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1 Introduction

The purpose of this document is to identify the tasks required to configure MARS to support Kentucky’s EMPOWERed accounts payable and accounts receivable business processes.  The ADVANTAGE and Procurement Desktop (PD) products are designed to be flexible enough to support both centralized and decentralized processing and control.  This flexibility, along with the proper configuration of each system’s implementation-specific components, is critical to supporting the reengineered materials management process and achieving Kentucky’s business process improvement objectives.

System Administration in ADVANTAGE and Procurement Desktop controls the configuration of the system for use.  Within this task System Administrators can customize the system to most effectively meet the needs of Kentucky.  This customization includes things such as providing reference data to populate drop-down menus, creating user document templates and defining system wide/agency wide options and controls.

Data Structures and Setup for Accounts Payables

1.1 Accounts Payable Related Vendor Setup

In general, Vendors will be set-up for accounts payable functions in the same manner as for Purchasing Vendors.  These processes are described in the Material Management Setup and Usage Strategy document, as well as in the detailed walkthrough of process section of the following functional specifications:

1. Vendor Web Registration.  Vendors will be able to submit a new vendor profile, or modify their existing profile from the Commonwealth’s Web site.    

2. Vendor Lite: A tool for sending a request to change to, or add a new record to the Procurement Desktop Vendor file.   Users may route and approve these documents in PD workflow.   Once approved, changes will automatically override the existing Vendor record

3. Vendor Status.  PD users will be able to initiate the upload of a Vendor record to Advantage.

The Commonwealth will be required to enter information on a Vendor by Vendor basis for Prompt payment discounts, and Electronic Funds Transfer and Remittance information

1.2 Vendor EFT Configuration and usage

Each Vendor Address may be set-up in MARS for Electronic Funds Transfer.  Each Address will require the Banks Name, the Address or Description, an ABA code, the Account type, and the Account Number.  

1.3 Discount

MARS will apply prompt payment discounts to the total amount of the Invoice when it is processed.  The total amount of the Invoice will be reduced by the negotiated amount based on the optimum scheduled date.  

This date is calculated to maximize prompt payment discounts balanced against the opportunity costs of withdrawing cash from investments with a given Return on Investment.    MARS will track negotiated prompt payment discounts for each vendor address.  These terms will default to any contractual document and may be overridden at that time as well.   

In the case of evaluated receipts “two-way match”, the payment scheduling and discounts logic will be automatically triggered upon release of the system generated invoice.  Discounts will be scheduled based on the date the goods were received.  

The Commonwealth has decided not to use System wide discounts.

The following information will have to be set-up in order for MARS to schedule payment dates and calculate discounts.

Track available discounts per Vendor:

Data Element
Description
Selections
Entry Point

“Days”
Base Payment Days less the amount entered in this field will determine  the date where, should Kentucky pay before, they would be entitled to a discount. 
User defined (Numeric field)
-Terms Tab of the Vendor address.

Discount Terms page of the Web Vendor Registration modules

“Percentage”
The Percentage discount that should be applied to the Order if the Commonwealth pays before the identified number of Days has passed
0 to 100 % (Numeric field
-Terms Tab of the Vendor address.

Discount Terms page of the Web Vendor Registration modules

“Base Payment Days”
The agreed upon number of days after receipt of Invoice that entitles the Commonwealth to receive no discount.
User defined (numeric field)
Disbursement Tab of the “schedule” task in Procurement Desktop system administration

Defaulting Terms
Commonwealth wide discount terms that may be attached to a Vendor address. 
Defined in System administration
-Terms Tab of the Vendor address.

Setup and Usage of MARS Accounts Payables Processes

1.4 Recording Expenditures

1.4.1 Overview

The functions of the expenditure module are:

· It provides a mechanism for managers to procure goods and services required to carry out their functions.

It exercises control over spending and accounts for the goods and services purchased for both financial and cost accounting purposes.

The four accounting events represented in the expenditure process are:

1. Requisition (pre-encumbrance). A Purchase Request represents the intent to incur an obligation. A request for procurement provides useful accounting information for internal management purposes. They are recorded in the accounting system as pre-encumbrances. They do not represent legal obligations.

2. Purchase order (encumbrance). A purchase order may represent a purchase order, a contract, or any other type of purchase. Amounts represented by such contracts or orders are encumbered and recorded as reservations of budgetary amounts. Prompt payment discounts will be calculated on the Procurement Desktop invoice document.  Where an invoice document is being automatically processed, Discounting will be automatically triggered.  When budgetary controls are being used, they reduce the amount available for spending.

3. Expenditures related to orders and Master Agreements are recorded in Procurement Desktop using the Invoice document.  This document can be either created by the user or will be auto generated based on the receipt of goods.  

4. Payment (cash disbursement). Generally, payment represents the liquidation of a liability and the final event in the purchasing process. In ADVANTAGE Financial, payment can be made in one of three ways: 

· Manually issuing a manual warrant or check

· Automatically using the automated cash disbursement capability

· Automatically using the electronic funds transfer capability

Events one and two would not occur in the case where the Miscellaneous Quick Payment, unreferenced PD invoice, or Advantage PV are created.  

The following shows the relationship between these steps and the related accounting events in ADVANTAGE Financial and MARS documents.

Action
Decision to Purchase
Contractual Agreement
Receipt of Goods or Services

Payment to Supplier

Document
Purchase Request
Purchase Order or Delivery Order, or Contract
Invoice, Quick Pay or Payment Voucher
Automated Disbursement (check or EFT) or Manual Warrant

Accounting Event
Recognition of Pre-encumbrance
Recognition of Encumbrance
Recognition of Expenditure
Cash Disbursement

In MARS, these accounting events are processes through the integration of Procurement Desktop (PD) and ADVANTAGE Financial.  All four steps are not required for every purchasing event; several different processing chains are supported to accommodate various accounting procedures, paper flows, and circumstances surrounding individual purchasing events. The following illustrates the processing chains acceptable in MARS:

Recognition of Pre-encumbrance 

Recognition of Encumbrance

Recognition of Expenditure

Cash Disbursement

Purchase Request
(
Purchase Order, Delivery Order, And Contracts
(
Invoice 
(
Automated Disbursement (check or EFT) or Manual Warrant



Purchase Order, Delivery Order, and Contract
(
Invoice 
(
Automated Disbursement (check or EFT) or Manual Warrant





Miscellaneous Quick Payment or

non-referencing invoice.
(
Automated Disbursement (check or EFT) or Manual Warrant





Payment Voucher
(
Automated Disbursement (check or EFT) or Manual Warrant





Manual Warrant











Procurement Desktop Function





ADVANTAGE Function





MARS performs the various functions that ensure proper expenditure accounting procedures:

· Users enter only the debit expenditure line on expenditure documents (except for the payroll and journal voucher document types). MARS automatically generates the implied offset, or balance sheet, entry.  The actual offset entries generated are outlined in Section 4, Integration of Accounts Payable Functionality.

· ADVANTAGE Financial automatically closes a pre-encumbrance when an encumbrance is recorded against it. For example, in addition to the entry generated to offset the encumbrance, other entries are generated to reverse the original pre-encumbrance document. 

· Similarly, ADVANTAGE Financial automatically reverses an encumbrance and reserve for encumbrance when an expenditure is recorded against it. 

· ADVANTAGE Financial permits the distinguishing between the acquisition and use of goods and services.  Certain cases like acquisition of goods for inventory or prepaid items, a distinct time lag exists between acquisition and use. In these cases, the goods are recorded as an asset at the time of acquisition, funds are obligated, and the entry reflected on the balance sheet. As the goods are used, they are expensed and the corresponding entry is reflected as an expense on the income statement.  See the ADVANTAGE Financial User’s Guide for a detailed discussion.
· ADVANTAGE Financial performs a revenue/expenditure reconciliation on internal documents.  That is, when an internal payment voucher is processed, not only is the expenditure recorded against the buyer fund, but the revenue is also recognized in the seller fund.  Similarly, the system also performs an expenditure/expenditure reconciliation on internal document.

· A closed item may be reopened in the same accounting period that it was closed, or in the accounting period immediately following.  Open items are stored in inquiry windows.  It is up to the user when and how often the data on an open item table should be purged.  In PD, a Modification document is used to update orders and Invoice until the documents are archived.

· A detailed record of all accounting activity is always available.  It exists on the Current Detail General Ledger for all open accounting periods.  For closed periods, this data is available on the Closed Detail (CLSLED) ledger.  In addition, several online views, such as the Online General Ledger (OLGL), provide easy access to detailed accounting activity.  

1.4.2 Credit Memos

Credit memos represent money owed to the entity by the vendor. They are entered in MARS in one of two ways:  

1. As a reduction to an expenditure on a PD invoice or Miscellaneous Quick Payment

2. As a reduction to an expenditure on an ADVANTAGE PV document as a credit Payment Voucher.

Credit memos are stored on Open Payment Voucher Line (OPVL, OPV2) ADVANTAGE tables as negative amounts. 

See Integration of Accounts Payable Functionality for a discussion of credit memo processing during automated disbursements.

