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1 Business Process – Establish/Modify Projects and/or Transfer Funds (PB540)

1.1 Business Process Description

Projects can be created and then modified in ADVANTAGE.  The creation of a project in ADVANTAGE is the first critical step.  Any funding splits, billing, charges, etc., with respect to a project can not occur until that project has been established.  Once created, the project can be modified in many different ways.  For a project to be created it is necessary that the project carries with it at least one Subproject / Phase combination.

The first critical step in the creation of a project is the Project/Grant Master (PJ) document. A PJ document can be originated easily. The PJ is used to create every Project/Grant and all Subproject/ Phase combinations that go along with it. Any funding splits, billing, charges, etc…with respect to a project cannot occur until that Project/Grant has been established.

The person who is creating/processing the PJ document defines subprojects. A PJ can have up to 99 lines for subprojects and phases per Project/Grant. Different subproject/phase combinations may be created to track charges in different reportable categories. In terms of the fund split logic, a subproject/ phase combination generally represents areas with different fund splitting ratios. However, this same user can only select from the pre-defined phases as to what phase goes with his Project/Subproject/Phase combination.

Projects/Grants can be tracked at different levels. The Project Budget Line Inquiry (PRBL)(1 of 2) will track Project/Grant progress at the project/grant/subproject/phase level. Records get added to PRBL when a Project/Grant Master is processed. Records also get changed on PRBL after billing cycles and PJ modification entries.

The Project Budget Line Inquiry (PRB2)(2 of 2) is similar to the PRBL. The same records are maintained on each. However, PRB2 (2 of 2) contains “INCEPTION TO DATE ACTIVITY” pertaining to the billing process that PRBL (1 of 2) does not. PRB2 (2 of 2) updates the amount fields to reflect expenses and revenues at the project/subproject/phase level and (like most inquiries) is a read only table. Any entries will be modified only when the PJ document is modified or the billing cycle is run.

A Project Fiscal Year Inquiry (PFYT) is a table that reports monies designated by fiscal year. Should the monies be stretched over multiple years, the PFYT table will show the chosen year’s financial results. Example: If a project takes three years to complete and each year the project is designated a certain amount of money, then the PFYT will show the results from the year the user chooses to see.

The Subproject Description Inquiry (SPDT) records descriptive information about each unique project/ subproject/phase combination. A record is added to this table when a new project/subproject/phase is accepted by the financial system via the Project/Grant Master (PJ) document. The additional descriptive information is maintained by the user/agencies to describe their project as they see fit. Thus, SPDT is both system-maintained and user-maintained.

The Agency Project Inquiry (AGPR) table will track the project/grant progress at the project level. The information will be updated from the Project/Grant Master (PJ) document.

Finally, the Entity Wide Project Number (ENPR) will track progress at an even higher level than project. This is essential in some cases where multiple projects must be established for a single project/grant. For instance, if two different agencies were sub-recipients for the same grant, each agency would establish a separate project. ENPR will show combined data for both projects. 

1.2 Project Management Master (PJ) Document and Related Inquiry Tables   

Figure 1.  PJ Updates




1.3 System Mapping

This process involves the creation of a Project in ADVANTAGE using the Project/Grant Master (PJ) document.  This document is used to create every Project and all of the Subproject / Phase combinations that go along with it.  The alphanumeric two-byte subproject field allows for 1296 different subprojects and up to 36 different phases for each one of the subprojects.  The subprojects are defined by the person who is creating / processing this Project Master document.  However, this same user can only select from the pre-defined phases as to what phase goes with his Project / Subproject / Phase combination.  In other words, the actual subproject is created from this document and placed on the Subproject Description table (SPDT).  However, the Phase is selected from the Phase table and placed with a Project / Subproject combination.

1.4 List of Key Actors

The key actor(s) for this process are:

· Project Management Official(s)

· Accounting Manager(s)

· Grant Accounting Specialist(s)

· Cash Management Official(s)

1.5 Related Policies

· 010
Define projects to the system

--GP policy exists

· 015
Set up the appropriation


--GP policy exists

1.6 Procedures

Procedure Steps to Establish/Modify Projects and/or Transfer Funds

1. Establish a project by preparing a Project/Grant Master (PJ) document. The Project/Grant Master (PJ) document is provided for the user to enter project and budgetary information, including Federal identifiers and codes for Federally funded grants and projects. This Federal information includes descriptive information such as grantor, start and end dates, and data for the Cash Management Improvement Act (CMIA) of 1990. 

A. Log in to Advantage Desktop.

Click on the “Go To” button.

Type in “PJ” in the Code field.

Click on the “Open” button. A blank Batch/Document Entry screen now appears. (See Advantage Desktop Getting Started guide for further explanation of Batch/Document Entry Screen)

In the “Document ID” field, enter the three-digit Agency # and select the “Automatic

Document Numbering” box.

Select the “New” button and then select “OK”.

B. A blank PJ document will now appear and will be available for entry. The

following fields are required and must be entered on all PJ documents:

Fund View

1. Date of Record is inferred from system current date. Leave blank.

2.
New/Modification. Defaults to New. Select New when entering a new project, select Modification when modifying an existing project.

3.
Enter Agency. See Agency Index (AGCY) for valid values.

4. Enter Project. Use a number to uniquely identify the project. If a new 

project, the project code must not exist on Agency Project Inquiry (AGPR). If modifying an existing project, the project must match the one on the original document.

5.
Organization. Optional.

6.
Description. Optional. You may enter a brief description of the project.

7.       Enter Start Date (mm/dd/yy). Enter the date the project/grant is to begin. 

8.       Enter End Date (mm/dd/yy). Enter the estimated last day of project/grant


 
activity. Ensure that this date is greater than Start Date and is valid

on Calendar Date (CLDT).

9.       6 Year Item No. Optional. Used for projects in the six-year Road Plan

             and the six-year Capital Projects Plan. Enter the six- year item number

             for reporting purposes.
10.
Project/Grant. Select either Project or Grant as appropriate.

11.        Enter Status. See Project Status (PRST) for valid values.

12.
CMIA-Eligible. Select Yes if the project/grant is CMIA-Eligible.

      13. 
Enter Project FY. Use the current State Fiscal Year. 

14.        Enter FY Start Period “07”. Enter the calendar month (mm) when the


                                       Fiscal year associated with the project starts.

15.
Termini Required. Optional. Used only by Transportation Cabinet. Select Yes if Termini must be coded on all accounting documents processed against this project. Termini is the mile post, range of mile points, or bridge identifier at which work is being performed for a given highway route.

16. Project Manager. Optional. Enter the name of the individual managing the project.

17. Entity-Wide Project Number. Optional. Enter the number that joins a group of projects together. The agency responsible for a grant may opt to create several projects/grants totaling the grant award. If multiple agencies share a grant, each agency will create a project and enter the same Entity-Wide Project Number to link the projects for reporting purposes. There is no higher grouping than Entity-Wide Project Number.

18. Responsible Agency. Enter the agency code for the agency responsible for performing draws on behalf of the whole drawdown group. See Agency Index (AGCY) for valid values.

19.
Bond Funds, Federal Funds, Entity Funds, Other Funds (Dollars) Default is 0.00. Enter the estimated source of funding to be provided by one or more of the four types of revenue (bond, federal, entity, or other) associated with the project. (NOTE: Entity refers to any type of State funds (e.g., General, Agency Revenue Fund). Other refers to funds to be provided by external third parties. Enter only those amounts your agency expects to spend on the project/grant. If other agencies are participating in the project, they too will set up projects that account for other portions of the total budget.) 


20.
Total Project Budget (Dollars). Default is 0.00. Enter the sum of all budgeted amounts. Line amounts must equal the amount entered in this field.

21.       Bond Funds, Federal Funds, Entity Funds, Other Funds (Def/Inc/Dec).  

Default is Default [blank]. If processing a modification, enter Increase [I] to increase a fund amount or Decrease [D] to decrease a fund amount.

22.       Bond Funds, Federal Funds, Entity Funds, Other Funds (Percent).     

    



Default is 0.00. Enter the percent of total project budget represented by 

each revenue source.


23. Revenue Budget Editing. Default is No Change on new entry only. Select Yes or No. Yes indicates that revenue budgets are used and edits are performed to ensure that funding source and revenue source amounts are synchronized. Used ONLY for Capital Construction Projects.

General View

. 

1. Enter Sub-Project. The system requires each project to have at least one sub-project

2. Enter Phase. The system requires each sub-project to have at least one phase. See Project Phase (PRPH) for valid values.

3. Enter Status. On a new transaction, select Open or Closed. On a modification transaction, select No Change, Open, or Closed.

4. Participating. Enter Participating if this sub-project/phase combination is 

associated with project activity participating in the automated Project Billing process. Enter No Change or Non-Participating if associated costs will not participate in the automated billing process.

5. Funds Edit. Default is No Change. Select Yes or No to indicate whether budgetary controls are applied when accounting transactions are made against the project.

6. Budget Amount. Default is 0.00. Enter the amount allocated for this subproject/phase.

7. Def/Inc/Dec. Default is Default. Required on modification transactions. Enter Increase to note an increase in the budget amount or Decrease to note a decrease.

8. Authorized Date. Optional. Enter the date when expenditures start incurring against the subproject/phase combination.

9. 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. Applicable ONLY to FHWA-Funded Highway Projects.

10. Job Number. Conditional. Required if your installation has the Job Cost Subsystem installed. Enter the job number associated with this project/sub-project/phase. (IMPORTANT NOTE: The user has the option of coding a project number directly on an accounting document, or automatically inferring it from a Job Number which may be "hard coded" to the specific project with this field here. However, leave this field blank if expenditures against the project will be recorded against a fund with a YES indicating Project/Subproject/Phase Required on Fund Table (FUN2).) 

