appropriation of the project


Budget Object  - Drop down list provided with valid appropriation budget object codes and descriptions (Example: A050 - Maintenance Pool Appropriation)


Amount - Enter the amount of the increase/decrease requested in appropriations – Do not use cents

Revised Amount - This amount automatically calculated for you by adding the increases and subtracting the decreases from the Amount To Date

Cash Transfers - (JVT) - Required fields are specified

Information provided here, combined with those in the Receipts/Transfer section described above, are used to create the ADVANTAGE JVT document to transfer cash to the project.

BFY - Two (2) digit budget fiscal year associated with the source/destination cash account - Required

Fund - Four (4) digit fund associated with the source/destination cash account  - Required

Agcy - Three (3) character agency code associated with the source/destination cash account - Required

Org/Sub - Four (4) character organization and two (2) character sub code associated with the source/destination cash account - (Four character organization code) - Required 

AP - Two (2) character appropriation code associated with the source/destination cash account - Required


AL - Three (3) character allotment code associated with the source/destination cash account - Required

PBU - Four (4) character program budget unit code associated with the source/destination cash account - Required

Actv - Four (4) character activity code associated with the source/destination cash account

Func - Four (4) character function code associated with the source/destination cash account

Obj/Rev/Sub - Four (4) character object/revenue code, two (2) digit sub-object code associated with the source/destination cash account, drop down box provided with codes and descriptions - (Four character object/revenue code) - Required 


Job/Proj - Eight (8) character project/sub-project/phase code associated with the 


Source/destination cash account - Required

Rptg - Four (4) character reporting code associated with the source/destination cash account


Termini - Seven (7) character code associated with the source/destination cash account

Description - 30 character title as reflected on PRFT associated with the source/destination cash account - Required

Amount - Amount of the increase/decrease associated with the source/destination cash account - Required
Budgeted Funding - (RB) - All fields required

The information provided here is used to create the ADVANTAGE RB document for establishing/modifying the projects Budgeted Funding.


Revenue Source Code – Four (4) character revenue source code funding the project, drop down box provided with codes and descriptions (Example: BFII – Investment Income).


Current Amount - Enter the life-to-date budgeted funding balance for this revenue source code.


Increase/Decrease - Enter the amount this revenue source code’s budgeted funding is to be changed – Do not use cents

Revised Amount – Automatically calculated for you by adding the increases and subtracting the decreases from the Amount To Date.


Total – The total entered above for all revenue source codes is automatically calculated

Pool Increase/Decrease – Pool Increase/Decrease fields are Required if appropriations are being transferred from/to the source/destination pool account such as: Maintenance Pools, Appropriated Clearing accounts, etc.  This information will be used to create the necessary ADVANTAGE AP documents for transferring the pool appropriation amounts.

NOTE: A continuation page for the capital construction order form is available if the information exceeds page one of the form.

Capital Construction Form SAS-5 Page Two Instructions:

Project Information - (PJ)

The information provided here is used to create the ADVANTAGE PJ document to set up the Project Master Record in the Projects subsystem.

Date - Today’s date – Default from page one
File Number - Default from page one (Facilities Management assigned file number for projects they are administering)

Page - Enter page numbers

Agency - Three (3) character agency code – Default from page one

Project - Five (5) character project number – Default from page one
Org - Four (4) character organization code – Default from page one
Description - 30 character description from SAS-14 – Default from page one
Start Date - Today’s date - Default from page one
End Date - Automatically calculated to be 10 years from the Start Date - Default
Project / Grant - Drop down list with valid project types. Select appropriate project type.

Status - Drop down list, select A = Active for new projects, select C = Complete for closed projects. 

CMIA - Eligible - Select No on typical projects where there is 100% Entity Funds (State Funds), Bond Funds or Other Funds. Select Yes where there are Federal funds being used to fund the project and the activity if subject to the Commonwealth’s CMIA agreement with the U.S. Treasury.  Check with your contact in the Division of Statewide Accounting Services if unsure.

BFY - Two (2) digit budget fiscal year code – Default from page one
Termini Required - Drop down list, select NO (Department of Transportation will select Yes when using the Termini Field as a part of their transaction coding.)

Manager - Enter the name of the project manager administering the project. If Facilities Management is responsible for administering the project then contact Facilities Management for the name of the Project Manager. (Example: John Smith)

Entity Wide Project No - Five (5) character project number (this will be entered by Facilities Management if required)

Resp Agcy - Three (3) character agency code for the agency responsible for administering the project (enter 785 for projects that Facilities Management will be administering).  For projects funded by Federal Grants, contact Facilities Management, Division of Engineering to coordinate a responsible agency to establish billings for the grant.

