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1 Function Overview 

The Commonwealth of Kentucky requires the ability to process disbursements (check and electronic transfers) in MARS.  Through the Design Analysis process, it was determined that the disbursement process would be separated into two distinct areas, Checkwriter disbursements and non-Checkwriter disbursements.  Checkwriter disbursements are those disbursements that will be received from other agencies via an electronic feed to the MARS systems.  Non-Checkwriter disbursements are all other disbursements (directly entered into MARS).  The line dividing these two distinct areas became blurred and there are several functional areas that are related to both.  For Checkwriter disbursements, new software is being created.  This software has been designed in collaboration with the Commonwealth and has resulted in the creation of five designs. See Functional Specifications DISB051-055 for the Checkwriter designs. This document details the business processes for non-Checkwriter disbursements.

Note:  Reference is made throughout this document to a PV document.  This is an ADVANTAGE transaction (payment voucher) that can be directly entered into ADVANTAGE or generated as the result of a Procurement Desktop invoice or quick payment document. 

There are several areas that were covered in the Design Analysis Process that are not business processes but have an impact on the overall disbursement process.  These areas are listed below:

· Discounts – Discounts will be handled in Procurement Desktop (PD).  The discount percentage will be applied to the invoice prior to the interface to ADVANTAGE as a payment voucher (PV).  The net amount will be passed to ADVANTAGE.  If all lines on the invoice are marked as final, then the entire encumbrance amount will be liquidated.  If the lines are not marked as final, only the amount of the invoice will be liquidated.  ADVANTAGE will have no record of the discount.  All discount tracking and reporting will  be done in PD.

· Schedule Payment Date – The schedule payment date field on the PV will be populated based on the due date field passed from PD through the interface process.  If the PV is entered directly into ADVANTAGE the user will enter a date in this field.  Baseline ADVANTAGE relates the date entered in this field to the date that the check must be cut.  Therefore, if a payment is due on the 15th and the schedule payment date entered is the 15th, the check will be cut on the 15th if the automated disbursement (AD) process is run.  The vendor will not receive the check before the due date.  The Commonwealth will have to procedurally ensure that the AD and EF (electronic funds) processes are run to allow enough time for the check and/or transfer to be received by the vendor by the due date.  For example, if a payment is due on the 15th and the scheduled payment date entered is the 15th, the AD/EF process run on the 10th may include all payments with a scheduled payment date of the process run date plus five days in the future.  

· 1099 Reporting for miscellaneous vendors – Baseline ADVANTAGE does not support the capability to track payments to miscellaneous vendors.  RFP Requirements AP-23, AP24, and AP-28 required that 1099 information is captured for one time vendors.  Several modifications were proposed to satisfy these requirements.  These modifications have been deferred.   A modification (DISB022) has been approved that will not allow a miscellaneous vendor to be used if a 1099 reportable object has been entered.  If a user enters a PV and the object code entered is 1099 reportable and the vendor selected is a miscellaneous vendor, an error message will be received.  The user will have to either select a non-miscellaneous vendor or change the object code.  This error message will be received on all PVs directly entered into ADVANTAGE as well as PVs passed to ADVANTAGE from PD.

· Remittance Information – The ADVANTAGE baseline print programs provides a limited amount of remittance information to be printed on the check stub.  The Commonwealth requires additional information on the check stub.  See DISB001-002 for further details of the remittance information.
· Imprest Cash - The Commonwealth is working to limit the use of Imprest Cash accounts among Agencies within the Commonwealth.  Decisions will be made on a case by case basis as to whether or not an Agency needs to retain an Imprest Cash account.  This determination will be based on an agency’s demonstrated need and the ability of MARS local check printing functionality.  These procedures do not affect the counties’ imprest cash accounts.

The process for establishing or modifying a change fund process will continue to be monitored and approved by finance.   

· ProCard – The Procurement Card process is a new process in PD and ADVANTAGE.  The ProCard document will be passed to ADVANTAGE, from PD, as a PV.  There will be one ADVANTAGE PV for each Procurement Desktop ProCard document.  The vendor (First Chicago Bank) will be passed to ADVANTAGE in the header of the document.  The individual vendors (where the purchases were made) will be passed to ADVANTAGE on the line (see mod DISB009-DISB010) so that 1099 information can be captured.  There is also a need to override cash on these payments.  This will be determined based on the origin field on the PV.  If the origin field indicates that the PV is related to a ProCard purchase, cash will be overridden.  ProCard payments must be summarized at the billing code level.  This summarization is needed so that the bank will know what account to credit.

· Escheating Checks – RFP Requirement AP-197 states that an automated process should be provided to void outstanding checks over a user-controlled age and appropriately handle escheating and general ledger entries.  A new process will be developed to satisfy this requirement.  See functional spec - DISB007 for further details.  This process will automatically escheat automated disbursements, checkwriter disbursements, and manual warrants that reference a payment voucher.  Creating a reverse manual warrant will escheat manual warrants that do not reference a payment voucher.  The MW is reversed by coding a new manual warrant with a decrease (negative) line amount.  The balancing line must also be entered to increase cash.  The automated process discussed above records the voided check to an off-budget revenue account.  This logic and accounting structure should be followed for the reverse manual warrant.  The check status on WREC will have to be manually changed from outstanding to cleared.  

The Treasury Department is heavily involved in the disbursement process.  They are responsible for all check printing, bank reconciliation, and numerous other functions.  The Treasury currently uses an AS400 for all of its banking and disbursement requirements.  It is a goal of the MARS Project to encompass as much of the AS400s functionality into the MARS system as feasible.  Through thorough design analysis it was determined that the following processes and/or information will not be handled within MARS:

· Information on Federal, State, and Local Taxes and US Savings Bonds

· Information on Court Ordered Withholdings - The AS400 houses all current and history files of child support payments by state employees, and files on IRS levies and state claims honored against state employees.  Reports are generated to the various courts, child support agencies, and individual payees showing the accounts to which the payments are to be credited.

· Postal Bar Coding – The AS400 adds postal bar coding to outgoing thermobond checks.  The programs converting addresses to bar code information are contained within the AS400.

· Unclaimed Property Function

· Check Printing – All central check printing functions will remain with the Treasury.  ADVANTAGE will provide the Treasury with a check file (raw data).  This data will be reformatted and printed by the Treasury.  The Treasury will also be responsible for printing and issuing stock for MARS locally printed checks at the field offices.  ADVANTAGE will provide the ACH file for electronic funds transfers.

· Translation of “raw” ACH data – ACH information for incoming wires is received via the Federal Reserve through Farmer’s Bank.  This raw data is translated into a usable format by settlement date and a report is created.  This report can be forwarded to the agencies, as needed, so that the wires can be recorded in the financial system.

· Certain Aspects of Bank Reconciliation (including needed reports)

· Stop Payment Information – Information received from the bank (stop payment date, duplicate check issued, etc) will be maintained in the Treasury’s system.

All cash transactions will be recorded in MARS.  Disbursements will be recorded through the Automated Disbursement (AD) process, Electronic Funds (EF) process, Checkwriter (CW) process, or on a Manual Warrant (MW) document.  These documents update various online tables and the results of the transactions are stored on offline ledgers.  Reports can be created detailing check information in varying formats (for example, checks issued by check type).   Online check information, such as payee name, check amount and check status, will be available in MARS. Deposits will be recorded in MARS on a Cash Receipt (CR, C1) document.  These documents will update new Treasury tables (see RR030 for further details).

Listed below are the processes identified through the Design Analysis process that will be handled in MARS:  

· Automated Disbursement – Checks

· Manual Warrant – Treasury

· Manual Warrant – Local Field Office

· Electronic Funds Transfer/Automated Clearing House

· FedWire Transfers (only the accounting information)

· Recording “Cold Checks

· Reconciliation of Central Accounts (part of this functionality will remain with the Treasury)

· Canceling Checks

· Manual Payroll (only the accounting information)

· Payroll Refund (only the accounting information)

The MARS Project Business Analysis and Design team will be producing nine System Usage Analysis documents, one for each business area:

· Revenue and Receivables

· Internal Orders and Billings

· Purchasing and Payables

· Grants and Cost Allocation

· Projects and Job Costing

· General Accounting

· Fixed Assets

· Inventory

· Budget Preparation

· Disbursements

About This Document

The purpose of the System Usage Analysis is to document the MARS conceptual model by defining key business processes and how the MARS system will address them.  These documents provide the starting point for several project efforts, including agency analysis, policy and procedure analysis, training, and organization redesign.

Each document consists of ten major sections:

1. Function Overview.  The overview contains information regarding the systems impacted, a summary of major policy and procedures changes, and summary of reengineering objectives.

2. Business Processes.   Within each business area, the analysis and design teams identified key business process that represent the Commonwealth's business practices.  For each business process analyzed within the business area, the following items are documented:

· Description.  A narrative description of the process.

· System Mapping.  A narrative description of how the MARS system functionality addresses each business process.