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

(Project Start Date is a good date to enter in this field.)

12. 
Description. Optional. Enter a description of the subproject/phase.

13. 
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
1. 
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).

2. 
Federal Agency Name. Conditional. Inferred from Federal Agency 
(FEAG) if Federal Catalog Number is entered.

3. 
Federal Appropriation Number. Optional. Enter the federal code that connects the grant to a federal appropriation.

4. 
Common Accounting Number. Optional. Enter a common accounting number (CAN) only if one applies.

5. 
Federal Identification Number. Optional. Enter the federal number identifying the grant.

6. 
Major Federal Aid Number. Optional. Enter the major federal aid number only if you wish to connect this grant with the other grants for reference purposes.

7. 
Drawdown Group. Optional. Enter the drawdown group for this project. See Project Billing Drawdown Group (PBGR) for valid entries. The Responsible Agency must be valid for the drawdown group selected.

8. 
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.

2. Verify PJ updates:

A.
To view financial and descriptive information about projects, proceed to Agency/Project Inquiry (AGPR) table. The AGPR screen has three (3) views: Amounts, Percents, and Federal. Go to Advantage Go To Window  and type “AGPR”. (See Advantage Financial User’s Reference for detailed explanation of screen.)   Press the <OPEN> button and an AGPR table is displayed.

Amounts View

1. Enter the agency responsible for the project or sub-project.

2. Enter the project code identifying the project.

3. 
On the Menu Bar, select Display: Browse Data.

At this point, all appropriate header information is displayed along with the following amounts:


Bond Funds


Encumbered


Federal Funds


Expended


Entity Funds


Expensed


Other Funds


Project Charges


Total Agreement

Accrued Revenue


Collected Revenue

You will notice the AGPR has an AMOUNTS line and a PERCENTS line. Since the AGPR is at the project level, it informs us of the progress of the project by displaying financial and descriptive information about specific projects. AGENCY and PROJECT organizes this system-maintained window. The information in this window is updated by the Project/Grant Master (PJ) document and expenditure and revenue accounting documents.

B.
To view project spending by sub-project and phase, proceed to Project Budget Line Inquiry (1of 2) (PRBL).  This window is organized by agency, project, sub-project and phase. Go to Advantage Go To Window and type "PRBL". (See Advantage Financial User's Reference for detailed explanation of screen.) Press the <OPEN> button and a PRBL table is displayed.

1. Enter the agency managing the project.

2. Enter the assigned project number for the project, as well as the code identifying a sub-portion of the project, if applicable.

3. Enter a code identifying a phase of the project (e.g., design phase, construction phase, etc.)

4.
On the Menu Bar, select Display: Browse Data.

You will notice the lines that are displayed because a record was created from the PJ document. Remember the PRBL updates the amount fields to reflect expenses and revenues at the project/subproject/phase level and is a read only table. Any entries will be modified only when the PJ document is modified. However, updates will occur as charges are made and/or billing processes are run.

To view project spending by sub-project and phase, proceed to Project Budget Line Inquiry (2 of 2) (PRB2).  This window is organized by fund, agency, project, sub-project and phase. It is similar to the PRBL as they maintain the same records, but different data regarding these records. Go to Advantage Go To Window and type "PRB2". (See Advantage Financial User's Reference for detailed explanation of screen.) Press the <OPEN With Data> button and a PRB2 table is displayed.  

1. Enter the agency managing the project.

2.
Enter the assigned project number for the project, as well as the value identifying a sub-portion of the project.

3. Enter a value identifying a phase of the sub-project; (for example, design phase, construction phase, etc.)

4. On the Menu Bar, select Display: Browse Data.

You will see that the remainder of the information on the PRB2 is inferred.

C. To view summaries of project data by fiscal year, proceed to Project Fiscal Year Inquiry (PFYT). The PFYT provides summaries of Project/Grant data by fiscal year, as opposed to inception to date data like the PRBL and PRB2. Go to Advantage Go To Window and type "PFYT". (See Advantage Financial User's Reference for detailed explanation of screen.) Press the <OPEN With Data> button and a PFYT table is displayed.

1. Enter the last two digits of fiscal year when the accounting transaction was posted.

2. Enter the agency responsible for the project.

3. Enter the value identifying the project, as well as the value identifying the portion of the project accounted for in this entry.(Project/Subproject)

4. Enter the value further segregating the project accounted for in this entry. (Phase)

5. On the Menu Bar, select Display: Browse Data.

You will see that the remainder of the information on the PFYT is inferred. Remember the PFYT updates the amount fields to reflect expenses and revenues at the project/subproject/phase level and is a read only table. Records are created on PFYT when a Project/Grant Master (PJ) is processed.

D. To view descriptive information about each unique sub-project and phase combination, proceed to Sub-Project Description (SPDT).  A line is added to this table when a new project, sub-project and phase is accepted by the financial system via the Project/Grant Master (PJ) document.  The additional descriptive information is entered/ maintained by the user/agencies as they see fit. Go to Advantage Go To Window and type "SPDT". (See Advantage Financial User's Reference for detailed explanation of screen.) Press the <OPEN > button and an SPDT table is displayed.

1. Enter the agency responsible for the project.

2.
Enter the value identifying the project, as well as the value identifying the

                                             portion of the project accounted for in this entry.(Project/Subproject)

3.
Enter the value further segregating the project accounted for in this entry. 

             (Phase)

4.
On the Menu Bar, select Display: Browse Data.

Data will now be inferred on this table if the users/agencies have entered the fields that they desire to be maintained. The SPDT fields can be updated/ maintained as needed by the users/agencies. Once entered, you would scan on your records to then have the rest inferred from a Browse command.  

E.
The Entity-Wide Project Inquiry (ENPR) provides a vehicle for accumulating total 

             activities when the various pieces of the project are administered by more than one

             agency. The window is organized by ENTITY-WIDE PROJECT NUMBER. Lines are

             added to this window whenever a project transaction identifies a project as belonging to a

             particular project. Lines are modified by the project transaction and by expenditure and

             revenue accounting transactions. Go to Advantage Go To Window and type "ENPR".

             (See Advantage Financial User's Reference for detailed explanation of screen.) Press the

             <OPEN > button and an ENPR table is displayed.

1. Enter the identifying number that connects a group of projects (agency 

projects) together in the Entity-Wide Project Number field. 

F.
Another step taken in further establishing Projects/Grants after a Project/Grant Master (PJ) document has already been processed involves a table called Project Appropriation (PAPR). This table maintains the correct accounting codes for transactions that affect project/grant and the related appropriation(s).

Before accounting documents may be processed using a project number, valid accounting codes must be associated with the project number on Project Appropriation (PAPR). The PAPR table establishes the relationship between a project and program budget unit. Set up of this table facilitates the control of specific funds affected as a result of accounting transactions.

The Project Appropriation (PAPR) table has two main purposes:

1. It creates project and appropriation association.

2. It indirectly results in project funding and budget control.

The Project Appropriation (PAPR) table establishes the relationship between a project and program budget level. Set up of this table facilitates the control of specific funds affected as a result of accounting transactions. To access the PAPR table, go to Advantage Go To Window and type "PAPR". (See Advantage Financial User's Reference for detailed explanation of screen.) Press the <OPEN> button and a blank PAPR table is displayed. Entries need to be made on PAPR before any accounting transaction may be processed that has an impact on a project/grant, subproject, and phase and its related budgeted dollars. The following fields are required and must be entered on all PAPR records:

1. State FY. Enter the last two digits of the state fiscal year for the

Program budget that you are associating with a project. Valid values are on Fiscal Year (FSYR) table.

2. Agency. Enter the agency for the project. Valid values are on

             Agency  (AGC2) table.

3. Project/Sub-Project/Phase. Enter the project, sub-project, and 

phase to which you are associating the program budget. Valid

values are on Project Budget Line (PRBL).

4. Fund. Enter the fund for the program budget. Valid values are on


Fund (FUN2).

5. PBU. Enter the program budget unit for the program budget.

             Valid values are on Program Reference (PRFT).

6. Organization. (Conditional) Required if Required on Budget 

             and Accounting is selected as the Organization Option for 

             Allotment on Fund Agency Index (FAGY); otherwise this field

             must be left blank.

7. Funding Type. Enter a Funding Type if the program

             budget will be used for billing. Valid values are:

F
Federal

S
State

B
Bond

O
Other

8. On the Menu Bar, select Modify: Add.

The entry that you have just set up establishes the needed association between the project/grant and the related budget dollars. Once a PJ has been entered, approved, and processed, and PAPR entries have been made, users may process accounting transactions against the specific project grant. (NOTE: If using split funding, you must make PAPR entries for each type of funding involved.)
2 Business Process – Establish Funding Percentages and Priorities (PB530)

2.1  Business Process Description

The Project/Grant Participation (PZ) document is used to establish the funding participants for a project/

subproject/phase so that those providers of funds can be billed for reimbursement of expenditures against the project. For each project, subproject, and phase, the PZ document specifies the providers of funding for federal, state, bond and other funding types, and their agreement amounts. The sum of the agreement amounts across all the program/providers must equal the budget established for the project/subproject/

phase on the Project/Grant Master (PJ) document. The PZ document can be modified at any time. New program/providers can be added, old program/providers removed, or their agreement amounts modified.