Fund View - Enter the total dollar amount in the appropriate fund/funds.

         (Example: use 30000 for $30,000.00)

Bond Funds – The estimated revenue resulting from bond revenue associated with the project

Federal Funds – The estimated revenue resulting from federal sources of revenue associated with the project

Entity Funds (State Funds) – The estimated revenue resulting from state sources of revenue associated with the project, including both general funds and agency revenue funds

Other Funds – The estimated revenue resulting from other funds associated with the project (Example:  private donations or other 3rd party contributors, etc.)

General View 

Budget Amount - Total project budget amount - Default
C. Description - 30 character description from SAS-14

Federal View - Required on projects funded in whole or in part by Federal funds.  
Description  - (Replaces Memorandum) To provide narrative information so that policy makers can make informed decisions. The information should include all pertinent facts related to the requested action(s).   

GOPM Use Only - For the Governor’s Office for Policy and Management’s use only

Advantage Appropriation (AP) Document

Capital Construction 

The Appropriation (AP) document records appropriations. Each document can record multiple appropriations per fund. This document also modifies existing appropriations.  

	FIELD
	DESCRIPTION

	Agency Number
	Enter three-digit Agency Code.

	Document Number
	Nine-digit number beginning with AP, then using the four digit PBU, and followed by the agency unique coding assignment.  Example: If your CC Account number was 2000-0200-670-1A-356-0356 the AP Document Number would be:  AP0356000.

	Date of Record
	Default is the date the document is accepted. You may leave this field blank.

	Accounting Period
	Default is inferred from Date of Record. You may leave this field blank.

	Budget FY
	Required. Enter the last two digits of the fiscal year that the Capital Project was established.  (This is part of the account numbering scheme.)

	Fund
	Required. Enter fund “0200” for Capital project appropriations. 

	Agency
	Required. Enter the three-digit agency code for the appropriation. See Agency Index (AGCY) for valid values. 

	Organization
	Leave this field blank. 

	Net Appropriation Amount
	Required if adding or modifying appropriation lines. Enter the total of each of the amount columns. Do not enter cents. 

	Net Estimated Receipt Amount
	Leave this field blank.

	Action
	Default is Add [A]. Valid values are:

Add [A]

Adds a new appropriation to your system, or re-activates an inactive unit of appropriation.

Modify [C]

Modifies the appropriation period or the appropriation amounts.

Deactivate [D]

Deactivates/Closes a unit of appropriation (you cannot process any additional obligations against the appropriation).

	Appropriation Unit
	Required. Enter two digit Appropriation Program code. 

	Appropriation Type
	Select “Continuing” for 0200 Capital Projects when setting up the appropriation the first time.  When you are modifying an appropriation you will select “No Change”

	End Date
	The end date for capital projects is ten years from the date you set the appropriation up.  When modifying an appropriation this will be “No Change”.  You cannot spend the funds in this appropriation after this date. 

	Appropriation Amount


	Conditional. Required if adding or changing appropriation amounts. When adding an appropriation, enter the total amount in this field. When changing an appropriation, enter the revised appropriation amount in this field. 

	Def/Inc/Dec
	Default is Default [blank]. Required if Appropriation Amount is modified. Valid values are Increase [I] or Decrease [D]. 

	Appropriation Object
	Enter the appropriation object code. Entry will be validated against the Budget Object (BOBJ) table when processed. 

	Reversion/Beginning Cash Balance
	Default is Neither [blank]. 

	Appropriation Name
	Optional. Enter the description of the appropriation, as you want it to appear on reports. If you enter a new name for a previously defined code, the system adopts the new name. 

	Short Name
	Optional. Enter the name that you want to appear on the reports when not enough space is available for the full name. Example: You can enter the four digit PBU code for the short name. If you enter a name for a previously defined code, the system adopts the new name.

	Estimated Receipt Amount
	Leave this field blank. 

	Def/Inc/Dec
	Default is Default [blank]. 

	Allotment Control 
	Capital project allotments are controlled by Object Class when first setting up the project.  When modifying a project you would select “No Change”.

	Budget Authority 
	Default is Appropriation Only [N]. Required if you want to include estimated or actual receipts in the calculation of budget authority. Valid values are:

Appropriation Only [N]

The spending limit is the current modified appropriation amount, as it exists on Appropriation Inquiry (Extended) (EAP2).