1.4.3 Setup and Recording of Recurring Payables

MARS users will be able to establish a recurring payment schedule for an award from the Procurement Desktop Payment Authorization document.  Users will be able to identify the number of payments that will be made as well as the amount of each payment.  Once the Payment Authorization document has been approved, PD will automatically create an Invoice document that the user may process to initiate payment through Advantage desktop.  Each Invoice will be given the next available incremental invoice number for MARS as a whole at the time that it is created.  

The described model is an on-line process and therefore requires no system set-up.

Recurring payables that do not reference a contract or purchase order can be set up directly in Advantage on the Recurring Payment Voucher (REPV) table.  This capability can be used to make regular payments to multiple vendors (e.g., police per diem payments made monthly).  If these multi-payee payments need to be tracked by a common identifier to support reports and inquiries, a batch number will need to be entered on REPV (please refer to functional specification PPD-599).  Required data on REPV includes voucher number, vendor number, start and end date, frequency, and detailed accounting and disbursement information.  This data is used by the system to automatically generate payment vouchers on a monthly, bimonthly, quarterly, or end-of-quarter basis.

The Application Dates (LDAT) table needs to be entered for REPV on a monthly basis by a central system administrator.  

Voucher Number.  Voucher Number is a key field on the REPV table.  It is a unique alphanumeric number for the generated payment voucher documents to process the recurring payables.  On REPV, this number is 9 digits -- the first nine digits of the payment voucher document number.  The last two digits are added when the voucher is generated and corresponds to the month entered in the To Date field on Application Dates (LDAT) table.  

Start Date and End Date.  The calendar dates when you want to start and stop generating documents.  

The Payment Voucher by Batch Number Inquiry (PVBN) table provides an inquiry by batch number (please refer to functional specification PPD-598).

1.4.4 1099 Processing Setup and Usage

MARS supports 1099 reporting for all MARS payments.  A 1099 ledger is created to capture all the necessary 1099 reporting information.  For valid vendors in the vendor file, if the vendor is 1099 reportable and an object is coded in the transaction, the vendor and payment information will be updated to the 1099 ledger.  For check writer payments when vendors are not valid in the MARS vendor file, the TIN number is required on the input file if the object is 1099 reportable.  For these vendors, vendor and payment information will also be captured in the 1099 ledger.   

Setup of 1099 information in MARS includes setting up 1099 vendors and 1099 objects.  A vendor profile may be identified in MARS as 1099 reportable for tax purposes on the Procurement Desktop main vendor tab.  The following data must be set up:

Data Element
Description
Selections
Entry Point

1099 

Vendor Checkbox
If checked this will flag the vendor profile as 1099 reportable
Yes/No
Main tab of  “Vendor Maintenance”

Social Security Number
If the 1099 checkbox is selected a Social Security number is mandatory
User entered values

(numeric
Main tab of  “Vendor Maintenance”

Federal Id Type
Allows the user to select the type of number  or key used to identify the Vendor file 
“Social Security Number” or “Identification Number”
Main tab of  “Vendor Maintenance”

Tax Id Number
This business element maps to the Federal Employer Identification Number
User entered values
Main tab of “Vendor Maintenance”.

To set up a 1099 object, enter ‘A’ (miscellaneous) in Type of Return on the Object table and select the Type of Income.   

1.4.5 Check Category Usage

Check Category is used to accommodate check distribution for Advantage payments and check stocks for check writer payments.  

For payments processed through the Automated Disbursements, Check Category is used to indicate whether a check is Treasury mailed, Treasury hold or Agency mailed.  This field (on the Payment Voucher) is required procedurally if the check needs to be mailed by the agency or held by the Treasury and the Single Check flag is selected.  If the Check Category is blank, the check is Treasury mailed.  A two character alphanumeric value for Check Category (e.g., ‘AM’ for Agency Mailed) must be established by Central Finance in the Check Category (CCAT) table.  

For check writer payments, Check Category is used to indicate which check stock to use for a check writer check.  Agencies provide the Check Category in the Header record of the check writer input tape.  Valid values for all check stocks must be established in the CCAT table by Central Finance.  

1.4.6 Matching

MARS supports automated Payment Matching.  This will include two way Order and Receipt, two way Order and Invoice, and Three way Order Receipt and Invoice.  New logic will be added to the system to react to the payment requirement triggers in awards, contracts, purchase orders, and delivery orders.  This logic will relate documents together to ensure the compliance of matching quantities and dollar amounts throughout the critical points of workflow from order to payment.  Any violations of the matching rules set forth will either disallow payment or require user intervention to accommodate payment.  Otherwise, payment processing will occur expediently through the system triggers with minimal user intervention.  Matching logic will be checked at the following points in Ordering and Payment workflow:

· Saving the Receipt.  If PD detects a match between Order and Receipt an Invoice will be automatically created and processed.  In the case of a three way match, the Invoice will be automatically created, however, it will remain unprocessed.  To process the document the user must enter a Vendor Invoice number and Invoice quantity; as well as approve and release the document.

· Processing the Invoice for payment.  PD will check to see that Tolerance, and the final payment indicator match the Order and Receipt. 

   The following information will be required in order to automatically initiate Invoices into Procurement Desktop Workflow:

Data Element
Description
Selections
Entry Point

PD User ID drop-down
This field allows the user to specify which user account should receive Invoices for the referenced Organization. 
This field will be populated with all Procurement Desktop User Ids
Organization Contact Detail form

Invoice Repository Destination
This field allows the user to specify the PD user account where automatically generated Invoices will reside for the identified group 
This field will be populated with all Procurement Desktop User Ids
Match Routing Tab of Group Maintenance in System Administration

Fiscal Issues Handler
This field allows the user to specify the PD user account where automatically generated e-mail will be routed that have accounting or other Advantage errors
This field will be populated with all Procurement Desktop User Ids
Match Routing Tab of Group Maintenance in System Administration

1.5 Available Data Inquiries to Support Vendor and Internal Questions

1.5.1 Overview 

MARS Provides Comprehensive online inquires and reports to support the research of business activity.  MARS is an integrated system where accounts payable transactions are supported through two systems: Procurement Desktop and ADVANTAGE Financial.  This section is made up to two key areas: inquiries available from Procurement Desktop and inquiries available in ADVANTAGE.

1.5.2 Procurement Desktop Inquiries

MARS Procurement Desktop users will have the following reports and on-line inquiries to track Accounts Payable activity and documents.

Desktop Award Report: This on-line inquiry allows the user to identify an Award and track the status of any payments made against that award.  Users will also be able to track on a commodity line basis: Payment Matching status, Accounts Payment/Disbursement, Receiving, Funding, and Acceptance. 

AP/Disbursement Tab:  

The AP/Disbursement Tab of the Desktop Award Report displays information related to the selected award specifically related to Account Payable at the line item level.  It will display the following information:

[image: image2.wmf]
Date Entered field: displays the date in the Received Date field on the associated invoice’s Main tab.  

Amount field: displays the total payment amount sent forward by the invoice and registered on a PV by ADVANTAGE.

Invoice Number field: displays the PD document number of the invoice associated with the disbursement.

Disbursement Number: displays the disbursement number associated with the PV paying the specified invoice in ADVANTAGE.

Disbursement Date: displays the payment date when the disbursement was processed and sent.

Invoice Lines Report

For each line on the Award, the inquiry displays information about any Invoices on which this line is also found:

[image: image3.wmf]
Date Entered field: displays the value in the Received Date field on the main tab of the referenced invoice.

Invoice No. field: displays the value of the document number of the referenced invoice.

Invoice Line No.: displays the line number on the invoice that is associated with the referenced award line.

Invoice Type field: displays the type of invoice being reported.  The type refers to how the invoice was generated.  The possible display values include:

“Recurring payment”, 

“Match-generated”, or

“Manual entry” depending on how the invoice was created.

Quantity field: displays the quantity that is invoiced on the invoice line against the referenced award line.

Amount field: displays the Line Amount dollar value for the invoice line against the referenced award line. (Prior to any retainage calculations)

Vendor Invoice No. field: displays the value of the Vendor Invoice Number for the invoice line referencing the award line.

Invoice Status field: displays the status of the invoice in the system.  The possible display values include: 

“In progress”, (invoice not ready for processing)

“Released”, or  (Invoice that has been released by the system and sent to ADVANTAGE)

“Cancelled”  (Invoice that has been cancelled)

Released Totals fields: the field on the left displays the total of the Quantity values for each of the invoice entries on the report that are released in the system. The field on the right displays the total of the Amount values for each of the invoice entries on the report that are released in the system.

Matching Report:
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Invoice Number field: displays document number of the invoice referencing the award line.

Match Status field: displays the status of the invoice through the matching logic. 

· If the invoice has been automatically processed through the matching logic, the value will be “Auto matched”.  (Includes partials that are against contracts which do allow partial payments to be made.)

· If the invoice has been manually processed, the value will be “Manually matched”.  