The following information is defined on the PZ document:

· The program/providers associated with the project, subproject, and phase

· The amount each program/provider has agreed to contribute to the project/grant

· Billing priorities

· Funding/Billing percentages are driven from the Project/ Grant Participation (PZ) document and reported on Project Funding Source Inquiry (PFST) and Project Summary Inquiry (PSUM)

· Funding types (federal, state, bond, and other)

· Eligible funds and Ineligible funds

· The valid billing cycle for each program/provider (e.g. weekly, monthly, etc…this can also be a CMIA-compliant funding method like Composite Clearance or Zero Balance)

Acceptance of the PZ document results in entries being made on PFST, Federal Obligation Ledger (FOBL), State Obligation Ledger (SOBL), and the Funding Source Summary Ledger (FSSL).

The PZ document for a specific project, subproject, and phase combination is accepted only after a project has been established using the Project/Grant Master (PJ) document. The first time the PZ document must equal the budgeted amount from the corresponding line (sub-project) of the PJ document. This will allow the billing process to bill the various program/providers.

As previously mentioned, this process involves establishing the fund splitting percentages (if there are any) and the billing priorities (if there are any) that apply to different grants or similar cooperative agreements with funding providers.  The funding can come from combinations of one, two, three, or all of the available types.  The available types are federal, state, bond, and other.  The billing priorities can range from 1 to 99.  This determines which funds are drawn from first.  One “Ineligible” fund is required in this process.  An “I” is entered in the Billing Priority field.  This is used when funds are available for use, but this usage does not include some specific type(s) of charges.  Therefore, the ineligible funds would cover these charges. Every PZ document must have an ineligible line. Ineligible charges are determined by any of the following:

· Object (OBJ2)

· Activity (ACT2)

· Obligation Eligibility Exception (OBEX)

· Activity Eligibility Exception (ACEX)

· Transfer Eligibility Exception (TREX)

The agreement amount on an ineligible line may be zero or it may be a specified value. If the amount on an ineligible line is zero, the ineligible charges are held in an “unbilled” state. If the amount on an ineligible line is a specified amount, the ineligible charges are moved, if necessary, to the Fund, Agency and, optionally, to the Organization and/or Program Budget Unit (PBU) specified on PGPV.

For “eligible” agreement amounts, priorities may be used to control the order in which charges are applied.







PRIORITY



Example #1: 
Federal

$75,000
        1





State (GF)
  25,000
        1



Eligible charges are applied in a 75/25 ratio to federal and



state (General Fund) funds.



Example #2:
Federal

$75,000
        1





State (GF)
  25,000                     1





Federal

  75,000                     2





State (AF)           25,000

        2



Eligible charges are applied in a 75/25 ratio to Priority 1 agreement



amounts until they are consumed. Then eligible charges are applied



in a 75/25 ratio to Priority 2 agreement amounts until they are consumed.



Charges that exceed all agreement amounts are held in an “unbilled”


state until corrective action is taken.

Project Participation (PZ) Document and Related Ledgers

Figure 2.   PZ Updates




2.2 System Mapping

In this process the Project Participation (PZ) document in ADVANTAGE is used.  This is the document in ADVANTAGE that is used after the project has been established using the Project Management Master (PJ) document in ADVANTAGE.  In this process we determine the funding type (i.e. Federal, State, Bond, or Other). One PZ will be processed for each line (subproject/phase) on a PJ defined as “participating” in the billing process.

2.3   List of Key Actors

The key actor(s) in this process are:

· Accounting Managers

· Grant Accounting Specialists

· Agency Staff

2.4 Related Policies

N/A

2.5  Procedures

Summary of Procedure Steps to Establish Funding Percentages and Priorities

1. Determine the project/participation funding (i.e., funding sources: Federal government, state /agency funds, and/or third party funds) by reviewing appropriate documentation detailing funding sources. This step would normally take place at the agency/program level.

2.
Prepare Project Participation (PZ) document. The PZ document is used to establish the financial participants in a project, sub-project, or phase. This document specifies the participating programs or providers and their agreement amounts; it also allows you to add or remove programs/providers or modify their agreement amounts at any time. (See Advantage Financial Project Billing User’s Guide & User’s Reference)

A. Log in to Advantage Desktop. (See Advantage Desktop Getting Started guide for further explanation of Batch/Document Entry screen.)

Click on the “Go To” button.

Type “PZ” in the Code field.

Click on the “Open” button. A blank Batch/Document Entry screen now appears. (See Advantage Desktop Getting Started guide for further explanation of Batch/Document Entry screen.)

In the Document ID” field, enter the three-digit Agency # and type “PZ” as the document number.

Select the “Automatic Document Numbering” box.

Select the “New” button and then select “OK”.

B. A blank PZ document will now appear and will be available for entry. The following fields are required and must be entered on all PZ documents:

1. Date of record is inferred from system current date if not entered.

2. Enter State and Federal Fiscal Years.

3. Enter Agency. See Agency Project (AGPR) for valid values.

4. Enter Project/Sub. Enter project and (if desired) the sub-project code.

5. Enter Phase. See Project Budget Line (PRBL) for valid values.

6. Enter Sponsor. Type ”SP”. (For Transportation Cabinet, see Sponsor (SPSR) table for valid values.)

7. Enter Document Total.

8. Enter Total Eligible.

9. Default/Original/Adjustment automatically comes up as Orig when first entering a document.

10. Enter Funding Type.

11. Obligation Program Split. Leave Blank.

12. Enter Program /Provider (the code identifying the federal, state, bond or other funding entity which contributes to the project, sub-project, and phase). (See PGPV).

13. Obligation Program. Leave Blank.

14. Enter Agreement Amount

15. Enter Billing Priority.

16. Conditional: Enter Agreement Date. Required if you did not enter I in Billing Priority.

17. Billing Cycle default is No Change [blank]. Required if changing the billing cycle for the specified program or provider.

Ineligible:
Weekly

State:

Weekly

ZBA Grants:
ZBA

Other CMIA-Applicable Grants:
Composite Clearance

Federal portion of grants where cost sharing is reflected

In Federal and State agreement amounts: Composite Clearance

Federal funds that account for 100% of the eligible

Amount on the PZ:  Other billing cycles as appropriate

3.
Verify information on Project Participation (PZ) document and route to supervisor for approval. Supervisor approval is necessary before the PZ document is processed in the system. Levels of approval will be determined by individual Cabinets/Agencies.                      

4.
Approve and process Project Participation (PZ) document.

5.
Verify PZ updates:

A. To view financial information for a program/provider, proceed to Project Funding 

Source Inquiry (PFST) table. The PFST displays all the financial information for each program/provider including the details of the contribution and billing information. It also displays billing and draw information which is updated by programs in the draw process. Lines are added to this table when a Project Participation (PZ) document is accepted. Lines are modified when the Project Participation (PZ) is modified by the billing process.

Go to Advantage Go To Window  and type “PFST”. (See Advantage Financial User’s Reference for detailed explanation of screen.)   Press the <OPEN> button and a PFST table is displayed.

1. Enter the Agency responsible for the project.

2. Enter the Project.

3. Enter the Sub-Project.

4. Enter the Phase.

5. Enter Funding Type.

6. Enter Program/Provider.

7. On the Menu Bar, select Display: Browse Data.

The remaining information will be inferred and is now displayed on the screen.

B. In order to prevent users from obligating more money to projects than is actually available from the providers of funding, limits are set on the available amount from each Federal, State, and Bond Funding Source and Program/Provider combination. For Federal Program/ Providers, the dollar amount must be defined in the Federal Obligation Ledger (FOBL) table. For State and Bond Program/Providers, the limits are defined in the State Obligation (SOBL) table. 

The Federal Obligation Ledger (FOBL) records the carry-over and current apportionment amounts for each sponsor within a federal program. The window also provides the actual obligated amounts and the resulting unobligated amounts. You cannot process PZ  documents for a Federal program/provider in excess of the total apportionment amount specified on FOBL.

The current and carry-over apportionment amounts are user-maintained fields, while the rest of the information is updated by the system. The actual obligation fields are updated by the Project Participation (PZ) document. Each time a federal program is listed as one of the contributors on a PZ document, the corresponding agreement amount is used to update the obligated amount (thereby reducing the unobligated amount) for that program.

Go to Advantage Go To Window  and type “FOBL”. (See Advantage Financial User’s Reference for detailed explanation of screen.)   Press the <OPEN> button and a FOBL table is displayed.

1. Enter Federal Fiscal Year.

2. Enter Funding Source.

3. Enter Federal Program.

4. Enter the sponsor code.

5. Enter the apportionment amount that is carried over from the previous


fiscal year.

6.
Enter the apportionment for the current fiscal year.

C. In order to prevent users from obligating more money to projects than is actually available from the providers of funding, limits are set on the available amount from each Federal, State, and Bond Funding Source and Program/Provider combination. For State and Bond Program/Providers, the limits are defined in the State Obligation (SOBL) table. 

The State Obligation Ledger (SOBL) records the carryover and current apportionment amounts for each state and bond program by fiscal year. It also provides the actual obligations against these programs and the resulting unobligated amounts. You cannot process PZ documents for a State or Bond Program/Provider in excess of the total funds specified on SOBL.

The user directly inputs the carryover and current funds amounts, while the rest of the information is updated by the system. The actual obligation fields are updated by the Project Participation (PZ) transaction. Each time a state or bond program is listed as one of the contributors in a Project Participation (PZ) transaction, the corresponding agreement amount is used to update the obligated amount for that program.

Go to Advantage Go To Window  and type “SOBL”. (See Advantage Financial User’s Reference for detailed explanation of screen.)   Press the <OPEN> button and a SOBL table is displayed.