When modifying a project you would select “No Change”.

	Presence Control
	Select “No” when first setting up the project.  When modifying a project you would select “No Change”.


Advantage Allotment (AL) Document

Capital Construction

The Allotment (AL) document records allotments for an appropriation. One allotment per document is allowed. This document also modifies existing allotments.

	FIELD
	DESCRIPTION



	Agency Number
	Enter three-digit Agency Code.

	Document Number
	Nine-digit number beginning with AL, then the four digit PBU and followed by the agency unique coding assignment.  Example: If your CC Account number was 2000-0200-670-1A-356-0356 the AL Document Number would be:  AL0356000.

	Date of Record
	Default is the date the document is accepted. You may leave this field blank.

	Accounting Period
	Default is the accounting period associated with the Date of Record. You may leave this field blank.

	Budget FY
	Required. Enter the last two digits of the fiscal year that the Capital Project was established.  (This is part of the account numbering scheme.) 

	Action 

[New/Reactivate/Modify]


	Default is New/Reactivate [E]. Valid values are:

New/Reactivate [E]

Indicates a new allotment period or reactivates an allotment.

Modify [C]

Modifies appropriation period or appropriation amounts. 

	Allotment Object
	Enter the allotment object code “BCAP” for active projects and “B666” to close a project. See Budget Object (BOBJ) table for valid values. 

	Allotment Year
	Required. Enter the current fiscal year (allotment year). You cannot use an allotment year that is prior to the budget fiscal year. This field is not the same as the FY that is in your accounting string.

	Fund
	Fund Required. Enter fund “0200” for Capital project allotments

	Agency
	Required. Enter the three-digit agency code for the allotment. See Agency Index (AGCY) for valid values.  

	Organization
	Leave this field blank.  

	Appropriation Unit


	Required. Enter the two digit Appropriation Program and three digit Allotment Program. 

	Total Allotment Amount
	Required. Enter the total of the amount column; this is a net amount. Do not enter cents. 

	Allotment Name
	Optional. Enter the description of the allotment, as you want it to appear on reports. If you enter a new name for a previously defined code, the system adopts the new name. 

	Short Name
	Optional. Enter the name that you want to appear on the reports when not enough space is available for the full name. Example: You can enter the four-digit PBU code for the short name. If you enter a name for a previously defined code, the system adopts the new.

	Object Type
	Leave this field blank.  Capital Projects are by Object Class Only. 

	Object Class
	Enter the allotment object class code. See Object Class (OCLS) for valid values. 

	Allotment Period
	Required. All Capital Project Allotment Periods are “01”. 

	Allotment Amount
	Conditional. If adding a new allotment, enter the full amount of the allotment. If modifying a previously entered allotment, enter the amount of increase or decrease. Enter amounts in whole dollars.

	Def/Inc/Dec
	Default is Default [blank]. If adding or changing allotment lines, select Increase [I] or Decrease [D]. 

	Presence Control
	Indicate No [N] for Fund Allotment Control to prevail. 


Advantage Revenue Budget (RB) Document 

Capital Construction

The Revenue Budget (RB) establishes and maintains line item revenue budgets.


	FIELD
	DESCRIPTION



	Agency Number
	Enter three-digit Agency code.

	Document Number
	Nine-digit number beginning with RB, then the four digit PBU and followed by the agency unique coding assignment.  Example: If your CC Account number was 2000-0200-670-1A-356-0356 the AP Document Number would be: RB0356000.

	Date of Record
	Default is the date the system accepts the document. You may leave this field blank.

	Accounting Period
	Default infers the accounting period from Date of Record. You may leave this field blank.

	Budget FY
	Required. Enter the last two digits of the fiscal year that the Capital Project was established. (This is part of the account numbering scheme.)

	Fund
	Required. Enter fund “0200” for Capital Project revenue budgets. 

	Agency
	Required. Enter the three-digit agency code for the revenue budget. Refer to Agency Index (AGCY) and Fund Agency Index (FAGY) for valid values. 

	Total Revised Revenue Amount 
	Required. Enter the total of the revised budget amount for those revenue sources that are to be added or modified. Enter amounts in whole dollars.   

	Calculated Revised Revenue Amount
	Display only. This field is the system-computed total of the revised line amounts. 

	Action
	Required. Enter one of the following valid values: 

Add [A]

Add a new line or reactivate an inactive line.

Modify [M]

Change the description, the two amount columns, or

the unit of appropriation in active lines.