· If the invoiced quantity is less than an ordered quantity or the received quantity is less than the invoiced quantity for an invoice that has not been processed, the value will be “Pending”. If the received quantity is less than the invoiced quantity it will kick out and be displayed as an exception and not be a "pending".
· Otherwise, the value will be “Exception”.  

Match Exception Detail field: provides a description of a match exception that has occurred for the line.  

· This field will be populated with the value “N/A” if no match exceptions apply (status is “auto matched” or “manually matched”).  

· If the status is pending, the value will be “N/A” as well since that will be a case of awaiting further receipt of items and/or invoices and not a matching “exception”. 

· Otherwise the possible values that will apply as stated are: 

· “Invoiced unit cost exceeds ordered unit cost”, 

· “Invoiced miscellaneous value exceeds awarded miscellaneous value”, 

· “Received quantity exceeds ordered quantity”, 

· “Invoiced quantity exceeds ordered quantity”, or 

“If the received quantity is less than the invoiced quantity”.
Document Status Report:  This report will allow a user to enter the document number and type and determine the status of the latest document in the Procurement and Payables lifecycle.  The following information will be returned:

Document Type – displays the document type

Date Created – displays the creation date for the document

Closing Date – displays the closing date if the document is a solicitation

Creator’s Name – displays name of the user that created the document

Document Number – displays the document number 

Document Title – displays the document title

Status – displays the status of the document.   Status is defined as the Milestone status for the last document related to the document number.  

Master Agreement Usage Inquiry:  This report will allow the user to track Delivery Orders and Payments that reference the identified PD Master Agreement.

Cradle to Grave Report:  This report will allow the user to view and open all Purchasing and Payable  documents for an identified source document.  A source document might be a Requisition, Solicitation, Award, or Invoice. This report is further described in the MARS functional specification PPD-0507.  

1.5.3 ADVANTAGE Payable Related Inquiries

As the central system for all MARS accounting events, ADVANTAGE provides numerous inquiries to support the research of business activity.  All Procurement Desktop transactions that reflect an accounting event are interfaced to ADVANTAGE, providing an accounting transaction history from the earliest part of the document chain to the completion, including audit trails of any modifications or cancellations along the way.

All ADVANTAGE inquiries referenced in this section are documented in detail in the ADVANTAGE User’s Reference Guides.  Please refer to these Guides for more information on these inquires.

1.5.3.1 Open Item Tables

Requisition, Order and Payment documents posted to ADVANTAGE update open item tables.  These system-maintained tables, which are primarily keyed by vendor code, provide users with detailed information about documents posted to ADVANTAGE.  In addition to providing detailed inquiry information regarding the original document posted to the system, the Open Item Tables are used by ADVANTAGE to track processing information such as open and closed balances, closing dates, and last document reference information.  In MARS RX transactions will be generated for Inventory Purchase Requests.  RQ’s will be generated in Advantage for non-inventory transactions.

1.5.3.1.1 Open Requisition Tables

Available Inquiries for Requisition (RQ) Document Information:

· Open Requisition Header Table (OPRQ)

· Open Requisition Line Table (OPRL)

Available Inquiries for Extended Purchasing Requisition (RX) Document Information (Inventory):

· Open Requisition Header Inquiry (ORQH)

· Open Requisition Account Line Inquiry (ORQL)

· Open Requisition Commodity Line Inquiry (ORQC)

· Requisition by Agency (RIBA)

1.5.3.1.2 Open Purchase Order Tables

Available Inquiries for Purchase Order (PO) Document Information (Non-Inventory):

· Open Purchase Order Header Inquiry (OPOH)

· Open Purchase Order Line Inquiry (OPOL)

· Open Purchase Order by Document Number Inquiry (OPOD)

· Open Purchase Order Account Line by Document Number (OPLD)

· Purchase Order by Account Distribution (POAC)

Available Inquiries for Extended Purchasing Central Purchase Order (PC) Document Information (Inventory):

· Open Purchase Order Header Inquiry (OPPH)
· Open Purchase Order Accounting Line (OPPL)
· Open Purchase Order Commodity Line (OPPC)
· Open Purchase Order by Document Number Inquiry (OPPD)
· Open Purchase Order Account Line by Document Inquiry (OPLD)
· Open Purchase Order by Vendor (OPIV)

· Open Purchase Order Commodity Line by Vendor and Commodity Inquiry (POC1)
· Open Purchase Order Commodity Line by Commodity and Vendor Inquiry (POC2)
· Purchase Order by Vendor (PIBV)
1.5.3.1.3 Open Vendor Invoice Tables

Available Inquiries for Vendor Invoice Information:

· Open Vendor Invoice Header Inquiry (OVIH)

1.5.3.1.4 Open Payment Voucher Tables

Available Inquiries for Payment Voucher (PV) Document Information:

· Open Payment Voucher Header Inquiry (OPVH)

· Open Payment Voucher Line Inquiry (1 of 2) (OPVL)

· Open Payment Voucher Line Inquiry (2 of 2) (OPV2)

· Open Payment Voucher by Document Number Inquiry (OPVD)

· Open Payment Voucher by Vendor Inquiry (OPVV)

· Vendor Payment Cross Reference Inquiry (PVIX)

1.5.3.1.5 Open Check Tables

Available Inquiries for Check Information:

· Open Check Header Inquiry (OPCH)

· Open Check Line Inquiry (OPCL)

· Open Check by Name (OPCN)

· Check Writer Check Accounting (CWCA)

1.5.3.2 History and Cross Reference Inquiries

The ADVANTAGE document referencing facility provides the ability to create a complete document chain from the originating document through the completion of the processing chain, including modifications and cancellation.  For example, when an order is placed against a requisition, the order references the requisition document number.  When a payment is made against the order, the payment references the order document.  When a check is written against the payment, the check references the payment document.  This referencing chain allows ADVANTAGE to provide both a forward and backward cross-reference between documents in a processing chain.

Document references can be inquired in two key ways in ADVANTAGE:

1. Through the Open Item Inquiries.  The Open Item Inquiries for the various documents provide information on referencing documents.  For example, the Open Payment Voucher Line Inquiry displays the Last Reference Document Number and Date, as well as the Last Check Number and Date, if applicable.

2. Through the History and Cross-Reference Inquiries.  Two cross-reference inquiries, and one document history inquiry, provide detailed information to uses on documents and document references.

1.5.3.2.1 Cross Reference Inquiries

The cross-reference Inquires provide an excellent starting point for researching document information.  Once a document is located on the Cross Reference Inquiries, the Open Item Inquiry for the document can be inquired to obtained detailed information about the transaction.

Available Cross Reference Inquiries:

· Document Cross Reference Inquiry (DXRF)

· Vendor Document Cross Reference Inquiry (VXRF)

1.5.3.2.2 Document History Inquiry

The Document History Inquiry provides a central inquiry for all document types.  It is a valuable tool for researching date and accounting information about all documents processed in ADVANTAGE.  The document history table also provides starting point for document research; if more detailed information is needed, the Open Item Inquiry information can be referenced to provide additional detail.

Available Document History Inquiries:

· Document History Inquiry (DHIS)

1.5.3.3 Online Ledger Inquires

The Online Ledger Inquiry provide users online access to accounting information when detailed debit and credit level information is needed regarding transactions posted to ADVANTAGE.  The online ledger reflects the ADVANTAGE general ledger as of the close of business for the prior processing day.  The online ledger can be used to research items such as detailed entries regarding budgetary impacts or balance sheet transactions.

Available Online Ledger Inquiries:

· Online General Ledger (1 of 2) (OLGL)

· Online General Ledger (2 of 2) (OLG2)

1.5.3.4 Other Accounts Payable Related Inquires 

Available Vendor Data Inquires:

· Vendor (1 of 2) (VEND)

· Vendor (2 of 2) (VEN2)

· Vendor by Federal ID (VFED)

· Vendor Name (VNAM)

· Vendor Zip Code Inquiry (VZIP)

· Electronic Funds Transfer (1 of 2) (EFTT)

· Electronic Funds Transfer (2 of 2) (EFT2)

Other Miscellaneous Inquiries:

· Check Category (CCAT)

· Electronic Funds Transfer Type (EFTA)

· Payment Voucher Scheduling (SCHD)

Integration of Accounts Payable Functionality

1.6 With Purchasing

Accounts Payable functionality is very closely tied to purchasing functionality.  In MARS, Procurement Desktop (PD) and ADVANTAGE are integrated via an online interface.  While all purchasing processing will be performed in PD, payable functions are performed in both PD and ADVANTAGE.  