1. Enter State Fiscal Year.

2. Enter the appropriate Funding Type. Valid values are State or Bond.

3. Enter Funding Source.

4. Enter the State or Bond Program.

5. Enter Available Carryover Funds.

6. Enter Available Current Funds.



3 Business Process – Track Progress of Project (PB580)

3.1  Business Process Description

The process of following the progress of a project will be achieved with the many Project ledgers and Project inquiries (tables).  The usage of ledgers and inquiries in the Project Billing subsystem will completely and thoroughly follow all projects from all viewpoints from inception to date. The extended project accounting capabilities of MARS provide a project planning and control structure that is available for online query and project reporting through Agency Project Inquiry (AGPR), Project Budget Line Inquiry (PRBL), and Entity-Wide Project Inquiry (ENPR).

Projects can be tracked at different levels.  For example, Agency Project Inquiry (AGPR) will track project progress at the overall Project level. Project Budget Line Inquiry (PRBL) will track project progress at the project / subproject / phase level.  However, both of these inquiry screens will be updated from the same document (PJ) at the same time.  These inquiries will all get updated in real time. 

Process Overview

Figure 3. Project Progress Inquiries 
3.2  List of Key Actors

The key actors in this process are:

· Project Official(s)

· Project Management Official(s)

· Accounting Manager(s)
3.3 Related Policies

N/A

3.4 Procedures

Procedure Steps to Track Progress of Project

1. The extended project accounting capabilities of MARS provide a project planning and control structure that is available for online query and project reporting through Agency Project Inquiry (AGPR), Project Budget Line Inquiry (PRBL), and Entity-Wide Project Inquiry (ENPR).
To view financial and descriptive information about projects, proceed to Agency/Project Inquiry (AGPR) table. The AGPR screen has three (3) views: Amounts, Percents, and Federal. Go to Advantage Go To Window and type “AGPR”. (See Advantage Financial User’s Reference for detailed explanation of screen.) Press the <OPEN> button and an AGPR table is displayed.

Amounts View

1. Enter the agency responsible for the project or sub-project.

2. Enter the project code identifying the project.

3. On the Menu Bar, select Display: Browse Data.

At this point, all appropriate header information is displayed along with the following amounts:


Bond Funds


Encumbered


Federal Funds


Expended


Entity Funds


Expensed


Other Funds


Project Charges


Total Agreement

Accrued Revenue


Collected Revenue

You will notice the AGPR has an AMOUNTS line and a PERCENTS line. Since the AGPR is at the project level, it informs us of the progress of the project by displaying financial and descriptive information about specific projects. AGENCY and PROJECT organizes this system-maintained window. The information in this window is updated by the Project/Grant Master (PJ) document and expenditure and revenue accounting documents.

Percents View

At this point, the percent fields indicating the source of funding are displayed as appropriate:


Federal


Bond


Entity 


Other

Federal View

At this point, the following Federal information is displayed as appropriate:


Federal Catalog Number


Federal Agency Name

Federal Appropriation Number

Federal Identification Number

Common Accounting Number

Major Federal Aid Number

2. Project Fiscal Year Inquiry (PFYT), used for Extended Projects, provides summaries of project data by fiscal year. This is in contrast to the other project windows, which maintain inception to date data. This window is created and updated by normal expenditure transaction processing, project budgeting and project charge transactions.

To view financial information about projects by fiscal year, proceed to Project Fiscal Year Inquiry (PFYT) screen. Go to Advantage Go To Window and enter “PFYT”. (See Advantage Financial User’s Reference for detailed explanation of screen.) Press the <OPEN With Data> button and a PFYT table is displayed.

1. Enter the last two digits of the fiscal year when the accounting Transaction was posted.

2. Enter the agency responsible for the project or sub-project.

3. Enter the value identifying the project, as well as the value identifying the portion of the project accounted for in this entry (Project/Sub-Project).

4. Enter the value further segregating the project accounted for in this entry (Phase).

5. On the Menu Bar, Select Display: Browse Data.

At this point, the following information is displayed for the appropriate Project/Sub-Project as selected:

Period

Budget Amount

Encumbered Amount

Expended Amount

Expensed Amount

Project Charges

You will see that the remainder of the information on the PFYT is inferred. Remember the PFYT updates the amount fields to reflect expenses and revenues at the project/subproject/phase level and is a read only table. Records are created on PFYT when a Project/Grant Master (PJ) is processed.

3.
Project Budget Line Inquiry (1 of 2) (PRBL), used for both Standard and Extended Projects, provides the means to display project spending by Sub-Project and Phase. 

To view financial information about projects by sub-project and phase, proceed to Project Budget Line Inquiry (1 of 2) (PRBL) screen. This window is organized by agency, project, sub-project and phase. Go to Advantage Go To Window and enter “PRBL”. (See Advantage Financial User’s Reference for detailed explanation of screen.) Press the <OPEN> button and a PRBL table is displayed.

1. Enter the agency managing the project.

2. Enter the assigned project number for the project, as well as the code identifying a sub-portion of the project, if applicable.

3. Enter a code identifying a phase of the project (e.g., design phase, construction phase, etc.).

4. On the Menu Bar, select Display: Browse Data.

At this point, all appropriate header information is displayed along with the following amounts:

Original Budget

Current Budget


Billed

Encumbered


Collected

Expended

Expensed


Earned/Unbilled

Project Charges


Revenue Credits

Available Budget

Local Match

You will notice the lines that are displayed because a record was created from the PJ document. Remember the PRBL updates the amount fields to reflect expenses and revenues at the project/subproject/phase level and is a read only table. Any entries will be modified only when the PJ document is modified. However, updates will occur as charges are made and/or billing processes are run.

4.
Project Budget Line Inquiry (2 of 2) (PRB2), used for Extended Projects and the Project Billing Subsystem, provides the means to display project spending by Sub-Project and Phase. 

      To view financial information about projects by sub-project and phase, proceed to Project Budget Line Inquiry (2 of 2) (PRB2) screen. This window is organized by fund, agency, project, sub-project and phase. It is similar to the PRBL as they maintain the same records, but different data regarding these records. Go to Advantage Go To Window and enter “PRB2”. (See Advantage Financial User’s Reference for detailed explanation of screen.) Press the <OPEN With Data> button and a PRB2 table is displayed.

1. Enter the agency managing the project.

2. Enter the assigned project number for the project, as well as the value identifying a sub-portion of the project.

3. Enter a value identifying a phase of the sub-project (e.g., design phase, construction phase, etc.).

4. On the Menu Bar, select Display: Browse Data.

At this point, all appropriate header information is displayed along with the following Inception-to-Date Activity segregated by fund (Federal, State, Bond and/or Other):

Expensed Shares

Expended

Project Charges

Billed Revenue

Collected Revenue

Revenue Credits

5. Project Funding Source Inquiry (PFST) displays all the financial information for each program/provider. It contains the details of the contribution and provides billing information. It also displays billing and draw information which is updated by programs in the draw process. Lines are added to this table when a Project Participation (PZ) document is accepted. Lines are modified when the Project Participation (PZ) transaction is modified by the billing process.

      To view detailed financial information regarding contribution and billing for each program/provider, proceed to Project Funding Source Inquiry (PFST) screen. Go to Advantage Go To Window and enter “PFST”. (See Advantage Financial User’s Reference for detailed explanation of screen.) Press the <OPEN> button and a PFST table is displayed.

1. Enter the agency responsible for the project.

2. Enter the project

3. Enter the sub-project

4. Enter the phase

5. Select the funding type to which the program/provider belongs.

If left blank, defaults to Other. Valid values are:

Federal

State

Bond

Other
6. Enter the code (Program/Provider) identifying the federal, state, 

bond or other funding entity which contributes to the project, sub-project and phase.

7.
On the Menu Bar, select Display: Browse Data.

At this point, the following financial information is displayed:

Agreement Amount
Current
Original

Contribution Percent


Current
Original

Amounts


Billed / Reimbursed
Invoiced


Collected
Available


Suspended

Billing and Draw Information


Draw Request Calculation Date


Refund Calculation Date


Draw Generation Date


Billing Cycle


Last Invoice Date

6. The Project Summary (PSUM) displays the current contribution and billing information for every program/provider. It is basically an abbreviated version of Project Funding Source Inquiry (PFST). The Project Summary (PSUM) provides an overall view of the makeup and status of the program/provider. Lines are added to this table when a Project Participation (PZ) document is accepted. Lines are modified when the Project Participation (PZ) document is modified and by the billing process.

To view financial information regarding current contribution and billing information for every program/provider, proceed to the Project Summary (PSUM) screen. Go to Advantage Go To Window and enter “PSUM”. (See Advantage Financial User’s Reference for detailed explanation of screen.) Press the <OPEN> button and a PSUM table is displayed.

1. Enter the agency responsible for the project.

2. Enter the code identifying the project

3. Enter the code identifying a certain portion of the project. (Sub-project)

4. Enter the code identifying a piece of the sub-project. (Phase)

5. Enter the funding type to which the program/provider belongs.

Valid values are:


F - Federal


S - State


B - Bond


O – Other

6. On the Menu Bar, select Display: Browse Data.

At this point, the following financial information is displayed:

Funding Source Status Indicator

Program/Provider

Current Percent

Priority Number

Current Amount

Billed Amount

4 Business Process – Record/Monitor Project Expenditures and Encumbrances (PB590)

4.1 Business Process Description

All of the encumbrances and expenditures that effect projects will come into the Project Billing subsystem from other areas of ADVANTAGE (they are not created in Project Billing).  Purchase Orders can be created that create encumbrances.  The Payment Vouchers are then created (referencing the Purchase Order if applicable).  This results in an expenditure being created that closes out all or part of the prior encumbrance (if a Purchase Order was referenced).  It is this Payment Voucher that effects the projects in Project Billing by having a project number (all three parts) coded on it.  Many of the pre-mentioned Project Ledgers and Project Inquiries will reflect these actions.
Process Overview

Figure 4.  Expenditure Transaction Project Updates


System Mapping

Purchase Orders have the potential to eventually affect projects in Project Billing.  They may or may not be referenced by Payment Vouchers that have been created in ADVANTAGE.  The Payment Vouchers (expenditures) that are created must include Project numbers on them to affect related projects.  Having Project data on these transactions allows for them to be monitored with multiple project ledgers and inquiries through project expended amounts, expensed amounts, etc…

4.2  List of Key Actors
The key actors in this process are:

· Internal Policy Analyst

· Accounting Manager(s)
· Banking Official(s)

4.3 Related Policies

N/A

4.4 Procedures

Procedure Steps to Record/Monitor Project Expenditures and Encumbrances

1. Make a payment to a vendor by preparing a Vendor Payment Voucher (P1) document.  The Vendor Payment Voucher (P1) authorizes the spending of money and is used to pay vendors. 