· Key Inputs.  Key inputs, such as paper forms, user input, or other processes, that serve as triggers to the process.

· Key Outputs.  Key outputs that serve as the results of the process.

· Key Actors.  Key positions, roles, cabinets or other organizations involved in the business process.

3. Scenarios.  Provides a summary of business scenarios identified for the process. Business scenarios are detailed cases or variations of a specific business process

4. Summary of Key Policy and Procedure Changes for the Process.  Documents a summary list of key policy and procedures identified by the analysis and design teams that are impacted or need to be created for the business process.

5. Summary of Software Modifications.  Through the process of mapping the business processes to baseline system functionality, software modifications may have been identified.  This section provides a summary of those modifications.

6. Checklist Disposition.  The MARS RFP requirement checklist served as an input to the business process design effort.  This section documents the disposition of the requirement checklist.

7. Major Issues Decisions.  This section summarizes major design issues and their resolution.

8. EMPOWER/Reengineering Objectives.  This section provides a summary of the EMPOWER Kentucky Reengineering Objectives and how they are addresses by the MARS conceptual model.

9. Performance Measures.  The EMPOWER Reengineering effort and the design teams identified key performance measures for each business area.  This section documents these measures and how MARS addresses them.

10. Design Tool Detailed Report.  The MARS Design Toolset (Rover) was used throughout the design process to capture detailed information regarding business processes, scenarios, process steps and system mapping.  This appendix provides detailed supporting information regarding the business processes outlined in the System Usage Analysis document.

It is important to note that the contents of the System Usage Analysis documents are supported by other MARS Project deliverables.   A complete list of these deliverable documents is available in Appendix A of the MARS Project Strategic Plan.
2 Description of Business Processes

2.1 Business Process – Automated Disbursement/Checks

2.1.1 Process Overview 

2.1.1.1 Description

The automated disbursement process is based on the payment vouchers in the financial system.  Based on the schedule payment date on the PV, vouchers are selected to be paid.  When a disbursement is made, the following accounting entry is recorded:

Dr  Vouchers Payable

  Cr Cash

ADVANTAGE verifies the available cash balance at the time of disbursement.  If there is insufficient cash, the voucher will not be paid and will kick out on an exception report.  The user will have to either increase the cash balance (e.g. Journal Voucher or Cash Receipt), modify the payment voucher to move the expenditure to another accounting line, change the PV hold indicator to “O” for cash override on the Payment Voucher Scheduling Table (SCHD), or select the cash override indicator on the Program Reference (PRFT) table.   Note:  If the PV referenced a purchase order, the purchase order would have to be modified in PD and the  related invoice would also have to be modified.  If the PV did not reference a PV, but was generated from an invoice or quick payment in PD, the document would have to be modified in the system of original entry. The balance sheet account for cash that is credited is determined based on the fund on the PV line and the associated bank account.  In ADVANTAGE, each fund is tied to one bank account code.  The bank account code is then tied to a balance sheet account for cash. A fund is associated with a default bank account code.

Payment Vouchers can also be manually selected for payment or placed on hold.  ADVANTAGE has an online table (SCHD) where the user can place a PV on hold, select a PV for payment, change the check category and change the single check flag.  This manual intervention must take place before the AD process is started.

The issuance of a check updates the following online tables:

· Open Payment Voucher Header Inquiry (OPVH) – The payment voucher is closed and the outstanding amount is $0 and the closed amount is the amount of the disbursement.

· Open Payment Voucher by Line Inquiry (OPVL) – Each line of the PV is closed and the check number is posted to the Last Check Number field on the Check Data window.

· Open Check Header Inquiry (OPCH), Open Check by Line Inquiry (OPCL) and Open Check by Name Inquiry (OPCN) – These open check tables contain detail check information.  OPCN is a new table that will list checks by the payee’s name (see Mod DISB055).

· Warrant Reconciliation (WREC, WRE2) – This table lists all checks by bank account code and check number, detailing the status, check date, cleared date, etc.

· Document History Inquiry (DHIS) and Document Cross Reference (DXRF) – These tables are updated through a batch process and details the history of the disbursement.

All check printing will be handled on the Treasury system.  MARS will provide a file of check data information.  This file will include the remittance information required and an assigned check number.  (See DISB001-DISB002 for further details.)

The Commonwealth will use the Check Category field on the PV to facilitate the sorting of checks printed.  Check categories are used to group payment voucher documents by categories.  In ADVANTAGE, checks are sorted by check category and vendor code.  The Commonwealth has decided to use three categories: General (G), General Treasury (GT) and Treasury Hold (TH). This field will be set to automatically default to General Treasury.  It will be the responsibility of the user to enter a value other than the default when he or she is entering the PV information.  When checks are printed, the checks will be sorted by vendor code within each Check Category.  The grouping of the checks, by category, will allow the checks to be easily separated for distribution.  The Treasury will have to ability to resort the check data prior to the printing of checls.  (Note:  The Treasury has decided to only use three categories for the AD process.  Check Category is a two-digit field, thereby allowing numerous categories to be used.  This field will also be used for Checkwriter disbursements.  See DISB051 for details.)   

Checks will be summarized at the vendor level unless a user selects the Single Check flag on the PV document.  If this flag is selected, an individual check will be issued for this vendor and this PV.   ADVANTAGE supports the use of a single series of check numbers per bank account.  If multiple check stocks are required, pre-MICRed check stock can not be used. 

The Treasury needs the ability to identify the total checks issued and checks paid per check type.  Reports may be generated as a part of the nightly cycle or Treasury may generate these reports based on information stored in their system.  This will be further analyzed during the Implementation Phase.

2.1.1.2 System Mapping

Baseline ADVANTAGE is a near fit for this process.  The PV functionality is an exact fit but the automated disbursement process will require some modifications to adequately meet the needs of the Commonwealth.

2.1.1.3 Key Inputs (triggers)

Key inputs for this process are as follows:

· Payment Voucher

· System Parameters

· Check File

· Printed Checks

2.1.1.4 Key Outputs (results)

Key outputs for this process are as follows:

· Check File

· Printed Checks

2.1.1.5 Key Actors

Key actors for this process are as follows:

· User/Agency Personnel

· Treasury Official

· System Operator

· System

2.1.1.6 Scenarios

Business Scenarios
Scenario Description

Automated Disbursement - Checks
All disbursements from MARS (non Checkwriter) and the online inquiry capability and check history.

2.1.2 Summary of Policy and Procedure Changes for the Process

· When checks are summarized at the vendor level not at the agency level, CRC will field the vendor calls.  

· If the check was an agency mailed check, the agency will be responsible for handling all vendor calls.

2.2 Business Process – Manual Warrant / Treasury

2.2.1 Process Overview 

2.2.1.1 Description

Figure 1:  Manual Warrant / Treasury
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A Manual Warrant (MW) is an ADVANTAGE document/transaction that can be used to record or generate manual checks.  This document allows the user the ability to select the bank account that will be credited as well as the cash account.  A payment voucher document can be referenced on the MW if one has been established in the system.  This PV could have originated in ADVANTAGE or have been generated through the PD/ADVANTAGE integration.  ADVANTAGE on-demand printing can be utilized to print manual checks or the checks can be handwritten or typed.  If on-demand printing is utilized, the MW must be entered and still on the Document Listing (SUSF).  Treasury must go the On-Demand Check Print (ODCK) table in ADVANTAGE, locate the MW by the document ID, and start the printing.  When the check is printed, the Last Action Date on the Warrant Reconciliation (WREC) is updated and the MW cannot be printed again.  When a MW is processed, the accounting entry is as follows:

Dr  Expenditure/Balance Sheet Account (based on the accounting line on the MW)

  Cr  Cash (based on the bank account and cash account entered in the header of the MW)

The issuance of a MW updates the following online tables:

· Open Payment Voucher Header Inquiry (OPVH) – If a payment voucher is referenced on the MW, the payment voucher is closed and the outstanding amount is $0 and the closed amount is the amount of the disbursement.

· Open Payment Voucher by Line Inquiry (OPVL) – If a payment voucher is referenced on the MW, each line of the PV is closed and the manual warrant number is posted to the Last Check Number field on the Check Data window.

· Open Check Header Inquiry (OPCH), Open Check by Line Inquiry (OPCL) and Open Check by Name Inquiry (OPCN) – These open check tables contain detail check information.  OPCN is a new table that will list checks by the payee’s name (see Mod DISB055).  The updating of these tables is also a modification to baseline functionality (see Mod DISB055).
· Warrant Reconciliation (WREC, WRE2) – This table lists all checks by bank account code and check number, detailing the status, check date, cleared date, etc.

· Document History Inquiry (DHIS) and Document Cross Reference (DXRF) – These tables are updated through a batch process and details the history of the disbursement.

2.2.1.2 System Mapping

This process is an exact fit.  The baseline MW document will be used to record and/or generate manual checks.