As shown below, the MARS expenditure processing chain can begin with a procurement process, or it can begin with the recognition of expenditure:
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1.6.1 Recognition of Pre-encumbrance 

The Purchase Request represents the earliest starting point in the expenditure chain.   When a purchase request is processed to completion in PD, a Requisition document (RQ) or (RX) is interfaced to ADVANTAGE to post a pre-encumbrance to the accounting system.  Pre-encumbrances affect the committed amounts on the budgeting tables, and post the following to the general ledger:


Dr
Pre-encumbrance (account type 20)



Cr
Reserve for Pre-encumbrance (account type 03)

1.6.2 Recognition of Encumbrance

Encumbrances can originate in PD as deliver orders, purchase orders, or contracts.  When one of these documents is processed to completion in PD, a Purchase Order document (PO) or (PC) is interfaced to ADVANTAGE to post an encumbrance to the accounting system.  Encumbrances affect the obligated amounts on the budgeting tables, and post the following to the general ledger:


(if a purchase request is referenced)



Dr
Reserve for Pre-encumbrance (account type 03)




Cr
Pre-encumbrance (account type 20)


Dr
Encumbrance (account type 21)




Cr
Reserve for Encumbrance (account type 03)

The PD document also serves as the starting point for the matching process. See Section 3.1.6 for more information regarding automatic document matching.

1.6.3 Recognition of Expenditure

Expenditure documents can originate from either PD or ADVANTAGE.  From PD, expenditure documents can be entered as either Invoice documents or Quick Pay documents; from ADVANTAGE, expenditure documents can be entered as Payment Vouchers or Manual Warrants.

· Invoice – Invoices are PD documents used to enter vendor invoices received from vendors as a result of a purchasing event.  Invoices will typically reference a purchase order, and represent the final document in the matching process.  Invoice documents allow for the entry of information such as vendor code, consumption information, and discount information.  Invoices will be automatically generated in the case of a saved receipt, or, as a result of scheduled recurring payment.    Invoice documents are interfaced to ADVANTAGE as Payment Voucher documents (PVP).  

Invoices can also be used to enter non-referencing payables in cases where consumption data should be tracked.

· Miscellaneous Quick Pay – Quick Pay is a PD document used to enter payments to vendors that do not require the recording of consumption information, i.e. there is no purchase order reference nor commodity reference.  Quick Pay document can also be used to record one-time payments to vendors that are not registered vendors on the MARS vendor database.  Quick Pay documents are interfaced to ADVANTAGE as Payment Voucher documents (PVP).

· Payment Voucher – Payment Vouchers are ADVANTAGE documents that represent the equivalent of the PD Quick Pay document.  If the user desires, payments that do not relate to a purchasing document can be entered directly into ADVANTAGE.  These payments can include payments to both registered and non-registered (one-time) vendors.

In all three of the above cases, a Payment Voucher document is processed in ADVANTAGE.  Payment Vouchers post an expenditure to the accounting system, and establish a balance in the Accounts Payable liability account.  Expenditures affect the obligated amounts on the budget tables, and post the following to the general ledger:



(if a purchase order is referenced)



Dr
Reserve for encumbrance (account type 03)




Cr
encumbrance (account type 20)


Dr
Expenditure/expense (account type 22)




Cr
Accounts Payable (account type 02)

· Manual Warrants – Manual Warrants (MW) are ADVANTAGE documents used to record a payment made with a manual check.  When Manual Warrants are processed without a Payment Voucher reference (see below), an expenditure is posted to represent the payment.  Non-referencing manual warrants post the following to the general ledger:


Dr
Expenditure/expense (account type 22)




Cr
Cash (account type 01)

1.6.4 Cash Disbursement

All cash disbursements are processed in ADVANTAGE.  Cash disbursements can occur three ways:

1. Through the automatic creation of a check.

2. Through the automatic creation of an EFT payment.

3. By manual check.

1.6.4.1 Automated Disbursements

Automated disbursements are processed based on scheduled Payment Vouchers.  Through a nightly voucher selection process, payment vouchers are checked four ways prior to selection:  (1) the payment is schedule to pay, (2) the payment is not on hold, (3) the vendor is not on hold and (4) there is sufficient cash available to make the disbursement.   If a payment meets these criteria, it is selected for payment.

Automated disbursements can result in payments being made to the vendor by either check or EFT.  See Section 2.2 for further details on setting up vendors for EFT payment.

When a cash disbursement is made to a vendor through automated disbursement processing as a check, an AD transaction is posted to the accounting system.  AD transactions post the following to the general ledger:


Dr
Accounts Payable (account type 02)




Cr
Cash (account type 01)

When a cash disbursement is made to a vendor though automated disbursement processing as an EFT, an EF transaction is posted to the accounting system.  EF transactions post the following to the general ledger:


Dr
Accounts Payable (account type 02)




Cr
Cash (account type 01)

See Section 4.3, With Disbursements, for a more detailed discussion of Accounts Payable integration with disbursement processing.

1.6.4.2 Manual Warrants

Payments made to vendors through manual or local checks are recorded in ADVANTAGE as Manual Warrant documents.  These documents can only be entered into ADVANTAGE.  As discussed above, Manual Warrants can be used to enter manual checks that have no prior document reference.  However, manual warrants can also be used to record manual checks written to vendors in lieu of an automated disbursement payment.  

To record these types of Manual Warrants, a Payment Voucher reference must be supplied.  Manual warrants in MARS can only reference Payment Voucher documents; the Payment Voucher can originate in either PD or ADVANTAGE.  Manual Warrants documents posted to the system with a Payment Voucher reference make the following entries to the general ledger:


Dr
Accounts Payable (account type 02)




Cr
Cash (account type 01)

1.6.5 Document Tracking

Procurement Desktop tracks an order through the complete procurement process by assigning a unique identification number when the initial requisition enters the system. This number is maintained as the requisition advances to the order, receipt, and payment stages.  Although documents are identified as being requisitions, orders etc., they maintain this unique number throughout the process.   Related documents should be grouped together on a user’s Desktop in a logical and visual file folder.   Each document is represented by an Icon which displays the documents status.  For instance: Approved, Released, Canceled, or Terminated.   

This common method of numbering documents will be retained in both PD and ADVANTAGE for interfaced documents.  This unique identifier can be used to track and access documents across the systems.

The coding structure to be used in passing document identification to Advantage will be:


Transaction Code:

XX          (i.e. RQ, PO etc.)


Document Agency:

XXX 


Document Number:

XXXXXXXXXXX


      Broken down as:

Year


99



Document #

XXX9     (created by PD)



Split


X



Delivery Order  #

XXX9     (created by PD on price agreements)

1.7 With Fixed Assets

1.7.1 Overview

Fixed assets shells will automatically be created in ADVANTAGE when an invoice is processed to completion from Procurement Desktop.   The creation of the Fixed Asset shell will occur after the invoice has been processed to completion and the payment document has been interfaced to ADVANTAGE.  

Based on the commodity, the dollar value, and the agency, used on the Invoice document, PD will apply fixed asset rules to determine if a Fixed Asset shell document should be created.  PD will automatically create a fixed asset record shell for each unit of quantity.  PD will automatically populate fields on the Fixed Asset document, such as the funding sources, asset value, description, and acquisition date.  This shell must then be completed by the asset managers and posted to ADVANTAGE.

See the Fixed Asset System Usage Analysis for information on Fixed Asset business processes.

1.8 With Disbursements

1.8.1 Overview

A Payment Voucher document in ADVANTAGE authorizes the spending of money and initiates automated disbursement procedures.  The MARS Automated Disbursement process is a centralized process that selects vouchers based on user defined parameters and creates a disbursement to the vendor as either a printed check or an EFT payment.

MARS creates consolidated payments based on selected payment vouchers.  Payment vouchers are selected based on:

· Schedule payment date is equal to or less than the current date.

· The vendor is not on hold.

· The payment voucher is not on hold.

· Check for cash.

MARS payments are combined on a daily basis by vendor.  When multiple agencies are involved in one check, the check stub will provide sufficient remittance information to explain what the check is paid for.  Please refer to the Disbursement System Usage Analysis for more information and functional specification DISB001-002.

Automated disbursements is a flexible process allowing users to specify various disbursement information at the time of payment:

Schedule payment date.  For most payments, scheduled payment date will be calculated by the system to achieve the best possible payment date given the discount and processing parameters.  However, schedule payment date can be specified when a payment needs to be disbursed on a certain date.  The voucher selection process is discussed further below.

Check category.  Check category provides a means to categorize payments.  In addition, during the check printing process, checks are grouped by check category.  See Section 3.1.5 for further discussion of check category usage in MARS.

Application Type.  Application Type is the EFT equivalent to check category.  Application type can be used to group EFT payments together for ACH transfers and reporting purposes.

Single Check Flag.  Setting the single check flag to Yes [Y] on a payment document indicates that the payment should not be consolidated with other payments during the check or EFT creation process.

EFT Indicator.  EFT indicator will automatically be set to Yes [Y] for vendors setup for EFT payments.  The indicator can be overridden to No [N] if a check is desired for the payment.

All of the above disbursement parameters can be changed by authorized users after the Payment Voucher document has been processed though the Payment Voucher Schedule (SCHD) table.  

1.8.2 Voucher Selection and Summarization

Both the cash disbursement process and the EFT fund transfer process select vouchers from Open Payment Voucher Header (OPVH) and Open Payment Voucher Line Inquiry (OPVL, OPV2). The cash disbursement program summarizes all vouchers selected by check category, vendor, and single check flag. A total amount is calculated within each check category for each vendor, with the exception of those vouchers marked Yes [Y] for Single Check flag.  One check is written for each vendor in each check category and for each voucher marked Yes [Y] for Single Check.  A vendor may appear under any number of check categories. 