Go to Batch/Document Entry Screen (See Advantage Desktop Getting Started guide for further explanation of Batch/Document Entry Screen)

Enter the Document ID into the Document ID fields. The Document ID will contain a three-digit agency code number and up to an eleven digit document number. The document number can be manually assigned by the agency, or it can be automatically assigned by selecting the automatic document numbering box after entering the agency code. The system defaults to New.

A blank P1 document will now appear and will be available for entry. The following fields are required and must be entered on all P1 documents:

Header 

1. Date of record is inferred from system current date if not entered.

2.
Accounting Period is inferred from Date of Record. If you these

             transactions recorded in another accounting period, enter the desired

             open period, using fiscal month and fiscal year. You cannot enter future

             periods.

3. Budget Fiscal Year defaults to the current fiscal year. If you want these transactions recorded in another budget fiscal year, enter the desired open fiscal year. You cannot enter future budget fiscal years.

4. New/Modification button. Defaults to New. Select New when making a new entry (new document). Select Modification when you wish to add lines to a previous document, change the amounts on existing lines (not codes), or cancel a line (decrease a line amount to zero). To change codes in an existing line, you must cancel that line and reenter a new line. You can record both these lines on the same document by entering Modification.

5.
Document Total. Enter the net amount of all lines on the document, not including tax if the tax codes used on the document are for use tax. To compute this amount:

(1)
Add all the increase amounts.

(2)
Add all the decrease amounts.

(3)
Subtract the smaller of these amounts from the larger.

(4)
If the tax codes used are marked U (use tax) on Tax Code (TAXT), add together all the adjustment amounts on the lines (pay attention to signs) and subtract that amount from the result of #3.

(5)
Enter that amount.

6.
Vendor Code. Required if Vendor/Commodity Control on System Control Operations (SOPT) is set to Both Controls in Effect. Leave blank on internal vouchers. Otherwise, it is optional. Enter the vendor you want paid as a result of this document. See Vendor Index (VEND) for valid values.

7.
Use Tax Total. The total amount of tax calculated for this document is displayed if the tax codes used on the document are Use Tax. This amount plus the document total must equal the calculated total.

8.
Name is inferred from Vendor (VEN2). Required on vouchers for outside vendors when Vendor Code is blank or if miscellaneous vendor code is used. Enter name you want printed on checks.

9.
Calculated Total. This field contains the system-computed total of the line amounts is displayed.

Other Attributes View
Vendor Address is inferred from Vendor (VEN2). Required on vouchers for outside vendors when Vendor Code is blank or if miscellaneous vendor code is used. Enter name you want printed on checks.

Payment Options
1. Single Check. Defaults to Default [blank]. Only specify a choice Here if a vendor elects to receive payments in a different manner than already specified on Vendor (VEN2).

Select Yes if you want a separate check printed specifically for this voucher. If Default [blank] is selected, the system adds this voucher’s amounts together with other vouchers for the same vendor (by check category) to obtain a combined voucher check amount. On a modification transaction, select No Change.

2. Check Category. This field is Optional. It specifies the category that this check voucher is printed under. Vouchers are summed by vendor and check category. See Check Category (CCAT) for valid values.

3. EFT. Defaults to Default [blank]. Required if you want the current payment voucher paid by Electronic Funds Transfer (EFT). Enter Yes and enter a valid application type to select this voucher for electronic funds payment. When blank, this field defaults to No, unless the vendor is eligible for electric fund transfer. A vendor is eligible for Electronic Funds Transfer (EFT) when EFT Status on Vendor (VEN2) is Active.

If EPPV Requirements on EPS System Control Options (ESOP) is Yes, and the vendor is eligible for electronic funds transfer, this field is inferred from the referenced Vendor Invoice (VI) as long as EFT is set to Yes on all of the invoices referencing this payment voucher. If EFT is not set to Yes on any of the related Vendor Invoice (VI) documents or one or more payment voucher lines do not reference Vendor Invoice (VI) documents, you must manually set EFT to Yes on this document. If the vendor is eligible for electronic funds transfer and EFT is Default [blank] or there are no referenced Vendor Invoice (VI) documents, EFT defaults to Yes in the document header. When entering internal vouchers, select Default [blank] in this field.

4. Application Type. Conditional. Required if EFT is set to Yes; otherwise, do not enter this field. The application type is a two-character code representing the intended application, or use, of the funds being electronically transferred. See Electronic Funds Transfer Application Type (EFTA) for valid values.

If EPPV Requirements on EPS System Control Options (ESOP) is Yes, the following description also applies. When blank and EFT is set to Yes, the application type is automatically taken from the referenced Vendor Invoice (VI), as long as the application types on all of the Vendor Invoice (VI) documents referenced on this payment voucher are the same.

If EFT is set to Yes and there are no Vendor Invoice (VI) documents to take the application type from, the application type is automatically taken from EFT Type on Vendor (VEN2), if one exists. Otherwise, the user must supply this field.

5. Scheduled Pay Date automatically assigns a date according to the following rules:



If Scheduled Payment Day is entered on Vendor (VEN2) for this document’s vendor, that value is used. The payment day is the day of the month when you want to pay this vendor. The system assigns the payment date using this day and the current month, or, if the resulting date has already passed, the next month.



System Payment Lag on System Control Options (SOP2) is used as the default if Scheduled Payment Day is blank on Vendor (VEN2). The payment lag is the number of days from the voucher date when you want to issue payment.

If both Scheduled Payment Day on Vendor (VEN2) and System Payment Lag on System Control Options (SOP2) are blank, then the system date is used.

Applies only to vouchers for outside vendors. Enter the date when you want the check for this payment voucher issued, if you want to override the system computed date.

Note: You can change scheduled payment dates on modifying transactions or through Payment Voucher Scheduling (SCHD). For further details, see the User’s Guide. 

Freight
1. Charge Basis. Defaults to Default [blank]. To use this field, you must install the Extended Purchasing Subsystem (EPS) and turn linking on. This field indicates whether or not freight charges factor into the total cost of this commodity and what method is used to calculate those charges. Valid values are:


Default [blank]
If this document references another document with a freight indicator value, this field is set to 


By Commodity.


 Otherwise, freight is not included on this document.


By Quantity
Prorate the freight total for the current document across all commodity lines by quantity.


By Line
Prorate the freight total for the current document across all commodity lines by pre-tax-amount.


By Commodity
Allow users the option of entering freight on individual commodity lines.


No Freight Allowed
Do not include freight on this document. Freight is Not inferred if another document is referenced.


No Change [blank]
2. Freight (Amount). If Charge Basis is By Commodity, the freight Total for the document is supplied by the system when this field is blank. If Charge Basis is By Quantity or By Line, this amount is required. If a value is entered, regardless of the value in Charge Basis, it must equal the sum of all commodity line freight amounts.

3. Line (Amount). Conditional. Required if Charge Basis is By Line and leave blank if the freight indicator is any other value. Enter total cost of all commodity lines on this document before tax and freight, but after discounts are factored in.

4. Quantity (Amount). Conditional. Required if Charge Basis is By Quantity; leave blank if Charge Basis is any other value. Enter the total quantity for the document.

5. Freight (Def/Inc/Dec). Defaults to Default [blank]. Required when modifying Freight Amount; select Default [blank] or Increase during a new entry; select Default [blank] when Freight Amount is blank.

6. Line (Def/Inc/Dec). Defaults to Default [blank]. Select Increase or Decrease if modifying Line Amount; select Default [blank] or Increase during a new entry; and select Default [blank] when Line Amount is blank.

7. Quantity (Def/Inc/Dec). Defaults to Default [blank]. Required when modifying Quantity Amount; select Default [blank] or Increase during a new entry; and select Default [blank] when Quantity Amount is blank.

8. Line (Calculated Amount). System calculated pre-tax, pre-freight, and post-discount total amount for the document is displayed. This amount is used to verify that Line Amount is correct and is only calculated if Charge Basis is By Line.

9. Quantity (Calculated Amount). System calculated total quantity for the document is displayed. This quantity is used to verify that the user supplied total quantity is correct and is only calculated if Charge Basis is By Quantity.

10. Fixed Asset Indicator. Default is No Change [blank]. Valid values are:


Create One Shell
The system will create one Fixed Asset Acquisition (FA) document for each line on this document.


Create Multiple Shells
The system will create the quantity of Fixed Asset Acquisition (FA) documents specified in Quantity for each line on the document.

11. Offset Liability Account. Default is the value entered in Vouchers Payable on System Special Accounts (SPEC). Enter the balance sheet account you want credited for the liability created by this voucher. See Balance Sheet Account Index (BACC) for valid values.

12. Tax Code. Conditional. To use this field you must install the Extended Purchasing Subsystem (EPS) and turn linking on. Enter the tax rate used for this document. This field is used to calculate tax on each line. If this field is left blank and all line tax codes are the same, the tax code is inferred but not displayed.