Deactivate [D]

Deactivate a revenue budget line. Close a Capital Project revenue budget.  

	Organization 
	You may leave this field blank.

	Appropriation Unit
	Required. Enter the Program Budget Unit (PBU) element for the capital project. See Program Reference Table (PRFT) for valid values.

The Appropriation Program element and Allotment Program element will be inferred from PRFT based on Program Budget Unit. 

	Rev Source
	Required. Enter the revenue source represented by this line. Refer to Revenue Source Index (RSRC) for valid values. Each capital project revenue begins with “BF”   Example for Investment Income:  BFII (Budget Funding Investment Income)

	Revised Amount
	Required if adding a new line or changing amounts on a line. Do not enter cents; round off to the nearest dollar.  

	Inc/Dec Amount
	Required. Enter the unsigned difference between the revised budget amount and the existing amount. Do not enter cents; round off to the nearest dollar.

	Description
	Optional. Enter a description. To change a previous entry, enter Change [C] in Action and enter the new description exactly the way you want it to appear on reports.

	Quarter Amount (1-4)


	Leave this field blank.  

	Def/ Inc/ Dec  
	Leave this field blank. 


Advantage Journal Voucher Transfer (JVT) Document 

Capital construction

The Journal Voucher  (JVT) document is a limited use Journal Voucher.  This special Journal Voucher type will allow agencies to make on-budget/off-budget cash transfers.  The JVT will require approval by Central Finance and/or GOPM.

	FIELD


	DESCRIPTION



	Agency
	Enter the three-digit Agency Number to be used in the document number on this JVT.

	Document Number
	Nine-digit number beginning with JVT, then the four digit PBU and followed by the agency unique coding assignment.  Example: If your CC Account number was 2000-0200-670-1A-356-0356 the JVT Document Number would be: JVT035600.

	Date of Record
	Default is the date the system accepts the document.  You may leave this field blank.

	Accounting Period
	Default is inferred from Date of Record.  You may leave this field blank.

	New/Modification [Action]
	Default is New (N).  You will always use N for capital projects.

	Comments
	Optional.  Enter a descriptive note about this document.

	Reversal Date
	Leave this field blank.

	Debit Total
	Required.  Enter the total amount of the debit lines on this document.  This field must equal Credit Total, or the document is rejected. JVT’s are the only capital project ADVANTAGE document that you can use dollars and cents.

	Credit Total
	Required.  Enter the total amount of the credit lines on this document.  This field must equal Debit Total, or the document is rejected.

	Calculated Debit Total
	Display only.  The system automatically calculates the total amount of debit lines on this document.  This field must equal Calculated Credit Total, or the document is rejected.

	Calculated Credit Total
	Display only.  The system automatically calculates the total amount of credit lines on this document.  This field must equal Calculated Debit Total, or the document is rejected.

	Budget FY
	Required. Enter the last two digits of the fiscal year that the Capital Project was established. (This is part of the account numbering scheme.)


	Account Type 
	Conditional. Select the account type associated with this journal voucher transaction. The journal voucher document has multiple uses. For more information on entering this field, refer to the User’s Guide. Valid values are:

On-Budget Transfer Out [22]

Off-Budget Transfer Out [24] 

Transfer-In [31]

	Memo Ref Doc/Line
	Leave this field blank.

	Fund
	Required. Enter a Fund code valid on FUN2. The Fund code cannot be a Capital Project Fund code.

	Agency
	Required.  Enter the agency used on this journal voucher.  

	Organization/Sub
	Required.  Enter the organization and sub-organization (if desired) used on this journal voucher.  

	Appropriation Unit
	Required.  Enter the Program Budget Unit  (PBU) element for this line. The Appropriation and Allotment program portions will be inferred from PRFT based on the Program Budget Unit coded. 

	Object/ Revenue/Sub 
	Conditional. Enter the object and sub-object associated with this journal voucher OR the revenue source and sub-revenue source associated with the journal voucher. 

	Activity
	Conditional.  Enter the activity code used on this journal voucher line.   

	Function
	Conditional. Enter the function code used on this journal voucher line.   

	Debit
	Conditional.  Enter the amount to be debited on this line.  If debit is coded, credit must be blank.

	Job Number
	Conditional.  Enter the Proj/Sub-Proj/Phase or job number associated with this journal voucher.   

	Report Category
	Conditional.  Enter the reporting category associated with this journal voucher.  