The EFT transfer program summarizes all vouchers selected by vendor, application type, and single check flag. A total amount is calculated within each application type for each vendor, with the exception of those vouchers marked Yes [Y] for Single Check (see below). One transfer record is written for each vendor in each application type and for each voucher marked Yes [Y] for Single Check. A vendor may appear under any number of application types. 

Vouchers with a Single Check of Yes [Y] have their own individual totals regardless of whether the process used is electronic funds transfer or cash disbursement.  Only positive vouchers may be flagged with Yes [Y] for single check (or transfer) printing. 

1.8.3 Manual Checks

Alternatively, a manual check can be written.  Manual check transactions are entered into MARS using the Manual Warrant document.   If, after a payment voucher is submitted, the items recorded on it become urgent and a check must be written immediately, a manual check can be written and recorded on a Manual Warrant.  The Manual Warrant closes the referenced payment voucher and consequently stops the check writing process.   If the manual warrant is written for a specific line amount, then the cash disbursement process proceeds using the remaining outstanding lines.

1.8.4 Credit Memos 
A Credit Memo will be handled in Procurement Desktop by entering a negative line on the Invoice.  This will represent an amount that is due to the Commonwealth for a specific procurement.

1.8.5 Accounting Model

Automated disbursements generate the following detailed postings to the Current Detail General Ledger (GENLED):

Dr
Liabilities (vouchers payable)

Cr
Assets (cash)

The amount posted is the check or transfer amount. All ledger records generated by the automated disbursement process have a Transaction ID of AD and a Transaction Number equal to the Check Number.  All ledger records generated by the electronic funds transfer process have a Transaction ID of EF and a Transaction Number equal to the Transfer Number.

In addition to the general ledger entries, the following records are created by the cash disbursement cycle:

· Updates to PV Tables.  Open Payment Voucher Line Inquiry (1 of 2) (OPVL) that was paid. These records are posted to the following ledgers:

· Open Payment Voucher Ledger Postings (PVOPEN).  The detail records are posted.

· Job Ledger Posting (JOBLED).  The detail records that contain a job number are posted.

· Updates to Procurement Desktop.  The check number on the Invoice or Miscellaneous Quick Payment is posted to PD.

1.8.6 Support of Treasury Business Processes

1.8.6.1 Supported Via ADVANTAGE Features and Functions

· Automated disbursements via checks.  MARS supports the determination of the remittance information required on the check stubs, the ability to have varied check stock (identified through the Check Category field on the payment voucher document), review of the open item tables (OPVH, OPVL, OPCH, OPCL), and review of other disbursement related online tables (SCHD). ADVANTAGE disbursements will be modified to create a file that will serve as input to Treasury’s check printing software.

· Automated disbursement via EFT/ACH.  MARS supports the ability to pay vendors through EFT/ACH.

· Manual/Local checks.  The ADVANTAGE software supports the ability to record manual checks and the Commonwealth’s requirements for imprest cash accounts.  ADVANTAGE on-demand printing can be utilized to print manual checks. 

· Check Tracking/Deposit Tracking.  All disbursements and deposits are posted to various ADVANTAGE tables to support bank reconciliation.  Disbursements (automated, manual, EFT) are posted to the WREC (Warrant Reconciliation) table and deposits are posted to the Treasury table.  Information from the bank will be fed into ADVANTAGE as an interface and the WREC and Treasury tables will be updated for bank reconciliation purposes. 

· Fed Wire.  Federal Wire Transfer is recorded on a new Manual Warrant document – Manual Warrant Fedwire (MWF) in MARS.  Please refer to functional specification DISB013&015 for details.

· Check Cancellation.  ADVANTAGE provides the capability to cancel checks and reissue the checks created through automated disbursements or manual warrants, if required.  Cancellation and re-issuance of checks with the same number will be supported through Treasury’s software and processes.

· Recording ‘Cold’ Checks.  MARS supports the recording of ‘cold’ checks (NSF checks).  Please refer to section 6.5 for details.

· Escheating of checks.  A new batch program is created to automatically void a check that is older than a year.  Please refer to functional specification DISB 007 for details.
· Support of CMIA Reporting.  CMIA information (e.g., expenditure post date, check date, cleared date) is captured and posted to the open check tables and the general ledger.  Reports can be generated using these sources.
· 1099 Tracking.  1099 information will be gathered for all vendors (excluding Miscellaneous Vendors).  All 1099 related data is posted to a 1099 ledger.  The ledger updates the 1099 related online tables and supports 1099 reporting.  Please refer to functional specification DISB053 for more information.

· Vendor Offsets.  A new process is created for MARS to handle vendor offset for both Advantage and check writer payments.  Please see section 4.4.3 for more information.

1.8.6.2 Processes Supported by Checkwriter Features and Functions:

· Processing of checkwriter files.  MARS will process and record check writer payments and post to open check tables and the general ledger.  Please refer to functional specification DISB051 for details.
· Processing of vendor offsets.  Offset processing based on user defined debt parameters.  Check Writer files that are subject to vendor offset are processed using the same vendor offset programs and tables as the Advantage payments.  Please refer to functional specification DISB052 for details.

· 1099 Tracking.  1099 information will be gathered for all vendors except miscellaneous vendors.  All 1099 related data is captured in a 1099 ledger.  The ledger updates the 1099 related online tables and supports 1099 reporting.  Please refer to functional specification DISB053 for more information.

· Support of CMIA Reporting.  CMIA information (e.g., expenditure post date, check date, cleared date) is captured and posted to the open check tables (e.g., OPCH and CWCA).  Reports can be generated using these sources.
· Disbursement Tracking.  All check writer disbursements update the ADVANTAGE tables to support check inquiry and bank reconciliation.

· Recording name and address changes for check writer payments.  A new document is created to record name and address changes for check writer payments.  Please refer to functional specification DISB054 for details.
1.9 With Check Writer

1.9.1 Overview

MARS Check Writer software is fully integrated with ADVANTAGE software.  There are two key integration points between ADVANTAGE Accounts Payable and Check Writer processing:

1. Check Writer output data.

2. Vendor Offset processing.

1.9.2 Check Writer Data

Several key outputs from check writer processes are integrated with similar outputs from ADVANTAGE disbursements.  These include:

· Open Check table data.  The Open Check Header (OPCH) and Open Check by Name (OPCN) tables store detailed information about checks created by the system.  ADVANTAGE automated disbursements processes update these tables as payable documents (Payment Vouchers or PV’s) are disbursed as automated checks.  As an integrated process, Check Writer updates these same tables with check data as checks are created based on incoming check writer tapes.

· Warrant Reconciliation data.  The Warrant Reconciliation (WREC) table stores information about all checks and EFT payments made through ADVANTAGE automated disbursements.  Similar to the Open Check tables discussed above, the Warrant Reconciliation table is also updated by Check Writer processes as checks are created.

· 1099 data.  Payments made to 1099 reportable vendors are tracked on a 1099 ledger file in MARS.  This ledger file is update based on documents posted to ADVANTAGE.  In addition, Check Writer processes will also update the 1099 ledger to provide for a consolidated 1099 file to perform 1099 reporting.

· CMIA data.  CMIA data is gathered based on check information from the Open Check tables and the Warrant Reconciliation table.  Since these tables are integrated into Check Writer processes, consolidated CMIA information can be collected and report upon.

1.9.3 Vendor Offset Processing

The Vendor Offset processes are fully integrated into the ADVANTAGE payables and disbursement processes.   Vendor offsetting occurs when an eligible vendor (based on Tax ID Number) has a debt established into the Vendor Offset system.  For both ADVANTAGE and check writer payments, offsets are processed against the same offset information, providing an integrated set of functions across both ADVANTAGE and Check Writer.

MARS also handles vendor offset for the Revenue Cabinet.  However, the process is different. Debt is first established by incomplete information provided by the Revenue system.  A debtor table record is established without a real amount.  When the Vendor Offset Payment Intercept program finds a potential vendor offset payment, a sub-routine will be called to get the real amount from the Revenue system.  The real amount is then updated to the MARS debtor table and used to offset payments.  

Please refer to functional specification DISB052 for a detailed description of the Vendor Offset process.

1.10 With Travel Management System (TMS)

1.10.1 Overview

The MARS Travel Management System interacts with MARS Accounts Payable to perform two key processes:

1. Travel authorization request.

2. Disburse travel reimbursements.

A  Payment Voucher (PV) is interfaced to ADVANTAGE from the Travel Management System.  These PV documents contain a vendor code equal to the employee’s Social Security Number (SSN).  Each employee will be established on the MARS Vendor Database.

PV documents interfaced from TMS will perform no other special processing.  All of the ADVANTAGE accounts payable features and functions related to Payment Voucher processing and automated disbursements are available.  These payables will be selected and processed using the same processes as any other vendor payable.

The Advantage Travel Management system will work with the Motor Pool Reservation System to assist in providing the use of Motor Pool Vehicles to Commonwealth travelers.