 Accounting View
1. Line. (Required) Enter a different number for each line on the document. Numbers 00 to 99 are valid. This is a key field on Open Payment Voucher Line Inquiry (OPVL). It uniquely identifies the line from all other lines on the voucher.

2. Fund. (Required) Default is inferred from Organization (ORG2) based on the agency and organization entered on this document. Otherwise, enter the fund paying for the item on this line. See Fund Index (FUND) for valid values.

3. Agency. (Required) Enter the agency paying for the item on this line. See Agency Index (AGCY) and Fund Agency Index (FAGY) for valid values.

4.
Organization. (Conditional) Required if Expense Budget Organization Option on Fund Agency Index (FAGY) is Y (required on budget and accounting) or A (required on accounting). Optional on balance sheet transactions. Enter the organization paying for the items listed on this line. See Organization Index (ORGN) for valid values.

5. Appropriation Unit. (Conditional) Inferred for Standard Budgeting. Required on Extended Budgeting, if Appropriation Control Option is C (full control) or P (presence control) on Fund Index (FUND). Enter the appropriation that will be charged for the items listed on this voucher. See Appropriation Inquiry (Extended) (EAP2) for valid values.

6. Activity. (Conditional) Default is inferred from Organization (ORG2), if it is included there. Otherwise, enter an activity if  Expense Budget Activity Option is Y (required on budget and accounting) or A (required on accounting) on Fund Agency Index (FAGY). See Activity Index (ACTV) for valid values.

7. Function. (Conditional) Default is inferred from Organization (ORG2); or from Activity (ACT2), if a function is not entered in 
Organization (ORG2). Otherwise, enter a function if Expense 
Budget Function Option is Y (required on budget and accounting) or A (required on accounting) on Fund Agency Index (FAGY). See Function (FUNC) for valid values.

8. Object. (Conditional) For transactions that require a balance sheet account code, this field is optional. Enter the object that best describes the item named on this line. See Object Index (OBJT) for valid values.

9. Job/Project. (Conditional) An entry in this field is required on expenditure transactions if Job Number Required on Spending on Organization (ORG2) is:

Required on Expenditure Transactions [3], or Required if Job Number Spending is Required on Activity [A] and Job Number Spending on Activity (ACT2) Is Required [Y], or Required on Expenditures [3].

This field is required on revenue transactions if Job Number Required on Revenue on Organization (ORG2) is:


Required [Y], or


Required if Job Number Revenue is Required on 
Activity [A] and Job Number Revenue is Enforce Coding [Y] 
on Activity (ACT2).

Otherwise, this field is optional. If Job Cost is Yes on System Control Options (SOP2), enter a job number. If Job Cost is No, enter a project number. If your installation does not use job cost or project accounting, you may enter a general reporting category code.

10. Reporting Category. (Conditional) This field is required on Expenditure transactions if Reporting Category on Agency (AGC2) is Required on Expenditure Transactions [3].

This field is required on revenue transactions if Reporting Category Required on Revenue Transactions is Required [Y]. For transactions that require a balance sheet account code, this field is required if Reporting Category Option is Y (required) on Balance Sheet Account Index (BACC). Otherwise, This field is optional. See Reporting Category (RPTG) for valid values.

11.
Termini. (Conditional) Required if Termini Indication Validator 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. See Termini Reference Table (TERM) for valid values.

12. Amount. (Conditional) Required if this payment voucher references an EPS purchase order and the purchase order has a warehouse code or EPPV Requirements on EPS System Control Options (ESOP) is selected [Y]. Otherwise this field is optional. Enter the number of items paid for.

If modifying a previous document, enter the amount of change over (under) the previous amount. Do not enter a positive/negative sign; the increase/decrease indicator determines whether this is added to or subtracted from the original amount.

13.
Default / Increase / Decrease buttons. Default is Default [blank]. Valid values on a new document are Default [blank] and Increase. Valid values on a modification document are Increase if Amount is increasing, or Decrease if Amount is decreasing. If Amount is blank, select Default [blank].

Reference Document View
1. Reference Number. (Conditional) Required if this line concerns Items previously recorded on a requisition or purchase order; otherwise, it is blank. Enter the document code, agency and number of the document being referenced. 

If a prior year purchase order is referenced, ensure that all values in the accounting distribution are valid for the prior year as well as for the current year.

2. Line. (Conditional) Required if this line concerns items previously recorded on a purchase order; leave blank for requisitions. Enter the purchase order line number of the item being referenced.

3. Commodity Line. (Conditional) Required if PV Update Inventory on EPS System Control Options (ESOP) is selected and for payment vouchers referencing EPS purchase orders with a warehouse code.

Required if Fixed Asset Indicator is Create One Shell or Create Multiple Shells on the payment voucher. Required if Receiver Accrual on EPS System Control Options (ESOP) is selected. Otherwise, this field is optional. Enter the commodity line number of the purchase order referenced.

4. Vendor Invoice. (Optional) Enter the vendor invoice number, if there is one.

5.
Invoice Line. (Conditional) Required if EPPV Requirements on 
EPS 

             System Control Options (ESOP) is selected and a vendor invoice has

             been entered. Enter the line number of the referenced invoice.

6. Amount. (Required) Enter the line amount for this payment voucher document. If adding a new line, enter the dollar amount of the item(s) described on this line. If modifying a previous document, enter the amount of change over (under) the previous amount. Record two (2) digits for cents; the decimal point is optional. Do not enter dollar signs or commas.

7. Def / Inc / Dec. Defaults to Default [blank] on a new document. Indicates whether the amount is an Increase or Decrease. Decrease is valid on new entries as long as the discount type is blank and a requisition is not being referenced. Decrease is used on new entries to record credit memos.
You cannot reference a requisition when this indicator is Decrease, even on modifying transactions. If you are modifying a previous purchase order that had a requisition reference, do not type the reference on the modifying transaction. The requisition reference is not stored in Open Purchase Order Line Inquiry (OPOL).

8.
Partial / Final. Defaults to Default [blank]. This field is used only when a purchase order is referenced. Valid values are:



Default [blank]



This will leave this field blank.



Partial
This value is optional (the system knows that the payment is partial because the payment voucher line amount is less than the purchase order line amount).



Final



If the total amount expensed equals the purchase order line amount, then the purchase order line is closed automatically, and this value is optional. Select Final if the total amount expensed is less than the purchase order amount, but you want to force a close (the item did not cost as much as expected) or if the total amount expensed is more than the purchase order amount (the item cost more than expected).


A maximum limit exists for how much the total amount expensed can exceed the purchase order amount. (See discussion of purchase orders in the User’s Guide.)

Line Details View
1. Tax Amount. The amount of tax for this line is displayed.

2. Total Amount. The total amount of this line is displayed.

3. Sub-Organization. (Conditional) Required on expenditure transactions if Sub-Organization Required on Spending on Organization (ORG2) is Required or Required on Expenditure Transactions.

Or, on vendor refund transactions if Sub-Organization Required on Revenue on Organization (ORG2) is Required. Otherwise, this field is optional. Enter the sub-organization paying for the items listed in this document. See Sub-Organization (SORG) for valid values.

4. Description. (Optional) Enter general descriptive information to be recorded with this transaction.

5. Sub-Object. (Conditional) Required if Object is entered and Sub-Object Required is selected on Expense Budget Inquiry (EXP2) or Expense Budget Inquiry (Extended) (EEX2). Otherwise, optional. Enter the sub-object that best describes the item named on this line. See Sub-Object (SOBJ) for valid values.

6. Revenue Source / Sub. (Conditional) Revenue Source is required on vendor refunds. Enter the revenue source credited as a result of this document. See Revenue Source Index (RSRC) for valid values. If revenue source is entered, Object and Balance Sheet Account must be blank.

Enter a sub-revenue source if Revenue Source is entered and Sub-Revenue Source Required is Yes on Revenue Source (RSR2). If Sub-Revenue Source Required is No, sub-revenue source is optional. See Sub-Revenue Source (SREV) for valid values.

7. BS Account. Default is inferred from Warehouse (WHS2) if this payment voucher references an EPS purchase order with a warehouse code. Enter this field only if this is an expense transaction. See Balance Sheet Account Index (BACC) for valid values. It cannot be any of the default accounts in System Special Accounts (SPEC). However, it can be the default fund balance account.

8.
Disc Type. (Optional) If a vendor discount policy applies to this voucher line, enter the appropriate discount type from Discount Type (DISC). A valid discount type must have PO Discount Flag set to N. The cash disbursement process determines whether the discount can actually be taken at the time the check is printed.

This field is blank on balance sheet transactions and vendor refunds.


9.
Quantity. (Conditional) Required if you are referencing EPS purchase orders that contain a warehouse code, EPPV Requirements is selected on EPS System Control Options (ESOP) and you are referencing an Extended Purchasing Subsystem purchase order, or Fixed Asset Indicator is Create Multiple Shells.Otherwise, this field is optional. Enter the number of items paid for.

12. Def / Inc / Dec. Default is Default [blank]. Indicates whether the amount in Quantity is an Increase or Decrease. Decrease is valid on a new document as long as Discount Type is blank and a requisition is not being referenced. Decrease is used on new documents to record credit memos.

13. Freight. Default is inferred by the system. Leave blank if Charge Basis is any value other than By Commodity. Optional if Charge Basis is By Commodity. Enter an amount in this field to include freight on this commodity line.

14. Def / Inc / Dec. Default is Default [blank]. Indicates whether the amount in Freight is an Increase or Decrease. This field can only be used when the Extended Purchasing Subsystem is installed with linking turned on.