2.2.1.3 Key Inputs (triggers)

Key inputs for this process are as follows:

· Payment Voucher

· Manual Warrant

· Printed Check

2.2.1.4 Key Outputs (results)

Key outputs for this process are as follows:

· Manual Warrant

· Printed Check

2.2.1.5 Key Actors

Key actors for this process are as follows:

· Fiscal Officer Manager

· Treasury Official/Personnel

· Finance Department

2.2.1.6 Scenarios

Business Scenarios
Scenario Description

Manual Warrant - Treasury
This process will be used for on demand checks issued by the Treasury.

2.2.2 Summary of Policy and Procedure Changes for the Process

· An online document will be used to record or generate manual checks.

· ADVANTAGE on-demand printing can be utilized to print manual checks.

2.3 Business Process – Manual Warrant / Local Field Office

2.3.1 Process Overview 

2.3.1.1 Description

Figure 2:  Manual Warrant Field Office
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This process is the same as the previous process except the checks are printed in the field offices and not at the Treasury Department.  Treasury will be responsible for printing and issuing the check stock.  Through implementation, procedures (automated or manual) must be established to limit the dollar amount of the MWs created and check printed at the local field offices.  

Each office that requires this capability will have to have the same software and hardware for printing.   

There will be multiple field offices printing on-demand checks.  ADVANTAGE routes the checks to the printer based on printer location established on the PRNT (Print Control) table.  This table is keyed by UserID and details the printer ID and printer location.  When a user makes an entry on ODCK, the system routes the check based on the UserID.

2.3.1.2 System Mapping

This process is an exact fit.  The baseline MW document will be used to record and/or generate manual checks.

2.3.1.3 Key Inputs (triggers)

Key inputs for this process are as follows:

· Payment Voucher

· Manual Warrant

· Printed Check

2.3.1.4 Key Outputs (results)

Key outputs for this process are as follows:

· Manual Warrant

· Printed Check

2.3.1.5 Key Actors

Key actors for this process are as follows:

· Field Office Fiscal Clerk

· Field Office Fiscal Manager

· Finance Department

2.3.1.6 Scenarios

Business Scenarios
Scenario Description

Manual Warrant – Local Field Office
This process will be used for on demand checks issued by the Local Field Offices.

2.3.2 Summary of Policy and Procedure Changes for the Process

· An online document will be used to record or generate manual checks.

· ADVANTAGE on-demand printing can be utilized to print manual checks.

2.4 Business Process – EFT/ACH

2.4.1 Process Overview 

2.4.1.1 Description

The Electronic Funds Transfer (EFT) process disburses funds based on vouchers payable information on the Open Payment Voucher Header (OPVH) and Open Payment Voucher Line Inquiry (OPVL, OPV2) windows.  This process initiates the transfer of payments based on this information from your bank account to the vendor’s bank account.

The payments are selected for transfer based on selection criteria provided by the user.  A voucher pre-selection can be made, with the results printed on a report, before the actual selection and payment occurs.  This preliminary step provides a way for reviewing and approving transfers before the transfer bank tape is created. 

After transfers are approved, funds are selected then transferred.  The disbursement reports, such as check register or the transfer register, are then produced (as a part of the nightly cycle).  These reports should be checked prior to running the final process to post the disbursements ledger records to the general ledger.

ACH transfers should be equal to one payment voucher (single check).  Logic will be built to ensure that this functionality exists and that a user can not override the single check flag on the PV document.  See DISB 001-002 for further details.
After the Electronic Funds (EF) process is completed, the EFs will post to WREC with a status of “outstanding”.  The effective date/settlement date will be posted to WREC in the Cleared Date field.  When the date occurs an automated process will change the status from “outstanding” to “cleared”.  See DISB013-015 for further details.  The EF will be listed on WREC with a prefix of EF and an internal number generated through the EF process.

The Commonwealth uses CCD format for ACH transfers.  ACH transfers will be made from one bank account.

2.4.1.2 System Mapping

This process is an exact fit.  The EF process will be modified to accommodate ProCard payments.

2.4.1.3 Key Inputs (triggers)

The key inputs for this process are as follows:

· Payment Voucher

· ACH file/tape

· System Parameters

2.4.1.4 Key Outputs (results)

The key outputs for this process are as follows:

· ACH file/tape

2.4.1.5 Key Actors

The key actors for this process are as follows:

· System Operator

· System

2.4.1.6 Scenarios

Business Scenarios
Scenario Description

Electronic Funds Transfers
Disbursements from one bank account to the vendor’s bank account.

2.4.2 Summary of Policy and Procedure Changes for the Process

There are no policy and procedure changes for this process. 

2.5 Business Process – Federal Wire Transfer

2.5.1 Process Overview 

2.5.1.1 Description

Figure 3:  Federal Wire Transfer
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A clone of the Manual Warrant (MW) document, FedWire Manual Warrant (MWF) will be created and used exclusively for Federal Wires.  The use of the document will be controlled through security.  The DOA-62 form (Request for Wire Transfer) will still have to be completed to communicate the banking information to the Treasury.  The document number on the DOA-62 should also be the MWF document number.  This will allow the Treasury to ensure that all the requirements are met for the transfer.

A modification was proposed that would allow an attachment/template of the DOA-62 form to be stored in the financial database.  This attachment could be completed and attached to the MWF.  The modification was deferred because the attachment functionality in ADVANTAGE will bot be available July 1, 1999.

As explained in the flowchart above, a settlement date will be entered on the MWF.  This date is the date that the wire transfer must take place.  When the MWF is processed, the document will post to the Warrant Reconciliation (WREC) table and the status will be “outstanding”.  The cleared date field on WREC will be populated with the settlement date on the MWF.  Once this settlement date is reached, an automated process will automatically change the settlement date from “outstanding” to “cleared”.

2.5.1.2 System Mapping

The Federal Wire process detailed above is a near fit.  The clone of the MW, the MWF, will be used to record FedWires in the financial system.  The continued use of the paper form (DOA-62) prevents the process from being an exact fit.  The Commonwealth will continue to research electronic form alternatives.

2.5.1.3 Key Inputs (triggers)

Key inputs for this process are as follows:

· Request for Wire Transfer (DOA-62)

· FedWire MW

2.5.1.4 Key Outputs (results)

Key outputs for this process are as follows:

· Request for Wire Transfer (DOA-62)

· FedWire MW

· Transfer

2.5.1.5 Key Actors

Key actors for this process are as follows:

· Treasury Official/Personnel

· Fiscal Officer Manager

· Finance Department

· System

2.5.1.6 Scenarios

Business Scenarios
Scenario Description

Federal Wire Transfer
This process handles payments through federal wire transfers.

2.5.2 Summary of Policy and Procedure Changes for the Process

· An online document will be used to record the accounting information for Federal Wires.

· The DOA-62 and the MWF must have the same document number.

· A procedure must be developed to ensure that the paper document is properly routed with the electronic document.

2.6 Business Process – Recording “Cold” Checks

2.6.1 Process Overview 

2.6.1.1 Description

Figure 4:  Recording "Cold" Checks
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Checks are returned daily from Farmer’s Bank for insufficient funds.  The Revenue and Receivables Team have requested that a policy be established that requires a Cash Receipt (CR) or Receivable (RE) document number be written on the face of the check.  When the check is returned, a Non-Sufficient (NF) document, Cash Receipt (CR) document, or a Journal Voucher (JVC) document is entered by Treasury.  If an NF document is entered, the RE document number is entered in the reference field.  This allows the receivable to be reestablished.  The following accounting entry is posted to the financial system:

Dr /Receivable

  Cr  Cash

If a CR number is written on the face of the check, Treasury will prepare a CR document to a Treasury clearing account  or to the original lines on the CR.  This determination will be based on whether ot not Treasury has time to research the CR and determine the original accounting lines.  If a CR is entered to a clearing account, this must be reversed on a JVC.   If the returned check is a Revenue Cabinet check, Treasury prepares a decrease CR to a Revenue clearing account and the checks are returned to Revenue.  A JVC (Journal Voucher Correction ) is entered by Revenue to reverse the entry to the clearing account and to decrease revenue previously recorded.  For further details see the Revenue and Receivables SUA and the RR017 functional specification.

2.6.1.2 System Mapping

This process is an exact fit for the baseline software.

2.6.1.3 Key Inputs (triggers)

Key inputs for this process are as follows:

· Returned Check

· Original CR

· Original RE

2.6.1.4 Key Outputs (results)

Key outputs for this process are as follows:

· NF document

· JVC document

· CR document

2.6.1.5 Key Actors

Key actors for this process are as follows:

· Treasury Official/Personnel

· Revenue Collections Officer

2.6.1.6 Scenarios

Business Scenarios
Scenario Description

Recording “Cold” Checks
Checks that are deposited and returned for non-sufficient funds.

2.6.2 Summary of Policy and Procedure Changes for the Process

· There will be an online document to record “cold” checks.

· Treasury records the “cold” checks for all agencies.