Certain categories of travel will require pre-trip authorization.  An authorization request can be processed within TMS and approval will reserve funds for the estimated cost of the trip.

Employee travel expense reimbursement request will also be created and approved within the TMS.

1.11 Future EDI Initiatives

The Commonwealth will continue to pursue new technology initiatives.  One such initiative is to expand the Commonwealth’s ability to support electronic commerce (e-commerce) transactions, leveraging new functionality available in MARS in conjunction with Modernized Front-end (MFE) technology to achieve savings through streamlined business processes and to provide better service to its customers.  

Accounts Payable is one such area.  While building specific software to support Electronic Data Interchange (EDI) and other MFE initiatives has been deferred past the original implementation of MARS, the ADVANTAGE software suite provides flexible tools for both data output and document input that can be adapted and built upon to provide support for these technologies.  

The MARS system will position the Commonwealth with the software, data and infrastructure to more effectively implement these new technologies as Commonwealth e-commerce and MFE requirements are better defined.

2 Setup and Usage of MARS Accounts Receivables Processes

2.1 Overview

To process accounts receivable transactions, reference data, system controls and options must be set up before hand.  These are the tasks of System Administrators.  Since MARS provides both decentralized transactions processing and centralized controls, system administration is handled by both central office and agencies.  For each item to be ready for production a recommendation is made regarding the establishment and maintenance of the required information.  This data is categorized into the following areas:

· Central System Administration – this data will be established by the Central Implementation team and entry and ongoing maintenance will be handled by central administration.

· Agency Administration – this data will be established by the Agency Implementation teams and entry and ongoing maintenance will be handled by agency administrators.

· Central Administration with Agency Input – responsibility will be shared between Central Finance and the Agencies.  Establishment of the data will be the responsibility of the Central Implementation team, however Agency Implementation teams must review data to ensure that their individual requirements are met.  Maintenance will be handled by central administration however Agencies will be assigned specific roles in the maintenance of certain tasks.

Figure 1. Reference Data by Role Responsible shows the breakdown of centralized v. decentralized information.

Figure 1. Reference Data by Role Responsible
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2.2 Data Setup

2.2.1 Customer Setup and Maintenance

The MARS customer file will be statewide and maintained centrally.  Since there’s no customer file in STARS, the Commonwealth will evaluate the existing STARS vendor file and identify those vendors that are likely to be customers of the Commonwealth.  These vendors will be used to populate the initial MARS customer file.  This also helps to keep vendor code and customer code in sync.  Customer Code is the key to the customer file.  Like the vendor code, the 11-digit customer code has two components – 9 digits for vendor TIN number and 2 digits for address location indicator.  If the customer has two locations, there will be two records in the customer file.  

To properly set up a customer, MARS requires the following information: Customer Code, Customer Name (either Individual or Corporation), Short Name (required for reporting purposes), Address (state and zip are not required for foreign or military customer), and Customer Type (if the type is corporation, SIC code is required).

The Customer (CUST) table is system maintained.  A Customer (CU) document must be approved and processed before this table is updated.  To establish a new customer, all the required information needs to be entered in the CU document.  The document is routed to Central Finance based on workflow rules.  The Central Finance approves each new customer and processes the CU document.  Through workflow, a notice is sent back telling the initiator that the CU document has been processed.  The customer is now established in the customer file and information can be accessed from the on-line Customer (CUST, CUS2 and CEFT) tables.  

A miscellaneous customer can be established for one-time customers or summary customers.  Name and address fields are not required for the customer file. 

The Customer EFT (CEFT) table is created to support future EFT/EDI implementation (post July 1, 1999).  The customer EFT information will reside in this table.  Similar to a regular customer, an EFT customer will be established through the CU document via workflow.

Maintaining the customer file is also a shared responsibility of the Central Finance and agencies.  To change information for a customer, the CU document needs to be entered, approved and processed.  To avoid unnecessary data entry, only the information that needs to be changed is required.  All other fields will be inferred from the Customer table.  Once the CU document is approved and processed, the customer file will be updated with the new customer information overlaying the old one.

An agency can request that a customer be inactivated or deleted using a CU document via workflow.  A customer can also be inactivated or deleted automatically if certain criteria are met.  There are two batch programs requiring entries in the Application Date (LDAT) table to specify number of days for inactivity.  For example, if ‘365’ is entered in Miscellaneous Parameter field on LDAT for the program that inactivates the customer, all customers in the customer file will be inactivated if there has been no activity for the customer for 365 days.  These customers will not be billed.  Payments will still be collected and recorded for them.  

A third party can be billed if the third party is associated with the customer in the Customer file.  Specify a Third Party Code on the CU document.  On the Third Party Billing (TPAR) table, specify the name and address of the third party. 

2.2.2 Revenue Options Setup

Revenue Option tables are important setups for the Revenue and Receivable functional area.  They establish options and controls used throughout the MARS revenue and receivable function.  There are two levels of revenue options in MARS.  The Revenue Option (ROPT) table is set up and maintained centrally.  The Revenue Option by Agency and Revenue Source (ROAR) table is set up and maintained by agencies.  The flexibility provided by these two tables allows agencies to either use the options and values set up by the Central Finance or establish own data elements to suit their needs.  Keep in mind that agencies must always use the central policies as guidelines when establishing the agency specific data elements.  For example, if the Commonwealth creates a policy that a $20.00 fee should be charged on late payments, a $20.00 late charge fee will be set up central on ROPT.   If the agency decides to use what has been established centrally, simply leave the field on ROAR blank, and the system will infer the field value from ROPT.   If agency specific late charge fee is needed, a new amount can be set up but the $20 late charge fee must be considered minimum.  

The following options are set up and maintained by Central Finance only:

Receivable Minimum Amount
    Receivable document is rejected if the document total is less than this amount.  This value should be determined by a Commonwealth-wide policy that takes into consideration the cost effectiveness of printing and mailing an invoice.

NSF Charge Revenue Source, Interest Charge Revenue Source, Late Charge Revenue Source, Overpayment BS account    These accounts determine where the finance charges are posted in the general ledger.  Finance charges are usually applied by the system.  The Central Finance is responsible for establishing these accounts.  The revenue sources have to be valid on the Revenue Source (RSRC) table.  The BS account for overpayment has to be established on the Balance Sheet Account (BAC2) table.  For each revenue source and BS account, the accounting line needs to be established in the Chart of Accounts to ensure that these charges will not be rejected by the system. 

Both Central Finance and agencies establish and maintain these options and the agency setups must be more restrictive:

Receivable Due Date Lag    The number of days past the receivable process date or the statement cutoff date that the receivable or statement is due.  The Central Finance sets up a Commonwealth-wide value to be used by most of the agencies.  Agencies can establish another value when establishing the Billing Profile (BPRO).  

NSF Check Charge    The Non-Sufficient Funds check charge.  The Central Finance establishes a minimum value (e.g., $20).  Agencies can override this amount with another value on the Revenue Options by Agency and Revenue Source (ROAR) table.  The agency specific charge must be higher.
Finance Accumulation Type     Indicates the type of finance charge to be applied for late payments.  It can be interest only, late fee only, both, or neither.  The Central Finance sets up this option to be used by most of the agencies.  Agencies can also set up this option on ROAR.

Interest Type    Simple, Compound or N/A are the valid values. The Central Finance sets up this option to be used by most of the agencies.  Agencies can also set up this option on ROAR.

Interest Rate Percentage, Late Charge Amount     The Central Finance sets up this option to be used by most of the agencies.  Agencies can enter more conservative amounts.  

Tolerance Level     This includes Short Payment Tolerance Percentage, Short Payment Amount, Overpayment Tolerance Percentage and Overpayment Amount.  The more conservative measure is used by the system when tolerance is determined.  The Central Finance would set up the tolerance level to be $10 and let agencies determine a different one if necessary.  The tolerance level established by agencies should be more conservative.

2.2.3 Billing Profile

The Billing Profile contains critical invoice print information such as Pay To and Remit To.  Since the receivable functionality is decentralized in MARS, the Billing Profile setup will be done by agencies.  Billing Profile is keyed by Billing Code.  To avoid duplicate billing code and effectively manage the billing profile, each agency will be assigned a range of numbers to be used for the billing codes.  The code is 4 digits long and can be used in different ways.  For example, the first three bytes can be the agency code and the last byte, which allows 36 alphanumeric value, can be given by agencies.  This decision will be made by Policies and Procedures.  

Billing code is required for receivable documents.  When a receivable document is approved and processed, the information on the Billing Profile by billing code will be used to print an invoice and/or statement.
Once an agency has its own billing codes, a billing profile must be established for each billing code.  The following information needs to be entered for each billing profile:

Remit To and Pay To   This information will be used on the invoice.  

Invoice/Statement selection    Specify if this billing code prints invoice only, or statement only, or both.  

Statement Day    This is required if statement is selected to be printed.  It specifies the day of the month when statements are generated.  Valid values are 1-28.

Receivable Due Date Lag    This is the same field that appears on the Revenue Option (ROPT) table.  It can be established centrally on ROPT.  Agencies can specify its own receivable due date lag on BPRO to override the one on ROPT.  