15. Tax Code. Default is inferred by the system. Enter the tax rate to be used for this line. See Tax Code (TAXT) for valid values. This field can only be used when the Extended Purchasing Subsystem is installed with linking turned on.

16. Partial / Final. Defaults to Default [blank]. This field is used only when a purchase order is referenced. Valid values are:



Default [blank]



This will leave this field blank.



Partial
This value is optional (the system knows that the payment is partial because the payment voucher line amount is less than the purchase order line amount).



Final



If the total amount expensed equals the purchase order line amount, then the purchase order line is closed automatically, and this value is optional. Select Final if the total amount expensed is less than the purchase order amount, but you want to force a close (the item did not cost as much as expected) or if the total amount expensed is more than the purchase order amount (the item cost more than expected).


A maximum limit exists for how much the total amount expensed can exceed the purchase order amount. (See discussion of purchase orders in the User’s Guide.)

 2.
Verify Payment Transaction (P1, PV, etc.) Updates:

A.
To view financial and descriptive information about projects, proceed to Agency/Project Inquiry (AGPR) table. The AGPR screen has three (3) views: Amounts, Percents, and Federal. Go to Advantage Go To Window and enter “AGPR”. (See Advantage Financial User’s Reference for detailed explanation of screen.) 

Amounts View

1. Enter the agency responsible for the project or sub-project.

2. Enter the project code identifying the project.

At this point, all appropriate header information is displayed along with the following amounts:


Bond Funds


Encumbered


Federal Funds


Expended


Entity Funds


Expensed


Other Funds


Project Charges


Total Agreement

Accrued Revenue


Collected Revenue

Percents View

At this point, the percent fields indicating the source of funding are displayed as appropriate:


Federal


Bond


Entity 


Other

Federal View

At this point, the following Federal information is displayed as appropriate:


Federal Catalog Number


Federal Agency Name

Federal Appropriation Number

Federal Identification Number

Common Accounting Number

Major Federal Aid Number

B.
Project Budget Line Inquiry (1 of 2) (PRBL), used for both Standard and Extended Projects, provides the means to display project spending by Sub-Project and Phase. 

To view financial information about projects by sub-project and phase, proceed to Project Budget Line Inquiry (1 of 2) (PRBL) screen. Go to Advantage Go To Window and enter “PRBL”. (See Advantage Financial User’s Reference for detailed explanation of screen.)

1. Enter the agency managing the project.

2. Enter the assigned project number for the project, as well as the code identifying a sub-portion of the project, if applicable.

3. Enter a code identifying a phase of the project (e.g., design phase, construction phase, etc.).

At this point, all appropriate header information is displayed along with the following amounts:

Original Budget

Current Budget


Billed

Encumbered


Collected

Expended

Expensed


Earned/Unbilled

Project Charges


Revenue Credits

Available Budget

Local Match

C.
Project Budget Line Inquiry (2 of 2) (PRB2), used for Extended Projects and the Project Billing Subsystem, provides the means to display project spending by Sub-Project and Phase. 

To view financial information about projects by sub-project and phase, proceed to Project Budget Line Inquiry (2 of 2) (PRB2) screen. Go to Advantage Go To Window and enter “PRB2”. (See Advantage Financial User’s Reference for detailed explanation of screen.)

1. Enter the agency managing the project.

2. Enter the assigned project number for the project, as well as the value identifying a sub-portion of the project.

3. Enter a code identifying a phase of the sub-project (e.g., design phase, construction phase, etc.).

At this point, all appropriate header information is displayed along with the following Inception-to-Date Activity segregated by fund (Federal, State, Bond and/or Other):

Expensed Shares

Expended

Project Charges

Billed Revenue

Collected Revenue

Revenue Credits

D.
Project Summary (PSUM) displays the current contribution and billing information for every program/provider. It is basically an abbreviated version of Project Funding Source Inquiry (PFST). Project Summary (PSUM) provides an overall view of the makeup and status of the program/provider. Lines are added to this table when a Project Participation (PZ) document is accepted. Lines are modified when the Project Participation (PZ) document is modified and by the billing process.

To view financial information regarding current contribution and billing information for every program/provider, proceed to Project Summary (PSUM) screen. Go to Advantage Go To Window and enter “PSUM”. (See Advantage Financial User’s Reference for detailed explanation of screen.)

1. Enter the agency responsible for the project.

2. Enter the code identifying the project

3. Enter the code identifying a certain portion of the project.

4. Enter the code identifying a piece of the sub-project.

5. Enter the funding type to which the program/provider belongs.

Valid values are:


F - Federal


S - State


B - Bond


O - Other

At this point, the following financial information is displayed:

Funding Source Status Indicator

Program/Provider

Current Percent

Priority Number

Current Amount

Billed Amount

E.
Project Fiscal Year Inquiry (PFYT), used for Extended Projects, provides summaries of project data by fiscal year. This is in contrast to the other project windows, which maintain inception to date data. This window is created and updated by normal expenditure transaction processing, project budgeting and project charge transactions.

To view financial information about projects by fiscal year, proceed to Project Fiscal Year Inquiry (PFYT) screen. Go to Advantage Go To Window and enter “PFYT”. (See Advantage Financial User’s Reference for detailed explanation of screen.) 

1. Enter the last two digits of the fiscal year when the accounting transaction was posted.

2. Enter the agency responsible for the project or sub-project.

3. Enter the value identifying the project, as well as the value identifying the portion of the project accounted for in this entry (Project/Sub-Project).

4. Enter the value further segregating the project accounted for in this entry (Phase).

At this point, the following information is displayed for the appropriate Project/Sub-Project as selected:

Period

Budget Amount

Encumbered Amount

Expended Amount

Expensed Amount

Project Charges

F.
Project Funding Source Inquiry (PFST) displays all the financial information for each program/provider. It contains the details of the contribution and provides billing information. Lines are added to this table when a Project Participation (PZ) document is accepted. Lines are modified when the Project Participation (PZ) transaction is modified by the billing process.

To view detailed financial information regarding contribution and billing for each program/provider, proceed to Project Funding Source Inquiry (PFST) screen. Go to Advantage Go To Window and enter “PFST”. (See Advantage Financial User’s Reference for detailed explanation of screen.)

1. Enter the agency responsible for the project.

2. Enter the project

3. Enter the sub-project

4. Enter the phase

5. Select the funding type to which the program/provider belongs.

If left blank, defaults to Other. Valid values are:


Federal

State

Bond

Other
6. Enter the code (Program/Provider) identifying the federal, state, bond or other funding entity which contributes to the project, sub-project and phase.

At this point, the following financial information is displayed:

Agreement Amount
Current
Original

Contribution Percent


Current
Original

Amounts


Billed / Reimbursed
Invoiced


Collected
Available


Suspended

Billing and Draw Information


Draw Request Calculation Date


Refund Calculation Date


Draw Generation Date


Billing Cycle


Last Invoice Date

5 Business Process – Bill Participants

6 Business Process – Receive Project Revenue/Funding (PB630)

6.1 Business Process Description

This process involves the project actually receiving the money to run a project.  In MARS the budgeting for projects will be done at the budgeting level of ADVANTAGE (not at the Project Billing Level).  In other words, an ADVANTAGE appropriation will control project expenditures, which is then associated with the proper project.
The Cash Receipt (CR, C1, etc…) applies funds to a project.  This cash receipt is coded with both a project and an appropriation unit (job number field plays the role of project number also).  Funds may also be transferred to a project with a Journal Voucher Transfer (JVT).

Process Overview

Figure 6: Project / Appropriation Funding






6.2 List of Key Actors
The key actors in this process are:

· Budgeting Official(s)

· Accounting Managers
6.3 Related Policies

N/A

6.4 Procedures

Procedure Steps to Receive Project Revenue/Funding

(10) Receive funding from program/providers

1. In MARS the budgeting for Capital Construction projects will be done at the budgeting level of ADVANTAGE (not at the Project Billing Level). In other words, an ADVANTAGE appropriation will control project expenditures, which is then associated with the proper project. However, project budgets are required for grants and FHWA-funded highway projects. These budgets are used as a control over the establishment of subproject/grant budgets and related agreement amounts. The system of record for Biennial Budget Preparation and Operating Budget Modification will be the component of MARS known as BRASS. (See BRASS and/or ADVANTAGE Budget Module for detailed explanation of budgeting process.)

2.
Before accounting documents may be processed using a project number, valid accounting codes must be associated with the project number on Project Appropriation (PAPR). The Project Appropriation Table (PAPR) establishes the relationship between a project and program budget unit. Set up of this table facilitates the control of specific funds affected as a result of accounting transactions. 

To establish a relationship between a project and program budget unit, go to PAPR. The Project Appropriation (PAPR) table establishes this relationship between a project and program budget level. Set up of this table facilitates the control of specific funds affected as a result of accounting transactions. To access the PAPR table, go to Advantage Go To Window and type "PAPR". (See Advantage Financial User's Reference for detailed explanation of screen.) Press the <OPEN> button and a blank PAPR table is displayed. Entries need to be made on PAPR before any accounting transaction may be processed that has an impact on a project/grant, subproject, and phase and its related budgeted dollars. The following fields are required and must be entered on all PAPR records:

1. State FY. Enter the last two digits of the state fiscal year for the program budget that you are associating with a project. Valid values are on Fiscal Year (FSYR).

2. Agency. Enter the agency for the project. Valid values are on Agency  (AGC2).

3.
Project/Sub-Project/Phase. Enter the project, sub-project, and phase to

                                       which you are associating the program budget. Valid values are on
                                       Project Budget Line (PRBL).
4.
Fund. Enter the fund for the program budget. Valid values are on Fund

      (FUN2).
5. PBU. Enter the program budget unit for the program budget. Valid values 
      are on Program Reference (PRFT).
6. Organization. (Conditional) Required if Required on Budget and Accounting is selected as the Organization Option for Allotment on Fund Agency Index (FAGY); otherwise this field must be left blank.