	Termini
	Conditional. Required if Termini Validation Indicator is selected on Agency Project (AGPR) for this project. Enter the mile point, range of mile points, or bridge identifier at which work is performed for a given Highway Route.  

	Vendor/Customer
	Default is None [blank].   This field indicates if the value entered in Code is valid on Vendor (VEN2).  Valid values are:

Vendor 

Customer

	Code
	Conditional. Enter the vendor or customer associated with this journal voucher.  

	Name
	Default is inferred from Vendor (VEN2) or Customer (CUST) depending on the value in Code. Enter the name of the vendor or provider for reference purposes.

	Description
	Optional.  Enter a description for this journal voucher line.

	Credit
	Conditional.  Enter the amount to be credited on this line.  If credit is coded, debit must be blank.


Advantage Project Management Master (PJ) Document

Capital Construction

The Project Management Master (PJ) document establishes and maintains descriptive and budgetary information about projects.  

The PJ document will need to be completed to establish Capital Construction Projects. A PJ Modification will need to be completed when there is a project change. (Example: Appropriation Increase or Decrease, Project Manager has Changed, Project is Closed, Source of Funding for the Project has Changed, Start or End date has Changed, Etc.)

	 FIELD
 
	DESCRIPTION
 

	Agency Number
	Enter three-digit Agency Code.

	Document Number
	Nine-digit number beginning with PJ, then the four digit PBU and followed by the agency unique coding assignment.  Example: If your CC Account number was 2000-0200-670-1A-356-0356 the PJ Document Number would be:  PJ0356 .

	Date of Record
	Default is the date the document is accepted.  You may leave this field blank.

	Agency
	Required.  Enter the three-digit agency code for the project. See Agency Index (AGCY) for valid values.

	Project
	Required.  Enter a number to uniquely identify the project.

If this is a new project, the project code does not exist until a PJ document has been processed. This includes new line-item projects approved in the capital project budget along with any new maintenance pool projects.

If modifying an existing project, the project must match the one on the original document.

* Please contact Finance and Administration Cabinet, Division of Engineering, for project numbers administered by Facilities Management  (502) 564-3155 ext. 225.   

	Organization
	Optional. Enter the organization code for this project.

	New/Modification [Action]
	Defaults to New [E]. Select New [E] when entering a new project, select Modification [M] when modifying an existing project.  (A PJ Modification will need to be done each time there is an Appropriation increase or decrease or other funding change.)   

	Description
	Optional.  Enter a brief description of the project.


	Start Date
	Required.  Enter the beginning date (mm dd yy) of the project.


	End Date
	Required.  Enter the estimated last day (mm dd yy) of project activity.  Ensure that this date is greater than Start Date and is valid on Calendar Date (CLDT).  (For Capital Construction Projects the End Date should be entered as 10 years from the Start Date. This will ensure that all projects will not need a PJ Modification, to post transactions that are processed past the completion of the project.)    


	6 year item No. 
	Enter the six-year item number for reporting purposes

	Project/Grant
	Drop down list with valid project types. Select appropriate project type.

	Status
	Required.  See Project Status (PRST) for valid values. 

· Type A (Active) for new projects

· Type C (Complete) for closed projects

	CMIA – Eligible      Yes/No/No Change
	Select this checkbox if the project is a State Treasury CMIA agreement.  Select NO on typical projects where there is 100% Entity Funds (State Funds), Bond Funds or Other Funds. Select YES where there are Federal Funds being used to fund the project and the activity is as subject to the Commonwealth's CMIA agreement with the U.S. Treasury. Check with your contact in the Division of Statewide Accounting Services if unsure.   

	Project FY
	Required.  Enter the last two digits of the fiscal year that the Capital Project was established. (This is part of the account numbering scheme)

	Project FY Start Period
	Required.  Enter 07. 

	Termini Required   Yes/No/No Change
	Required.   Select NO (Department of Transportation will Select Yes if Termini must be coded on all accounting documents processed against this project.) 

	Manager
	Required.  Enter the name of the individual managing the project.  For projects administered by Division of Engineering, Contact Division of Engineering for the name of the project manager.  502-564-3155 ext. 225 


	Entity-wide Project Number
	Optional.   Enter the number that joins a group of projects together.


	Fund View
	 

	Bond Funds, Federal Funds, Entity Funds, Other Funds  (Dollars)
	Default is 0.00.  The estimated revenue resulting from one or more of the four types (bond, federal, entity, or other) of revenue associated with the project.  Enter the total dollar amount in the appropriate fund/funds. (Example: use 30,000.00 for $30,000.00) 


	Total Project Budget (Dollars)
	Default is 0.00.  The sum of all budgeted amounts.  Line amounts must equal the amount entered in this field.