Instruction Code    Limited text information can be entered on the invoice if this code is used.  Each billing code can be linked with an instruction code to print special messages.  The content of the special message can be entered on the Special Instruction (SPIS) table.  For MARS, the additional description panel on the receivable document will be used for text on the invoice.  The use of instruction code is optional.

Billing Collection Code    Each billing profile can have its own collection cycle.  This code is used to specify the collection cycle established on the Billing Profile Collection Cycle (BPCC) table.  The collection cycle determines when the second invoices (dunning messages) or collection letters are sent to remind customer of past due receivables.

2.2.4 Billing Rate

The billing rate is used to compute the receivable line amount on the receivable document.  It is established on the Billing Rate (BRTE) table.  BRTE is keyed by Fiscal Year, Agency and Rate Code.  Agencies can establish their own rate codes.  For each rate code, a unit and billing rate are entered on BRTE.  

2.2.5 Invoice and Statement Print and Replacement

Invoices can be printed during the nightly cycle by batch or on-demand during the day.  The billing profile for the billing code entered on the receivable document must specify the option to print invoice (either invoice only or both invoice and statement).  When a receivable document is accepted, the invoice will be automatically printed during the nightly cycle.  When a receivable is modified, an invoice will also be printed automatically during the nightly cycle.  

If an invoice is not printed, check to see if it is automatically suppressed.  The system will suppress the invoice print for a receivable if it has been:

· Marked as a summary receivable

· Placed on a payment schedule

· Flagged for payment intercept

· Marked for collections

· Marked for legal action

· Scheduled for write-off or written off

To print statement, the data setup is very similar.  The billing profile must be statement only, or both invoice and statement.  Statements can be printed automatically during the nightly cycle and can also be printed on demand.  A statement must be entered on the Statement Hold (STHD) table to be suppressed. 

To replace an invoice or statement, select the Replacement indicator on Printed Receivable (PRRE) and Statement (STMT) table respectively.  A replacement will be printed during the nightly cycle.

To check if an invoice is printed for an accepted receivable, go to the Printed Receivable (PRRE) table or Printed Invoice (PRIN) table.  To check if a statement is printed for customer, go to the Statement (STMT) table.  

Both invoices and statements can be printed on demand.  The end users will use the On Demand Invoice Print (ODIN) and On Demand Statement Print (ODST) table to request and print an invoice or a statement from a local printer.

2.2.6 Dunning Message and Collection Letters

Dunning messages are sent for the past due receivables and collection letters are sent for the significantly past due receivables.  Dunning messages serve as the second invoices to the customer.  So like invoices, dunning messages can be generated by batch during the nightly cycle or by request (on demand) during the day.  The user determines the content of the messages and letters, as well as when they are sent to the customer.   The content of the dunning message is entered in the Dunning Message (DUNN) table that is keyed by the Dunning Message Code.  The dunning message cycle is defined in the Collection Control (CCTL) table or Billing Profile Collection Control (BPCC) table.  CCTL should be established by Central Finance.  This table should only be used when the Central Finance needs to control when and what dunning messages are generated.  Agencies should establish the BPCC table for dunning messages by entering the Days Past Due and Message Code.  

Similarly to dunning message, agencies can establish for collection letters by entering the Days Past Due and Collection Letter Code on the BPCC table.  The content of the collection letters is entered on Collection Letter (COLT) table that is keyed by the collection letter code.  Collection letters are printed by batch during the nightly cycle.

2.2.7 Renewal Notice

Renewal notices must be defined on Renewal Type (RNTP), Renewal Notice Text (RTXT) and Renewal Notice Scheduling (RNEW) tables before the notice can be generated.  The renewal notice is generated by batch during the nightly cycle.

2.2.8 Reason Code for Receivable Adjustment

For every adjustment to a receivable, a reason code needs to be specified on the modifying receivable (RE) document or receivable credit memo (RM) document.  The reason code must be valid on the Receivable Adjustment Reason (REAR) table.  Agency and Reason Code are the keys to this table, which is established and maintained by both Central Finance and agencies.  Central Finance defines all the common reasons likely to be used by most if not all agencies.  A 2-digit reason code is assigned to each reason.  ‘***’ is used by Central Finance for agency code.  Agencies establish their own specific reason codes.  A description for each reason code is entered in the Description column of the table. 
3 Recording MARS Accounts Receivable Transactions

3.1 Recording Accrued and Collected Revenue

Revenue will be recorded in MARS through the receivable document.  Revenue can also be recognized and recorded for payments received by cash receipt document (please see section 6.2 for details).  The receivable function in MARS is decentralized.  Agencies will be responsible to record receivables and generate invoices.  To successfully process a receivable, the following data elements must be valid in the system:

· Customer Code

· Billing Code

· Accounting Line information

Receivable information from an outside system is brought in MARS at a summary level via a summary receivable document.  A miscellaneous customer established in the customer file is used for summary receivables.  MARS records the summary accounting information and detail customer transaction data resides in the outside system.  A Receivable (RE) document is either populated by an interface or entered on-line.  To indicate the receivable is a summary receivable, enter ‘S’ in the Receivable Type on the receivable document.  No invoices or statements are generated for summary receivables. 

The accepted receivable documents update open receivable tables (OREH, OREL, OREC, OREO, CUSF, etc).  They also update the Revenue Budget table (REV2) for the recognized amount.  

3.2 Setup and Recording of Recurring Receivables

Recurring receivable provides capability for automatic billing of fixed charges that occurs monthly, quarterly and annually.  Recurring receivable data is set up on the Recurring Receivable (RERE) table.  This table requires receivable number, submitting agency, customer code, effective date, expiration date and accounting distribution.  Using the data on this table, receivable documents are automatically generated by the system.  

Receivable Number    An eleven digit identifier for the recurring receivable.  The first nine digit of this number are entered by the user and the last two digits are populated by the system as the accounting period.  

Billing Frequency   This field defaults to Monthly.  Valid values are Monthly, Quarterly, End of Quarter, Semi-Annually, Yearly, Biannually

Effective Date and Expiration Date    The system automatically generates the receivable document based on these dates and billing frequency.  For all billing frequencies, if the current date is greater than the expiration date, the automatic billing process will stop. 

Accounting Distribution    The accounting attributes need to be entered on RERE.  If the accounting distribution entered is not correct, the automatically generated receivable document will reject.  

3.3 Recording Customer Payments (check and EFT)

The Cash Receipt (CR) documents will be used to record payments received from the customers.  CR will be used for non-EFT payments and C1 will be used for EFT payments.  Note that the MARS EFT payments for July 1,1999 will be limited to the current wire transfer practice, which does not require pre-note and customer registration.  The full implementation of EFT/EDI for processing payments received by the Commonwealth will be postponed to post July 1, 1999.

Most payments to the Commonwealth are deposited into Farmer’s bank through the Treasury.  In MARS, CR or C1 transactions for deposits in Farmer’s bank (Cash Account flagged as State Treasury Cash) are routed to the Treasury for approval.  Agencies initiate the CR/C1 documents and route to Treasury through workflow.  For CR’s, the Treasury will verify the amount with the physical checks/cash and assign batch numbers and deposit ticket numbers.  For C1’s, the Treasury will approve and match the C1 amount with a specific bank transaction.  The following must be valid in MARS to process a cash receipt transaction:

· Customer Code – it can be miscellaneous customer in the customer file

· Bank Account Code – specify to which the money is deposited into

· Accounting Line Information

· Reference Receivable Number

Accepted cash receipt document updates open receivable tables and other inquiry tables (OREH, OREL, OREC, CUSF, DHIS, etc).  The Treasury tables – the Treasury Cash Receipt (TRCR) table and Treasury EFT (TEFT) table will also be updated by the accepted documents.  The bank deposit record and MARS cash receipt record will be compared using these tables.  Any unmatched items for CR will be available on-line in the Unmatched Deposit (UMDP) table.  Any bank EFT records that do not have a match in MARS will be stored in the Unmatched EFT Deposit (UMED) table.  Detailed use of these tables can be found in functional specification RR030.

3.4 Recording Customer Credits and Refunds 

Customer credits will be recorded on a Receivable Credit Memo (RM) document.  This document is used to reduce the receivable amount.  To enter a RM, the user must give the same transaction ID as the original receivable document and a document batch ID.  An accepted RM updates the open receivable tables (OREH, OREL, OREC, etc).  An adjusted invoice is generated by the system.