· A Revenue clearing account will be used to record the Revenue Cabinet “cold” checks.

· A Treasury clearing account will be used to record all other agencies’ “cold” checks.

2.7 Business Process – Reconcile Central Accounts

2.7.1 Process Overview 

2.7.1.1 Description

All checks (except KICS), electronic transfers, wire transfers and deposits (except to local accounts) will be recorded in MARS.  The reconciliation process is divided into two distinct areas: monthly and daily. 

· Monthly Reconciliation

Check/Disbursement Reconciliation - All automated disbursements, manual warrants, checkwriter disbursements, and electronic transfers will post to the Warrant Reconciliation (WREC) table. The automated disbursements will post as ADs, the manual warrants as MWs, the checkwriter disbursements as CWs and the electronic transfers as EFs.  WREC is keyed by bank account code and check number.  The disbursements, except EFs, are posted to WREC with a status of “outstanding”.  

On a daily basis, a tape is received from the bank detailing all checks (ADs, MWs, CWs) paid.  Nightly, this tape will be loaded to the WREC table and the check numbers compared.  The status will change to “cleared” if the check is on the tape.  The cleared date field on WREC and OPCH will be updated with the check paid date.  If there are any discrepancies (checks on the tape but not on WREC, checks cleared for a different amount), these items will kick out to an exception report.  Treasury will have to be responsible for working the exception report and should be assisted by Finance as needed.  For example, if there is a check on the bank tape that is not in MARS, someone would have to research the disbursement to ensure that the bank properly debited the Commonwealth’s account.  If the account was properly debited, the responsible agency would have to be identified and notified, and the check recorded in MARS.  If the account was incorrectly debited, the bank would have to be notified and the Commonwealth’s account corrected.

EFs post to WREC using the same functionality as an AD.  The EF number assigned by the system is posted as the check number on WREC.  The EFs post to WREC with a status of  “outstanding”.   The effective date/settlement date will be posted to WREC in the Cleared Date field.  When the date occurs an automated process will change the status from “outstanding” to “cleared”.  See DISB013-015 for further details.  The information on WREC should be compared to the bank information.  If a discrepancy exist (dollar amounts do not match), personnel must research the items and make any adjustments necessary.  

Deposits – All deposits will be recorded in MARS on a Cash Receipt (CR/C1) document.  This document will update the new Treasury tables when processed.  These tables may also require manual intervention. Information (electronic or paper) will be received from the bank detailing all deposits that have posted to the bank.  This information will be compared to the deposits per the financial system.. See MODRR030 for detail specifications of tables and the process.

Encode Credits and Debits – These are corrections of errors to the Commonwealth’s bank account. For example, a deposit for $500 may be mistakenly posted by the bank as $5,000.  The bank must adjust the account by $4,500.  This adjustment is a non-accounting related event and has no affect on the book balance.  During the reconciliation process, the deposit of $500, would be listed as a deposit in transit (not yet received by the bank), the bank deposit amount of $5,000 would be on the unmatched report, and the adjustment of $4500 would also be on the unmatched report.  These items would become reconciling items and would have to be manually cleared/corrected.

Credit and Debit Memos – The bank generates credit and debit memos and the Treasury generates some.  In MARS, when an internal payment voucher or a journal voucher is posted that affects cash, cash is automatically moved between funds.  A daily report that details all entries affecting cash (non-check producing transactions) will be created.  This report will be keyed by the bank account and fund and should have a total increase/decrease amount per fund.  This information could be relayed to the bank and the necessary bank transactions generated.  This would keep the book and bank cash balances in sync.  Access to check transactions must be made available to Treasury to identify incorrect coding of checks.

The reconciliation process will be accommodated through various interfaces and reporting functions and will be accommodated by using MARS as well as the Treasury system.  Several tapes, as documented above, will be received from the bank and interfaced to MARS.  Numerous paper documents will also be received from the bank and the information entered into MARS.  Various reports will have to be created to meet the Treasury’s need. The specifics of the process will be further flushed out in the implementation phase.

· Daily Reconciliation
The Treasury currently reconciles the balance per the bank to the balance per the books on a daily basis.  A cash cutoff time of 4:00 pm is currently used.  This will no longer be utilized in MARS.  Cash transactions will continue to be processed throughout the day and the daily cash balance will be determined as of the nightly cycle.  

The daily reconciliation will utilize MARS and the Treasury system.  Various batch reports  may need to be generated after the cycle. 

2.7.1.2 System Mapping

The reconciliation process will utilize MARS and the Treasury system.  Various reports may be needed from both systems to achieve a complete reconciliation.

2.7.1.3 Key Inputs (triggers)

Key inputs for this process are as follows:

· All disbursements

· All deposits

· Bank tapes

2.7.1.4 Key Outputs (results)

Key outputs for this process are as follows:

· Various reports

2.7.1.5 Key Actors

Key actors for this process are as follows:

· Agency personnel

· Treasury Official

· System

2.7.1.6 Scenarios

Business Scenarios
Scenario Description

Reconcile Central Accounts
The daily and monthly reconciliation of the central bank accounts.

2.7.2 Summary of Policy and Procedure Changes for the Process

Policy and procedures will be developed and documented for this process as a part of the Implementation Phase.

2.8 Business Process – Canceling Checks

2.8.1 Process Overview 

2.8.1.1 Description

Figure 5:  Canceling Checks
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A Check Cancellation (CX) document is an ADVANTAGE transaction that records the voiding of checks.  This document posts reversing records to cash and vouchers payable.  A CX document can only be used if there is a PV related to this disbursement (can not be used to void a manual check that does not reference a PV).  If there is a need to void a manual check that does not reference a PV, a reverse manual warrant must be entered.

The baseline system has four distinct cancellation types.  The Commonwealth has determined that only the CX type 4 will be used.  This type leaves the payment voucher closed, cancels the check and backs out the payment voucher.  An encumbrance can not be reestablished with the CX type 4.  The accounting entry is as follows:

Dr  Cash

  Cr  Vouchers Payable

Dr Vouchers Payable**

  Cr Expense/Expenditure**

**This entry is generated on a PV mod.  The PV is generated with a status of SCHED and can either be processed online with user intervention or processed offline in the nightly cycle.

The Commonwealth commonly voids checks and reissues them with the same check number.  This functionality will be handled outside of the financial system.  The check is reissued with the same check number, payee, and amount.

Note:  A new process has been developed to automatically void checks older than one year (escheat process).  See DISB007 for details on this process.

2.8.1.2 System Mapping

This process is an exact fit.  The baseline Check Cancellation (CX) document, type 4, will be used to cancel checks that are not reissued.

2.8.1.3 Key Inputs (triggers)

Key inputs for this process are as follows:

· Returned Check

· CX document

2.8.1.4 Key Outputs (results)

Key outputs for this process are as follows:

· Returned Check

· CX document

2.8.1.5 Key Actors

Key actors for this process are as follows:

· Treasury Official

· Field Office Fiscal Clerk

2.8.1.6 Scenarios

Business Scenarios
Scenario Description

Canceling Checks
Voiding a check in the financial system that will not be reissued in the future.

2.8.2 Summary of Policy and Procedure Changes for the Process

· The CX document can only be used to cancel checks that will not be reissued.

· Checks that are to be reissued with the same check number will be cancelled outside of MARS.

· A CX document does not reestablish an encumbrance, if previously encumbered.

· Only a CX type 4 will be used.   

2.9 Business Process – Manual Payroll

2.9.1 Process Overview 

2.9.1.1 Description
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The Manual Payroll process was developed in the STARS system because the Uniform Payroll System can not issue a check between payroll periods.  A missed payroll cutoff date, court ordered action and withholding errors are some of the reasons a manual payroll check is needed.  This functionality will be continued in the MARS system.

Agency personnel will enter a PV to record the accounting event in MARS and the document number should be the same as the DOA-27 number.  A miscellaneous vendor will be used on the PV with a generic vendor name.  The PV will be routed to Treasury for final approval and release of the document.  The Treasury will be responsible for generating the related checks.  These checks will be printed from the Treasury system.  After the checks are printed, a file will be created in the MW format.  There should be individual MWs created for all checks printed.  The MW document number (which is equivalent to the check number) must be prefixed with the letter ‘P’.  This prefix will facilitate the posting of the checks to the alternate view check tables.  When the MWs are created, the PV number must be referenced on the MW document.   The vendor code on the MW must be the same as the vendor code on the PV, but a different vendor name (payee) is allowed.  The MWs will be interfaced to ADVANTAGE and will update the open check tables and WREC.

2.9.1.2 System Mapping

The use of the PV to record the accounting event is an exact fit.  The use of the DOA-27 form is a near fit.  The Disbursement team proposed a modification that would allow an attachment/template to be created of the DOA-27 form. This document would be attached to the PV and would flow with the document and be stored in the database. The continued use of the paper form prevents the process from being an exact fit.  The Commonwealth will continue to research electronic form alternatives.