	Bond Funds, Federal Funds, Entity Funds, Other Funds, Total Project Budget (Def/Inc/Dec)
	Default is Default [blank].  Enter Increase [I] to increase a fund amount or Decrease [D] to decrease a fund amount.

	Bond Funds, Federal Funds, Entity Funds, Other Funds, (Percent)
	Leave blank.  These fields are not used in MARS.

	Revenue Budget Editing  Yes/No/No Charge
	Default is No Change [blank] on new entry only.  Enter Yes [Y] or No [N].  Yes [Y] indicates that revenue budgets are used and edits are performed to ensure that funding source and revenue source amounts are synchronized.

	General View
	 

	Sub-Project
	Required.  Enter the sub-project(s) that identifies the division of the project.  The system requires each project to have at least one sub-project.  Before establishing sub-project codes consider whether there will be multiple subprojects for this project. 

	Phase
	Required.  Enter the Phase that identifies the division of the sub-project.  The system requires each sub-project to have at least one Phase.  See Project Phase (PRPH) for valid values.  Before establishing Phase codes consider whether there will be multiple Phases for each subproject or project.     

	Status
	Required.  On a new transaction, select Open [O] or Closed [C].  On a modification transaction, select No Change [blank], Open [O], or Closed [C].  

	Participating
	Default is No Change [blank].  Enter Participating [P] if this sub-project/phase combination is associated with project activity participating in the automated expenditure reimbursement process.  Enter No Change [blank] or Non-Participating [N] if associated costs are not eligible for participation in a reimbursement process.  (Most Capital Construction projects are Non-Participating). Check with your contact in the Division of Statewide Accounting Services if unsure.     

	Funds Edit
	Default is No Change [blank].  Valid values are Yes [Y] or No [N].  Indicates whether project budgetary controls are applied when accounting transactions are made against the project.  (Select NO for Capital Construction projects)    

	Budget Amount
	Default is 0.00.  Enter the amount allocated for this portion of the project.  Line amounts must equal the total project budget on the Fund View.


	Def/Inc/Dec
	Default is Default [blank].  Required on modification transactions.  Enter Increase [I] to note an increase in the budget amount of Decrease [D] to note a decrease.

	Authorized Date
	Optional.  Enter the date when expenditures start incurring against the sub-project/phase combination.

	CE Phase Percent
	Optional.  Leave blank if this is not a construction-engineering Phase or if the Project Billing Subsystem is not installed.  Enter the percentage of construction engineering costs that are eligible for reimbursement.  The number you enter must be between .001 and 100.

	Job Number
	Conditional.  Required if your installation has the Job Cost Subsystem installed.  Enter the job number associated with this project/sub-project/phase.  Otherwise, leave blank. Leave blank for Grants.

	Agreement Date
	Conditional.  Required if you have installed the Project Billing Subsystem; otherwise, this field is optional.  Enter the first date (mm dd yy) when you can be reimbursed for the expenditures against this project.

	Description
	Optional.  Enter a description of the sub-project phase.  When projects have multiple sub-projects within one account, a unique description should be entered for each sub-project.

	Fed Prefix/Route/Section
	Optional. Enter the applicable Federal prefix, route and section if a FHWA-funded project. For other projects, this field may be used at the agency’s discretion.

	Federal View
	 

	Federal Catalog Number
	Conditional. Required if CMIA-Eligible is selected. If entered, the first two characters must reference a federal agency on Federal Agency (FEAG). 

	Draw down Group
	Optional. Enter the draw down group for this project. See Project Billing Draw down Group (PBGR) for valid entries.  The Responsible Agency must be valid for the draw down group selected.  

	Federal Agency Name
	Display Only.  Inferred from Federal Agency (FEAG) if Federal Catalog Number is entered.

	Federal Number
	Enter the federal code that connects the grant to a federal appropriation.

	Common Accounting Number
	Optional.  Enter a common accounting (CAN) only if one applies.


	Federal Identification Number
	Optional.  Enter the federal number identifying the grant.

	Major Federal Aid Number
	Optional.  Enter the major federal aid number only if you wish to connect this grant with other grants for reference purposes.

	Revenue Source
	Optional.  Enter a revenue source code if you wish to charge to this revenue source code instead of the revenue source code found on Project Billing Parameters (PBPT) for federal billings.
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