Sometimes the customer overpays a bill and ends up with a negative receivable balance.  This credit balance can be used to net with a positive receivable balance that may occur in the future.  Or, the customer can also get a refund.  To process a refund, a Journal Voucher document (JVM, see functional specification GA001) needs to be processed to close out the receivable balance.  Then a payment voucher needs to be entered.  The refund check to the customer is issued during the nightly cycle.  To close out a negative receivable by a modifying CR, two CR lines need to be entered with the same amount.  The CR document total will be zero.  One CR line references the negative receivable (overpayment line with the BS account) and decreases the amount.  The second CR line is coded with the revenue account (from the RE document line)  and increases the amount.  In essence, on the modifying CR, the overpayment is transferred from a BS account to a revenue account.  On the payment voucher, the same revenue source code needs to be coded in the accounting line.   The accounting entries are as follows:

Original Receivable:  
Receivable   xxx





Revenue   xxx

Record overpayment on CR:
Cash  xxx






Receivable  xxx





Cash  xxx (overpayment)






B. S. Account  (specified on ROPT)

Zero dollar Modifying CR:
B. S.  Account  xxx   (line 1)






Cash   xxx





Cash  xxx






Revenue   xxx    (line 2)

PV for overpayment:

Revenue  xxx






Accounts Payable   xxx

3.5 Recording NSF Checks

The recording of a Non-Sufficient Fund (NSF) check will be done in different ways depending on what is on the returned check.

· NSF Check originally processed by the Revenue Cabinet.

Treasury will create a new Cash Receipt (CR) document and enter a decrease line to reduce cash in lump sum:



Dr.   Clearing Account (a revenue source account) 




Cr.   Cash

The General Depository will be used as the Bank Account Code.

Upon receiving the bad checks, Revenue will initiate a JVM document to debit the individual revenue source accounts:




Dr.  Revenue Source




       Cr.   Clearing Account

The CR# (created by the Treasury) will be referenced in each JVM line.  The JVM document must be routed to Central Finance  who will approve and process the JVM only when the JVM total dollar amount equals to the CR total dollar amount.

· NSF check with RE# document reference

Treasury will initiate and process the baseline NF document on a check by check basis (NF document allows multiple checks on one document if they are from one customer).  NF document will re-establish the receivable and reduce cash –



Dr.  Receivable



             Cr.   Cash

To obtain a total amount of all the NF documents entered and verify with the actual total amount of the NSF checks, the NF document will be entered in batch.

The NF document can also apply a NSF check charge.  Upon receiving the bad checks, agencies will handle the invoice generated by the system.  

· NSF check with CR#  document reference.

Treasury will initiate and process a decrease CR document to reduce cash –



Dr.  Clearing Account



 
Cr.   Cash




OR



Dr.  Revenue Source




Cr.    Cash

The CR can be entered in a lump sum to debit a clearing account or multiple lines to debit individual revenue sources.  Procedures will be developed by the implementation team.

If a clearing account is used by Treasury, agencies will process a JVM document to –



Dr.  Revenue Source




Cr.  Clearing account

If individual accounts are debited by the Treasury, agencies will process a JVC document when adjustments are necessary.

Upon receiving the bad checks, agencies will create a new Receivable (RE) document with the NSF check charge and bill the customer.

· NSF check with no reference number on the check

Treasury will research the check to find the CR number and enter a decrease CR document (same procedure for checks with a CR number).

All NSF checks will be returned to the responsible agencies for further processing and collection.

3.6 Collection Functionality Setup and Usage

The MARS collection functionality includes the following events:

· Dunning Message

· Collection Letter

· Write Off

For dunning message and collection letter setup and usage, please see section 2.6.  

3.6.1 Write Off 

The write-off of a potential collectable receivable requires three separate steps:


Establish the LDAT entry – central system administrator


Schedule receivables to be written off  -- agencies


Run the system generated Write Off (WO) document  -- agencies

To write off a past due receivable, the user will need to schedule a receivable to be written off on a Potential Uncollectable Receivable (PUNR) table.  A batch program that runs in the nightly cycle updates this table.  A user-defined parameter needs to be entered on the Application Date (LDAT) table for this program.  This parameter indicates the number of days past the receivable due date that the receivable should be updated to the PUNR table.  For example, if a receivable is due on 10/01/98, the parameter entered on LDAT is ‘030’, this receivable will be updated to the PUNR on 11/01/98.  All receivables updated to the PUNR table will remain in the table until the user schedules them to be written off.  To schedule a write-off, simply enter an ‘S’ in the Write-Off

Indicator column.  During the nightly cycle, a Write Off (WO) document will be automatically generated for the receivable scheduled to be written off on PUNR.  The WO will be scheduled to run and appear on SUSF.  The user will be able to run the document on-line the next day.  An accepted WO document updates the Customer Credit History (CUSC) and Open Receivable Option (OREO) table.  

Available Data Inquiries to Support Customer and Internal Questions

3.7 Overview

MARS accounts receivable functionality includes comprehensive online inquiries.  Inquiries are available for day to day operational needs by agencies, as well as central administrative monitoring and control needs by Central Finance.  Security setup will be necessary for each inquiry screen/table.  Only authorized Commonwealth personnel will have access to the screens.  Based on policy and procedure needs, some people will have authority to make changes while others only have read-only access.  

3.7.1 Inquiry Tables for Customer – General Information

· Customer Information (1 of 2) (CUST)

· Customer Information (2 of 2)  (CUS2)

· Customer EFT Information (CEFT)

· Customer Name Inquiry (CUSN)

· Customer Text (CTXT)

· Third Party / Customer Reference Inquiry (TPCU)

· Third Party Billing (TPAR)

3.7.2 Inquiry Tables for Customer  -- Financial History

· Customer Financial History Inquiry (CUSF)

· Customer Credit History Inquiry (CUSC)

3.7.3 Open Receivable Tables

· Open Receivable Header Inquiry (OREH)
· Open Receivable Line Inquiry (OREL)
· Open Receivable by Due Date Inquiry (ORED)
· Open Receivable Options (OREO)
· Open Receivable Text (RETX)
· Open Receivable by Customer Inquiry (OREC)
3.7.4 Document Inquiries

· Customer Document Inquiry (CDOC)
· Document History Inquiry (DHIS)
· Document Cross Reference Inquiry (DXRF)
3.7.5 Cash Receipt Tables

· Treasury Cash Receipt Table (TRCR)

· Treasury EFT Table (TEFT)

· Unmatched Deposit Table (UMDT)

3.7.6 Other Accounts Receivable Inquiries 

· Payment Detail Inquiry (PDET)

· Printed Invoice (PRIN)

· Printed Receivable (PRRE)

· Receivable Adjustment Reason table (REAR)

3.7.7 Online Ledger Inquires

The Online Ledger Inquiry provide users online access to accounting information when detailed debit and credit level information is needed regarding transactions posted to ADVANTAGE.  The online ledger reflects the ADVANTAGE general ledger as of the close of business for the prior processing day.  The online ledger can be used to research items such as detailed entries regarding budgetary impacts or balance sheet transactions.

Available Online Ledger Inquiries:

· Online General Ledger (1 of 2) (OLGL)

· Online General Ledger (2 of 2) (OLG2)

4 Description of Integration of Accounts Receivable Functionality

4.1 Vendor Offset and Disbursement

Vendor offset for receivables is a functional area where accounts receivable and disbursement are fully integrated within the Advantage software.  If a customer has a delinquent receivable and is also a vendor, payment from the Commonwealth can be intercepted up to the amount of the receivable.  A new vendor offset process is created to meet Commonwealth’s needs.  The receivable intercept is integrated into this new process.  A baseline table, the Warrant Intercept (WINT) table, will be used as a starting point to intercept a vendor payment.  Users will enter the vendor number, receivable number and withholding amount on this table.  A batch program will read this user-maintained table during the nightly cycle and create a Vendor Offset (VO) document for each vendor and receivable combination.  The receivable number will be entered as a reference number.  The VO transaction will update the Debtor Vendor (DVND) table where all the claims are stored for MARS.  If requested, a notice of intent will be sent to the customer/vendor.  When payment to the customer/vendor is processed during the automated disbursement or check writer process, the withholding amount specified on WINT will reduce the payment amount.  The offset information will be printed on the remittance stub.  After the payment is intercepted, a batch program will generate a CR transaction to close the receivable on the open receivable tables.  Other related receivable tables (OREO and CUSC) will also be updated.  

The following is an accounting model for MARS receivable intercept:

1. Intercept Process  –

Cash   xxx






Liability   xxx    

2. Fund Transfer Process  --  

JV:


Liability    xxx      

Cash       xxx    


CR:





Cash   xxx   






Receivable   xxx  

4.2 Future EDI Integration  

The Commonwealth will continue to pursue new technology initiatives.  One such initiative is to expand the Commonwealth’s ability to support electronic commerce (e-commerce) transactions, leveraging new functionality available in MARS in conjunction with Modernized Front-end (MFE) technology to achieve savings through streamlined business processes and to provide better service to its customers.  

Accounts Receivable is one such area.  While building specific software to support Electronic Data Interchange (EDI) and other MFE initiatives has been deferred past the original implementation of MARS, the ADVANTAGE software suite provides flexible tools for both data output and document input that can be adapted and built upon to provide support for these technologies.  

The MARS system will position the Commonwealth with the software, data and infrastructure to more effectively implement these new technologies as Commonwealth e-commerce and MFE requirements are better defined.

� The actual receipt of goods as processed in Procurement Desktop (PD) as a Receiving Report is used as part of the match process.   While this transaction does impact on hand quantities for inventoried items, it does not represent an actual accounting event.
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