2.9.1.3 Key Inputs (triggers)

Key inputs for this process are as follows:

· DOA-27 form

· Payment Voucher

· Checks

· Manual Warrant

2.9.1.4   Key Outputs (results)

Key outputs for this process are as follows:

· Completed DOA-27

· Payment Voucher

· Printed Checks

· File of manual warrants

2.9.1.5   Key Actors

Key actors for this process are as follows:

· Payroll Clerk

· Treasury Official/Personnel

· Finance Department

· Field office fiscal clerk

2.9.1.6 Scenarios

Business Scenarios
Scenario Description

Manual Payroll
Manual payroll checks are issued between pay periods.  

2.9.2 Summary of Policy and Procedure Changes for the Process

· An online document and a paper form will be required to complete this process.   Procedures must be developed to ensure that the two remain together.

· The Treasury department will be responsible for generating a file of MWs to update the MARS check tables.

· The Treasury department will be responsible for ensuring that the accounting transaction equals the total breakout of the check.

2.10 Business Process – Payroll Refund

2.10.1 Process Overview 

2.10.1.1  Description

This process is the same as the Manual Payroll process (see 2.9.1.1) with a few minor exceptions.  Agency personnel complete a Treasury Payroll Refund form.  Completion of this form will still be required.  Information from this form is entered into the Treasury’s system to post taxes.

2.10.1.2  System Mapping

The use of the PV to record the accounting event is an exact fit.  The use of the Treasury Payroll Refund form is a near fit.  The Disbursement team proposed a modification that would allow an attachment/template to be created of this form.  This document would be attached to the PV and would flow with the document and be stored in the database.  This modification has been deferred to post-implementation. . The continued use of the paper form prevents the process from being an exact fit.  The Commonwealth will continue to research electronic form alternatives.

2.10.1.3  Key Inputs (triggers)

Key inputs for this process are as follows:

· DOA-19 form

· Payment Voucher

· Printed Checks

· Manual Warrants

2.10.1.4  Key Outputs (results)

Key outputs for this process are as follows:

· Doa-19 form

· Payment Voucher

· Printed Checks

· File of MWs

2.10.1.5  Key Actors

Key actors for this process are as follows:

· Treasury Official/Personnel

· Agency Payroll Clerk

2.10.1.6  Scenarios

Business Scenarios
Scenario Description

Payroll Refund


2.10.2 Summary of Policy and Procedure Changes for the Process

· An online document and paper form are needed to complete this process.  Procedures must be developed to ensure that the two remain together.

· Treasury will be responsible for generating a file of the checks printed (in the format of a MW) to update the MARS tables.

Empower/Reengineering Objectives

Key Objectives
MARS Software

Reduce the number of vouchers payable by consolidating multiple invoices on single transactions.
The Commonwealth has identified a modification to PD to allow users to enter multiple vendor invoice numbers within an invoice document to consolidate transactions.  NOTE: PD’s Payment Authorization form allows users to combine multiple invoices within one transaction.  During analysis, it was assumed the Commonwealth would not use this document.  However, based on the modification disposition, we may want to utilize the PA form.

Reduce the number of checks by consolidating multiple vouchers onto a single check.
Users can indicate for each vendor in the MARS database whether payments to that vendor can be combined.  If indicated as such, MARS will combine payments for a vendor within the same cycle onto one check.  

Reduce the paper sent to the Treasurer.
The proposed plan for check writing functionality is to replace paper manual warrants with an on-line, electronic document authorizing the treasurer to print checks.  

Exploit discount capabilities by paying on discount due dates.
Procurement Desktop takes several Commonwealth-defined variables into account (discount terms, ROI, lags for payment types, etc.) and automatically calculates the optimal payment date for payments within the Invoice document.   Users have the ability to override this date if necessary.

Establish efficient 1099 reporting.
The proposed plan is to create a 1099 subsidiary ledger from which the Commonwealth can track and report on all transactions that meet 1099 reporting criteria.

Setup MARS to be the check writer for selected external systems.
The check writer design will allow for file feeds from external systems such as payroll and child support.  

Establish ability to pay third parties.
The Commonwealth has identified modifications for a new check writer sub-system that will filter and distribute payments to third parties based on Commonwealth policy rules.

Establish offset logic with receivables and with Tax systems.
The proposed check writer sub-system should take into account offsetting payments based on tax revenue.

Establish highly automated two and three way matching with automated payment voucher generation.
The Commonwealth has specified a modification to PD to allow buyers the ability to define the payment requirements (2, 3, and 4-way matching) within an order (through check boxes) and have the system automatically generate payments once all requirements have been met.

Establish the framework for future EDI.
The Commonwealth must acquire the necessary licenses to accommodate EDI.

Establish EFT and two-way match options and on a vendor by vendor basis.
Currently, ADVANTAGE can set up and transmit EFT payments through the use of an EF disbursement document for any type of match.  The Commonwealth has defined several modifications to track additional information for EFT payments.

3 Performance Measures

Performance Measures
Mars will address as follows:

Time between receipt of goods until payable established in MARS (enters Payment Process)
Difference between receipt date and invoice date for given lines.

Time between introduction into workflow until payable established in MARS (enters Payment Process)
Compare the date an invoice is created in Procurement Desktop to the date the associated Payment Voucher is posted in Advantage.

Turnaround time for payments
Compare invoice creation date to payment date.

Number of late payments
Compare actual payment date to due date on the Payment Voucher.

Number of daily payments
Count number of disbursements created by MARS for a given day.

Percentage of feeds with no data format errors
Count number of feeds minus those rejected.

Time between submission and approval
Calculate difference between invoice date and release date.

Number of phone calls from vendors about payment status
Manual count.  If invoice information supplied on the Web, the number of hits to the site could be calculated.

Percentage of combined payments
Compare number of orders or invoices vs. number of checks cut.

Percent of payments made electronically
Count number of payments made by EFT/ACH and divide by the total number of payments.

Amount of time between submission by the employee and receiving reimbursement
Could use the difference between invoice date and payment date.

Number of requests processed through workflow for classification errors
Count the number of modified documents.

Percentage of travel vouchers processed by EFT payment
Count travel payments.
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Business Process:
DIS02
Automated Disbursement-Checks

Business Scenario:
DIS02
Automated Disbursment - Checks

Step Usage #

________________________________________________________________________________________________________________________________

Business Process:
DIS02
Automated Disbursement-Checks

The majority of the payments to Commenwealth vendors will be handled by the Automated Disbursement process during the nightly cycle.

**  Waiting for Check Writer Design Descision  **


________________________________________________________________________________________________________________________________

Business Scenario:
DIS02
Automated Disbursment - Checks

________________________________________________________________________________________________________________________________

0010
Identify checks to be issued today

Identify checks to be issued today by (1) type of payment (I.e., EFT, Fedwire, or check), (2) scheduled payment date.

Inputs:
#1:
Payment Voucher
#2:
Checkwriter file
#3:
LDAT parameters
Other:

Outputs:
#1:
disbursement
#2:
#3:
Other:

Interfaces:
#1:
#2:
#3:
Actor ID:
001GA

________________________________________________________________________________________________________________________________

0020
Check for sufficient cash

Inputs:
#1:
AD/EF process
#2:
#3:
Other:

Outputs:
#1:
#2:
#3:
Other:

Interfaces:
#1:
#2:
#3:
Actor ID:
system

________________________________________________________________________________________________________________________________

Business Process:
DIS02
Automated Disbursement-Checks

Business Scenario:
DIS02
Automated Disbursement - Checks

Step Usage #
_________________________________________________________________________________________________________________________________

0040
If insufficient cash, PV is modified or overrides applied on SCHD.

Inputs:
#1:
AD/EF process
#2:
Payment Voucher
#3:
Other:

Outputs:
#1:
#2:
#3:
Other:

Interfaces:
#1:
#2:
#3:
Actor ID:
017RVR

________________________________________________________________________________________________________________________________

0050
Group payments into one check

Inputs:
#1:
AD/EF process
#2:
#3:
Other:

Outputs:
#1:
#2:
#3:
Other:

Interfaces:
#1:
#2:
#3:
Actor ID:
System

________________________________________________________________________________________________________________________________

0070
Assign check numbers

Numbers are system generated.

Inputs:
#1:
#2:
#3:
Other:

Outputs:
#1:
#2:
#3:
Other:

Interfaces:
#1:
#2:
#3:
Actor ID:
System

________________________________________________________________________________________________________________________________

0080
Create check dataset for treasury

In addition to the dataset to the treasury, there should be a report with control totals by check series.

Inputs:
#1:
AD/EF process
#2:
Checkwriter file
#3:
Other:

Outputs:
#1:
#2:
#3:
Other:

Interfaces:
#1:
#2:
#3:
Actor ID:
System

Business Process:
DIS02
Automated Disbursement-Checks

Business Scenario:
DIS02
Automated Disbursement - Checks

Step Usage #
_________________________________________________________________________________________________________________________________

0090
Obtain treasury approval

Treasury verifies control totals for dataset.