7. Funding Type. Enter a Funding Type if the program budget will be used

                                             for billing. Valid values are:

F    -
Federal

S    -
State

B    -
Bond

O    -
Other

8.
On the Menu Bar, select Modify: Add.

The entry that you have just set up establishes the needed association between the project/grant and the related budget dollars. Once a PJ has been entered, approved, and processed, and PAPR entries have been made, users may process accounting transactions against the specific project grant. (NOTE: If using split funding, you must make PAPR entries for each type of funding involved.)
7 Business Process – Close Out Projects

8 Business Process - Establish/Modify/Bill/Close a Job

9 Charge/Expend Against a Job

10 Business Process – Reallocate or Spend Any Unspent Funds (PB640)

10.1 Business Process Description

Sometimes money remains in a project when it is otherwise complete.  In these situations, decisions are necessary regarding what is going to be done with this money.  The process may involve extending the dates of the project in order to spend the rest of the money or transferring the money to other projects.

When a decision is made to end a project there may be some funding left unspent.  In this case, the Project Participation (PZ) document will be utilized to do an adjustment of funding.  For each Project / Subproject / Phase involved, a line on the PZ can adjust money back to a specific provider involved.  If the project needs more time to spend the money a simple PJ modification would involve changing the Project End Date on the header section of the document to a date later in the future. 

This process describes the project billing setup associated with the disposition of excess funding at the end of a grant period. There are three (3) possible outcomes:

1. Extend grant period, if grantor consents.

2. Transfer funding to a subsequent grant, if there is one and grantor consents.

3. Forfeit ability to spend remaining funding.

Process Overview

Figure 10: Reallocation of Project Funds


10.2 List of Key Actors
The key actors in this process are:
· Cash Management Official(s)

· Accounting Manager(s)

· Budget Official(s)

· Project Management Official(s)

10.3 Related Policies

N/A

10.4 Procedures

Procedure Steps to Reallocate or Spend Any Unspent Funds

(11) Receive notification of substantial project completion

(20) Confirm that unspent funds do exist

(30)
Decide on the future of any unspent funds

As previously stated, this process describes the project billing setup associated with the disposition of excess funding at the end of a grant period. There are three (3) possible outcomes:

1. Extend grant period, if grantor consents.

2. Transfer funding to a subsequent grant, if there is one and grantor consents.

3. Forfeit ability to spend remaining funding.

For Outcome #1

To extend the grant period on a particular grant/project, the following steps should be followed:

1. Log in to Advantage Desktop.

2. Click on the “Go To” button.

3. Type in “PJ” in the Code field.

4. Click on the “Open” button. The “Batch/Document Entry” screen now appears.

5. In the “Document ID” field, enter the Agency # and select the “Automatic Document Numbering” box.

6. Select the “New” button.

7. Select  “OK”. This brings up a PJ document (by number).

8. To find the particular project to be modified (extend the grant period), type in the Agency # and the Project #.

9.    Select the “Modification” button and find the field to be modified, in this case the
       “End Date”.

10.    Enter the date to which you wish to extend the grant period in the “End Date” field.

11.
Edit the document by using the shortcut key or by using the Process menu.

12.
Correct any errors.

13.
Approve and run the document.

14.
To verify that grant period has been extended, go to Agency Project Inquiry 

8.                          (AGPR). (See 3.0 Business Process - Track Progress of Project for detailed 

9.                          description of  AGPR).

For Outcome #2

  
To reduce the budget for an old grant, the following steps should be followed:

1.  Log in to Advantage Desktop.

2. Click on the “Go To” button.

3. Type in “PJ” in the Code field.

4. Click on the “Open” button. The “Batch/Document Entry” screen now appears.

5. In the “Document ID” field, enter the Agency # and select the “Automatic Document Numbering” box.

6. Select the “New” button.

7. Select  “OK”. This brings up a PJ document (by number).

8. Click on the “Fund View” tab.

9. Enter the reduction amounts in the appropriate fields (Federal, Entity, etc.) and select the “Decrease” button.

10. Click on the “General View” tab.

11. Enter the appropriate Sub-Project(s) and Phase(s) to be reduced.

12. Enter the total amount of the budget reduction in the “Budget Amount” field and select the “Decrease” button.

13. Edit the document by using the shortcut key or by using the Process menu.

14. Correct any errors.

15. Approve and run the document.

16. To verify that budget for the grant has been reduced, go to Project Budget Line
       Inquiry (PRBL). (See 2.0 Business Process – Establish/Modify Projects and/or 

       Transfer Funds for detailed description of PRBL).

 
To increase the budget for the subsequent grant, the following steps should be followed:

1. Log in to Advantage Desktop.

2. Click on the “Go To” button.

3. Type in “PJ” in the Code field.

4. Click on the “Open” button. The “Batch/Document Entry” screen now appears.

5. In the “Document ID” field, enter the Agency # and select the “Automatic Document Numbering” box.

6. Select the “New” button.

7. Select  “OK”. This brings up a PJ document (by number).

8. Click on the “Fund View” tab.

9. Enter the increased budget amounts in the appropriate fields (Federal, Entity, etc.) and select the “Increase” button.

10. Click on the “General View” tab.

11. Enter the appropriate Sub-Project(s) and Phase(s) to be increased.

12. Enter the total amount of the budget increase in the “Budget Amount” field and select the “Increase” button.

13. Edit the document by using the shortcut key or by using the Process menu.

14. Correct any errors.

15. Approve and run the document.

16. To verify that budget for the grant has been increased, go to Project Budget Line
       Inquiry (PRBL). (See 2.0 Business Process – Establish/Modify Projects and/or 

       Transfer Funds for detailed description of PRBL).


To redistribute the reduced funding in the old grant across applicable Program/Providers, 


the following steps should be followed: 


(NOTE: Make sure the total amount applicable to the Project/Sub-Project/Phase is redistributed.)

1.
Log in to Advantage Desktop.

10. Click on the “Go To” button.

11. Type in “PZ” in the Code field.

12. Click on the “Open” button. The “Batch/Document Entry” screen now appears.

5.
In the “Document ID” field, enter the Agency # and select the “Automatic Document Numbering” box.

7. Select the “New” button.

8. Select  “OK”. This brings up a PZ document (by number).

9. Enter appropriate information in each of the following fields (Header and Line Items):




Header



State and Federal Fiscal Years



Agency, Project/Sub-Project, and Phase



Sponsor, New (Revised) Document Total, and New (Revised)Total Eligible



Line Items



Select  “Adjustment” button



Funding Type, Program/Provider, and Revised Amounts
10. Create line for any ineligible funding (if not yet created). Click on “Edit” on the Menu

       bar and select “Insert Line After”. Enter appropriate information in each of the

       following fields:



Select “Adjustment” button



State Funding, Ineligible Funding Source, Amount (if any)



Billing Priority 1

11. Edit the document by using the shortcut key or by using the Process menu.

12. Correct any errors.

13. Approve and run the document.

14. To verify that funding has been reduced, go to Project Budget Line Inquiry (PRBL),
                                Project Funding Source Inquiry (PFST), and/or Federal Obligation Ledger 

                                (FOBL) and State Obligation Ledger (SOBL).


To redistribute the increased funding in the new grant across applicable Program/Providers, the following steps should be followed: 

 
(NOTE: Make sure the total amount applicable to the Project/Sub-Project/Phase is redistributed.)

1. Log in to Advantage Desktop.

2.
Click on the “Go To” button.

3.
Type in “PZ” in the Code field.

4.   
Click on the “Open” button. The “Batch/Document Entry” screen now appears.

5.
In the “Document ID” field, enter the Agency # and select the “Automatic Document Numbering” box.

6.
Select the “New” button.

7.
Select  “OK”. This brings up a PZ document (by number).

8.
Enter appropriate information in each of the following fields (Header and Line Items):




Header



State and Federal Fiscal Years



Agency, Project/Sub-Project, and Phase



Sponsor, New (Revised) Document Total, and New (Revised)Total Eligible



Line Items



Select  “Adjustment” button



Funding Type, Program/Provider, and Revised Amounts
9.
Create line for any ineligible funding (if not yet created). Click on “Edit” on the Menu

       bar and select “Insert Line After”. Enter appropriate information in each of the

       following fields:



Select  “Adjustment” button



State Funding, Ineligible Funding Source, Amount (if any)



Billing Priority 1

10.
Edit the document by using the shortcut key or by using the Process menu.

11.
Correct any errors.

12.
Approve and run the document.

13.
To verify that funding has been reduced, go to Project Budget Line Inquiry (PRBL),

                                Project Funding Source Inquiry (PFST), and/or Federal Obligation Ledger

                                (FOBL) and State Obligation Ledger (SOBL).
For Outcome #3 (Optional)

To forfeit the ability to spend any remaining funding, use the Steps 1 and 3 listed for Outcome #2 above:


To reduce the budget for an old grant, and

To redistribute the reduced funding in the old grant across applicable Program/Providers.
Project Funding Source (PFST)





Federal Obligation Ledger (FOBL)





State Obligation Ledger (SOBL)





Project Participation (PZ) Document





Project / Grant Master (PJ) Document
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Payment Transaction (P1, PV, etc..)





BRASS – Budgeting Information System from AMS





ADVANTAGE – Budget module – Appropriation (AP, A1, etc…) documents create funding





Project Appropriation (PAPR) 1. Creates project and appropriation association.


2. Results in project funding and control
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