Inputs:
#1:
Check file or dataset
#2:
#3:
Other:

Outputs:
#1:
#2:
#3:
Other:

Interfaces:
#1:
#2:
#3:
Actor ID:
029RVR

________________________________________________________________________________________________________________________________

0100
Print checks/remittance information, sign checks

Inputs:
#1:
Check file
#2:
Printed checks
#3:
Other:

Outputs:
#1:
Signed Checks
#2:
ACH tape
#3:
Other:

Interfaces:
#1:
#2:
#3:
Actor ID:
029RVR

________________________________________________________________________________________________________________________________

0110
Thermo-bond treasury mail checks

Checks are mailed directly from Treasury are first Thermo-bonded.  (Checks include a field to identify invoice number).

Inputs:
#1:
Checks
#2:
#3:
Other:

Outputs:
#1:
#2:
#3:
Other:

Interfaces:
#1:
#2:
#3:
Actor ID:
029RVR

________________________________________________________________________________________________________________________________

0120
Separate non-Treas. mailed cks by agency

Note: Treasury will need total number of checks by agency for postal services.

Inputs:
#1:
Checks
#2:
#3:
Other:

Outputs:
#1:
#2:
#3:
Other:

Interfaces:
#1:
#2:
#3:
Actor ID:
029RVR

________________________________________________________________________________________________________________________________

Business Process:
DIS02
Automated Disbursement-Checks

Business Scenario:
DIS02
Automated Disbursement - Checks

Step Usage #

________________________________________________________________________________________________________________________________

0130
Mail checks

Inputs:
#1:
CHECKS
#2:
#3:
Other:

Outputs:
#1:
#2:
#3:
Other:

Interfaces:
#1:
#2:
#3:
Actor ID:
029RVR

Business Process:
DIS03
Manual Warrant-Treasury

Business Scenario:
DIS03
MANUAL WARRANT - TREASURY

Step Usage #

________________________________________________________________________________________________________________________________

Business Process:
DIS03
Manual Warrant-Treasury

The Manual Warrant process will be used for on-demand checks.  Different steps are identified to support (1) checks approved and 

printed by the Treasury, (2) checks printed locally, (3) checks printed off-hours.  This process covers the first one.


**  Waiting for Check Writer Design Descision  **


________________________________________________________________________________________________________________________________

Business Scenario:
DIS03
MANUAL WARRANT - TREASURY

____________________________________________________________________________________________________________________________________

0010
Determine check needed now (Treasury)

Examples of Treasury payments processed on manual warrants include lost checks, refunds on payroll, checks written off, and child support 

payments with time constraints.


Inputs:
#1:
#2:
#3:
Other:

Outputs:
#1:
#2:
#3:
Other:

Interfaces:
#1:
#2:
#3:
Actor ID:
029RVR

Business Process:
DIS03
Manual Warrant-Treasury

Business Scenario:
DIS03
MANUAL WARRANT - TREASURY

Step Usage #

________________________________________________________________________________________________________________________________

0020
Determine if payment info is in the system & where

A manual warrant may not be necessary if payment status indicates a check is to be issued on current date.  If not, payment voucher should be 

referenced on manual warrant.


Inputs:
#1:
#2:
#3:
Other:

Outputs:
#1:
Payment Voucher
#2:
#3:
Other:

Interfaces:
#1:
#2:
#3:
Actor ID:
029RVR

________________________________________________________________________________________________________________________________

0030
Enter MW and justify need

This step involves:

a. check for sufficient cash (system edit)


b. modify when there's insufficient cash


c. enter text attachment to justify the need for on-demand check


d. specify routing requirement and bank account code


Inputs:
#1:
Payment Voucher
#2:
#3:
Other:

Outputs:
#1:
Manual Warrant
#2:
#3:
Other:

Interfaces:
#1:
#2:
#3:
Actor ID:
029RVR

________________________________________________________________________________________________________________________________

0040
Route to central Finance

Route to central Finance for approval.

Inputs:
#1:
Manual Warrant
#2:
#3:
Other:

Outputs:
#1:
#2:
#3:
Other:

Interfaces:
#1:
#2:
#3:
Actor ID:
Systen

Business Process:
DIS03
Manual Warrant-Treasury

Business Scenario:
DIS03
MANUAL WARRANT - TREASURY

Step Usage #

____________________________________________________________________________________________________________________________
0050
Override if necessary

Finance can override payment with insufficient funds.

Inputs:
#1:
Manual Warrant
#2:
#3:
Other:

Outputs:
#1:
#2:
#3:
Other:

Interfaces:
#1:
#2:
#3:
Actor ID:
004GA

________________________________________________________________________________________________________________________________

0070
Finance approves MW

Inputs:
#1:
Manual Warrant
#2:
#3:
Other:

Outputs:
#1:
Manual Warrant
#2:
#3:
Other:

Interfaces:
#1:
#2:
#3:
Actor ID:
004GA

____________________________________________________________________________________________________________________________
0080
Route to Treasury

Inputs:
#1:
Manual Warrant
#2:
#3:
Other:

Outputs:
#1:
#2:
#3:
Other:

Interfaces:
#1:
#2:
#3:
Actor ID:
System

________________________________________________________________________________________________________________________________

0090
Approve MW (Treasury) and Process

Inputs:
#1:
Manual Warrant
#2:
#3:
Other:

Outputs:
#1:
Manual Warrant
#2:
#3:
Other:

Interfaces:
#1:
#2:
#3:
Actor ID:
029RVR

________________________________________________________________________________________________________________________________

Business Process:
DIS03
Manual Warrant-Treasury

Business Scenario:
DIS03
MANUAL WARRANT - TREASURY

Step Usage #

____________________________________________________________________________________________________________________________
0110
Print check(s), MICR, and sign

Inputs:
#1:
Manual Warrant
#2:
#3:
Other:

Outputs:
#1:
Check
#2:
#3:
Other:

Interfaces:
#1:
#2:
#3:
Actor ID:
029RVR

________________________________________________________________________________________________________________________________

0130
Distribute check(s)

Treasury needs a contact name if the check is to be held for pick-up, or a vendor address if  the check is to be mailed.

Inputs:
#1:
Check
#2:
#3:
Other:

Outputs:
#1:
#2:
#3:
Other:

Interfaces:
#1:
#2:
#3:
Actor ID:
029RVR

________________________________________________________________________________________________________________________________

Business Process:
DIS04
Manual Warrant-local field office

This process handles on-demand checks printed at local field offices.

**  Waiting for Check Writer Design Descision  **


Business Process:
DIS04
Manual Warrant-local field office

Business Scenario:
DIS04
MANUAL WARRANT - LOCAL FIELD OFFICE

Step Usage #
____________________________________________________________________________________________________________________________

0010
Determine check needed now - Local

On-demand checks are currently processed as "Specials" or paid through Imprest Cash.

Inputs:
#1:
#2:
#3:
Other:

Outputs:
#1:
#2:
#3:
Other:

Interfaces:
#1:
#2:
#3:
Actor ID:
014RVR

Business Process:
DIS04
Manual Warrant-local field office

Business Scenario:
DIS04
MANUAL WARRANT - LOCAL FIELD OFFICE

Step Usage #

________________________________________________________________________________________________________________________________

0020
Determine if payment can be paid by local check

Ensure payment request does not exceed maximum amount allowable per invoice for manual payment.

Inputs:
#1:
#2:
#3:
Other:

Outputs:
#1:
#2:
#3:
Other:

Interfaces:
#1:
#2:
#3:
Actor ID:
014RVR

________________________________________________________________________________________________________________________________

0030
Determine if payment info is in MARS and where

A Manual Warrant may not be necessary if payment status indicates a check is to be issued on current date.  If not, payment voucher should be 

referenced on Manual Warrant.


Inputs:
#1:
#2:
#3:
Other:

Outputs:
#1:
Payment Voucher
#2:
#3:
Other:

Interfaces:
#1:
#2:
#3:
Actor ID:
014RVR

________________________________________________________________________________________________________________________________

0050
Enter MW (including bank account code)

Again the MW edit should check for sufficient funds.

Inputs:
#1:
Payment Voucher
#2:
#3:
Other:

Outputs:
#1:
Manual Warrant
#2:
#3:
Other:

Interfaces:
#1:
#2:
#3:
Actor ID:
014RVR

________________________________________________________________________________________________________________________________

0060
Modify or forward to agency Fiscal

Inputs:
#1:
Manual Warrant
#2:
#3:
Other:

Outputs:
#1:
Manual Warrant
#2:
#3:
Other:

Interfaces:
#1:
#2:
#3:
Actor ID:
014RVR

________________________________________________________________________________________________________________________________

0070
Agency fiscal modifies or route to Finance

Finance can override payment with insufficient cash.

Inputs:
#1:
Manual Warrant
#2:
#3:
Other:

Outputs:
#1:
#2:
#3:
Other:

Interfaces:
#1:
#2:
#3:
Actor ID:
017RVR

________________________________________________________________________________________________________________________________

0080
Approve MW

Inputs:
#1:
Manual Warrant
#2:
#3:
Other:

Outputs:
#1:
Manual Warrant
#2:
#3:
Other:

Interfaces:
#1:
#2:
#3:
Actor ID:
015RVR

________________________________________________________________________________________________________________________________

0100
Print check(s)

Inputs:
#1:
Manual Warrant
#2:
#3:
Other:

Outputs:
#1:
Check
#2:
#3:
Other:

Interfaces:
#1:
#2:
#3:
Actor ID:
014RVR

________________________________________________________________________________________________________________________________

0110
Sign check(s)

Inputs:
#1:
Check
#2:
#3:
Other:

Outputs:
#1:
Check
#2:
#3:
Other:

Interfaces:
#1:
#2:
#3:
Actor ID:
015RVR

________________________________________________________________________________________________________________________________

0120
Distribute check(s)

Inputs:
#1:
Check
#2:
#3:
Other:

Outputs:
#1:
#2:
#3:
Other:

Interfaces:
#1:
#2:
#3:
Actor ID:
014RVR

________________________________________________________________________________________________________________________________

Business Process:
DIS06
EFT/ACH

This process handles the ACH payments.  All payments are processed during the nightly batch cycle.

**  Waiting for Check Writer Design Descision  **


________________________________________________________________________________________________________________________________

Business Scenario:
DIS06
EFT/ACH

________________________________________________________________________________________________________________________________

0010
Identify ACH payments

ACH vendors are currently identified by a vendor suffix.  ACH payments go to a network that routes to individual banks.  Transfers usually take 24 - 

48 hours and cost 3 1/2 cents per item.


Inputs:
#1:
Payment Voucher
#2:
Checkwriter File
#3:
LDAT parameters
Other:

Outputs:
#1:
#2:
#3:
Other:

Interfaces:
#1:
#2:
#3:
Actor ID:
001GA

________________________________________________________________________________________________________________________________

0020
Check for sufficient cash

Performed by system edit.

Inputs:
#1:
#2:
#3:
Other:

Outputs:
#1:
#2:
#3:
Other:

Interfaces:
#1:
#2:
#3:
Actor ID:
System

________________________________________________________________________________________________________________________________

0040
Fiscal officer modifies or routes to Finance

If cash is insufficient, the PV must be modified or an override applied to SCHD.

Inputs:
#1:
#2:
#3:
Other:

Outputs:
#1:
#2:
#3:
Other:

Interfaces:
#1:
#2:
#3:
Actor ID:
System

Business Process:
DIS06
EFT/ACH

Business Scenario:
DIS06
EFT/ACH

Step Usage #

________________________________________________________________________________________________________________________________

0050
Group payments by deposit date and vendor

Scheduled pay dates are user entered.  All payments to a specific vendor on a scheduled due date will be paid in one transfer.

Inputs:
#1:
#2:
#3:
Other:

Outputs:
#1:
#2:
#3:
Other:

Interfaces:
#1:
#2:
#3:
Actor ID:
System

________________________________________________________________________________________________________________________________

0060
Assign unique EF number

(One number for each deposit date)

Inputs:
#1:
#2:
#3:
Other:

Outputs:
#1:
#2:
#3:
Other:

Interfaces:
#1:
#2:
#3:
Actor ID:
system

________________________________________________________________________________________________________________________________

0070
Generate EFT dataset for treasury and report

Produce report for control totals by deposit date.  The EFT dataset goes to the Treasury should also contain information for EFT debit.

Inputs:
#1:
#2:
#3:
Other:

Outputs:
#1:
#2:
#3:
Other:

Interfaces:
#1:
#2:
#3:
Actor ID:
Systen

________________________________________________________________________________________________________________________________

0080
Produce a report of all payees and grand total.

Report is needed by Finance - transfer register.

Inputs:
#1:
#2:
#3:
Other:

Outputs:
#1:
#2:
#3:
Other:

Interfaces:
#1:
#2:
#3:
Actor ID:
System

Business Process:
DIS06
EFT/ACH

Business Scenario:
DIS06
EFT/ACH

Step Usage #

________________________________________________________________________________________________________________________________

0100
Obtain treasury approval

Treasury needs to verify control totals for dataset. In the case when the Treasury disapproves payment, Finance needs to correct the info and 

generate the dataset again.


Inputs:
#1:
Dataset
#2:
#3:
Other:

Outputs:
#1:
#2:
#3:
Other:

Interfaces:
#1:
#2:
#3:
Actor ID:
029RVR

________________________________________________________________________________________________________________________________

0110
Electronically transmit to the bank

Inputs:
#1:
#2:
#3:
Other:

Outputs:
#1:
#2:
#3:
Other:

Interfaces:
#1:
#2:
#3:
Actor ID:

________________________________________________________________________________________________________________________________

Business Process:
DIS07
Federal Wire Transfer

This process handles payments through federal wire transfer.

**  Waiting for Check Writer Design Decision  **


Business Process:
DIS07
Federal Wire Transfer

Business Scenario:
DIS07
FEDERAL WIRE TRANSFER

Step Usage #

________________________________________________________________________________________________________________________________

Business Scenario:
DIS07
FEDERAL WIRE TRANSFER

________________________________________________________________________________________________________________________________

0010
Agency Enters Fedwire MW and completes DOA-62

Fed wires are used when same day transfer of funds is necessary (I.e., purchase investments).

Inputs:
#1:
#2:
#3:
Other:

Outputs:
#1:
#2:
#3:
Other:

Interfaces:
#1:
#2:
#3:
Actor ID:
017RVR

________________________________________________________________________________________________________________________________

0020
Route to Finance for approval and send DOA62

Inputs:
#1:
Manual Warrant Fedwire
#2:
#3:
Other:

Outputs:
#1:
#2:
#3:
Other:

Interfaces:
#1:
#2:
#3:
Actor ID:
System

________________________________________________________________________________________________________________________________

0030
Approve FMW

Finance approves the fedwire

Inputs:
#1:
Manual Warrant Fedwire
#2:
#3:
Other:

Outputs:
#1:
Manual Warrant Fedwire
#2:
#3:
Other:

Interfaces:
#1:
#2:
#3:
Actor ID:
004GA

Business Process:
DIS07
Federal Wire Transfer

Business Scenario:
DIS07
FEDERAL WIRE TRANSFER

Step Usage #

________________________________________________________________________________________________________________________________

0040
Route to Treasury

Inputs:
#1:
Manual Warrant Fedwire
#2:
#3:
Other:

Outputs:
#1:
#2:
#3:
Other:

Interfaces:
#1:
#2:
#3:
Actor ID:
System

________________________________________________________________________________________________________________________________

0050
Treaury approves and processes the MW

Inputs:
#1:
Manual Warrant Fedwire
#2:
#3:
Other:

Outputs:
#1:
#2:
#3:
Other:

Interfaces:
#1:
#2:
#3:
Actor ID:
029RVR

________________________________________________________________________________________________________________________________

0060
Treasury Issue Fedwire through Execubank

Inputs:
#1:
DOA62
#2:
#3:
Other:

Outputs:
#1:
#2:
#3:
Other:

Interfaces:
#1:
#2:
#3:
Actor ID:
029RVR

________________________________________________________________________________________________________________________________

0070
Generate Report

Total Manual Warrant Fedwire by settlement date

Inputs:
#1:
#2:
#3:
Other:

Outputs:
#1:
#2:
#3:
Other:

Interfaces:
#1:
#2:
#3:
Actor ID:
System

________________________________________________________________________________________________________________________________

Business Process:
DIS10
Recording "Cold" Checks

NSF (Cold) checks are received from the bank and the cash accounts must be adjusted.

Business Scenario:
DIS10
RECORDING COLD CHECKS

Step Usage #

________________________________________________________________________________________________________________________________

010
Non-Sufficient Check is received from the Bank

This is a manual step.  The check is sent to the Treasury.

Inputs:
#1:
Checks
#2:
#3:
Other:

Outputs:
#1:
#2:
#3:
Other:

Interfaces:
#1:
#2:
#3:
Actor ID:
029RVR

________________________________________________________________________________________________________________________________

011
Treasury prepares a CR (decrease)

If the check is a Revenue cabinet check, a decrease CR document is posted to a clearing account.  If not, a decrease CR is posted based on the 

acctg lines on the original CR.


Inputs:
#1:
Check
#2:
#3:
Other:

Outputs:
#1:
#2:
#3:
Other:

Interfaces:
#1:
#2:
#3:
Actor ID:
029RVR

________________________________________________________________________________________________________________________________

012
Return checks to agency

This is a manual step. The checks are returned to the agencies (Revenue and/or other agencies).

Inputs:
#1:
Check
#2:
#3:
Other:

Outputs:
#1:
#2:
#3:
Other:

Interfaces:
#1:
#2:
#3:
Actor ID:
029RVR

________________________________________________________________________________________________________________________________

014
The Clearing account entry is reversed.

Revenue prepares a JVM to reduce revenue and reverse the clearing account entry.

Inputs:
#1:
#2:
#3:
Other:

Outputs:
#1:
#2:
#3:
Other:

Interfaces:
#1:
#2:
#3:
Actor ID:
Rev Coll Off 

Business Process:
DIS10
Recording "Cold" Checks

Business Scenario:
DIS10
RECORDING COLD CHECKS

Step Usage #

________________________________________________________________________________________________________________________________

020
Treasury Enters a NF Document

The treasury will enter a NF document referencing the RE.  This reestablishes the receivable.

Inputs:
#1:
#2:
#3:
Other:

Outputs:
#1:
#2:
#3:
Other:

Interfaces:
#1:
#2:
#3:
Actor ID:
029RVR

________________________________________________________________________________________________________________________________

Business Process:
DIS20
Reconcile Central Accounts
The reconciliation of the central bank account will be accommodated by using MARS and the Treasury system.  There are no procedure steps associated with this process.  The details of the reconciliation process will be re-addressed in the agency implementation phase.


________________________________________________________________________________________________________________________________

Business Scenario:
DIS20
RECONCILE CENTRAL ACCOUNTS

________________________________________________________________________________________________________________________________

001
Reconcile Central Accounts

Inputs:
#1:
#2:
#3:
Other:

Outputs:
#1:
#2:
#3:
Other:

Interfaces:
#1:
#2:
#3:
Actor ID:

________________________________________________________________________________________________________________________________

Business Process:
DIS25
Cancelling Checks

Cancelling checks that have already been printed and released (sent to the payee).

________________________________________________________________________________________________________________________________

Business Process:
DIS25
Cancelling Checks

Business Scenario:
DIS25
CANCELLING CHECKS

Step Usage #

________________________________________________________________________________________________________________________________

010
Agency Enters CX Document

The agency responsible for the check must enter the Check Cancellation (CX) document and apply any approvals required.

Inputs:
#1:
#2:
#3:
Other:

Outputs:
#1:
#2:
#3:
Other:

Interfaces:
#1:
#2:
#3:
Actor ID:

________________________________________________________________________________________________________________________________

020
CX Routed to Treasury for Approval

The Check Cancellation document must be routed to Treasury for approval.

Inputs:
#1:
#2:
#3:
Other:

Outputs:
#1:
#2:
#3:
Other:

Interfaces:
#1:
#2:
#3:
Actor ID:

________________________________________________________________________________________________________________________________

030
Treasury Enters in Execubank System

The Check Cancellation must be entered into the Treasury's Execubank System.  This is done to facilitate the stop payment process.

Inputs:
#1:
#2:
#3:
Other:

Outputs:
#1:
#2:
#3:
Other:

Interfaces:
#1:
#2:
#3:
Actor ID:

________________________________________________________________________________________________________________________________

Business Process:
DIS26
Manual Payroll

The Commonwealth processes manual payroll checks.  MARS must be able to accommodate this functionality.

________________________________________________________________________________________________________________________________

Business Process:
DIS26
Manual Payroll

Business Scenario:
DIS26
MANUAL PAYROLL

Step Usage #

________________________________________________________________________________________________________________________________

010
Complete DOA-027

A payroll clerk completes DOA-027.  The Commonwealth would like this to be a template (the exact duplicate of the form) that can be completed 

and attached to a MARS document.   This has been listed as a mod.


Inputs:
#1:
#2:
#3:
Other:

Outputs:
#1:
#2:
#3:
Other:

Interfaces:
#1:
#2:
#3:
Actor ID:
Payroll Clerk

________________________________________________________________________________________________________________________________

020
Agency Completes a  Payment Voucher Document

The agency would complete a PV document.  The PV document number would be the same as the DOA-27 form number.  Only the funding strip 

would be taken from the form and entered on the PV document.


Inputs:
#1:
#2:
#3:
Other:

Outputs:
#1:
#2:
#3:
Other:

Interfaces:
#1:
#2:
#3:
Actor ID:
017RVR

________________________________________________________________________________________________________________________________

030
Routed to Personnel for Approval.

The PV document would be routed to personnel for verification and for one level of approval.  Only the paper DOA-027 paper form will route.  The 

RV document will not be routed to the Personnel Cabinet


Inputs:
#1:
#2:
#3:
Other:

Outputs:
#1:
#2:
#3:
Other:

Interfaces:
#1:
#2:
#3:
Actor ID:
_ Business Process:
DIS26
Manual Payroll

Business Scenario:
DIS26
MANUAL PAYROLL

Step Usage #
_______________________________________________________________________________________________________________________________

040
Route PV/DOA27 to Central Accounts if court order

The PV document will be routed to Central Accounts for approval if the document involves the Legal Dept (for instance, court ordered manual 

payroll).  The DOA27 form should be routed also.


Inputs:
#1:
#2:
#3:
Other:

Outputs:
#1:
#2:
#3:
Other:

Interfaces:
#1:
#2:
#3:
Actor ID:

________________________________________________________________________________________________________________________________

050
Route PV/DOA27 to Treasury

The PV and DOA27 form is routed to Treasury.  Treaury will review the documents and have the final approval and release of the MW.  Treasury will

 verify the accuracy of the DOA-027 to the MW document prior to processing the MW document.


Inputs:
#1:
#2:
#3:
Other:

Outputs:
#1:
#2:
#3:
Other:

Interfaces:
#1:
#2:
#3:
Actor ID:
029RVR

________________________________________________________________________________________________________________________________

060
Information from DOA27 is entered in the Treas sys

The information from the DOA27 form is entered in the Treasury system  (this is the information that is used to issue checks).

Inputs:
#1:
#2:
#3:
Other:

Outputs:
#1:
#2:
#3:
Other:

Interfaces:
#1:
#2:
#3:
Actor ID:
029RVR

________________________________________________________________________________________________________________________________

070
Checks are printed

The Treasury prints the checks based on the information in the Treasury system.

Inputs:
#1:
#2:
#3:
Other:

Outputs:
#1:
#2:
#3:
Other:

Interfaces:
#1:
#2:
#3:
Actor ID:
029RVR

Business Process:
DIS26
Manual Payroll

Business Scenario:
DIS26
MANUAL PAYROLL

Step Usage #

________________________________________________________________________________________________________________________________

080
Enter tax information into the Treasury system

The tax information is entered into the Treasury system.

Inputs:
#1:
#2:
#3:
Other:

Outputs:
#1:
#2:
#3:
Other:

Interfaces:
#1:
#2:
#3:
Actor ID:
029RVR

________________________________________________________________________________________________________________________________

090
MW's are generated referencing the PV & fed to MARS

Treasury distributes the checks to the agencies and the state office of Social Security.

Inputs:
#1:
#2:
#3:
Other:

Outputs:
#1:
#2:
#3:
Other:

Interfaces:
#1:
#2:
#3:
Actor ID:
029RVR

________________________________________________________________________________________________________________________________

Business Process:
DIS27
Payroll Refund

The Commonwealth provides payroll refunds.

________________________________________________________________________________________________________________________________

Business Scenario:
DIS27
Payroll Refund

________________________________________________________________________________________________________________________________

010
Agency completes Treasury Payroll Refund form

The agency completes a payroll refund form.  This form will continue to be a manula process.  The Commonwealth would like to see the form 

developed into a template that could be completed online and attached to a MARS document.


Inputs:
#1:
#2:
#3:
Other:

Outputs:
#1:
#2:
#3:
Other:

Interfaces:
#1:
#2:
#3:
Actor ID:

Business Process:
DIS27
Payroll Refund

Business Scenario:
DIS27
Payroll Refund

Step Usage #

________________________________________________________________________________________________________________________________

020
Payroll Refund Form forwarded to Treasury

The form is forwarded to Treasury who sends the form to various agencies.  They acumulate several forms before further action takes place.  This 

is a manual process.


Inputs:
#1:
#2:
#3:
Other:

Outputs:
#1:
#2:
#3:
Other:

Interfaces:
#1:
#2:
#3:
Actor ID:

________________________________________________________________________________________________________________________________

030
Treasury enters a payment voucher

The Treasury would enter a PV document.  This document needs to be a multi-payee document with mutliple accounting lines. This would replace

 the DOA-19 form.  A prefix would be used in the doc number for identification.


Inputs:
#1:
#2:
#3:
Other:

Outputs:
#1:
#2:
#3:
Other:

Interfaces:
#1:
#2:
#3:
Actor ID:
029RVR

________________________________________________________________________________________________________________________________

040
Treasury enters info into AS 400.

Information from the Payroll Refund form is entered into the Treasury sytem.

Inputs:
#1:
#2:
#3:
Other:
DOA-019 form

Outputs:
#1:
#2:
#3:
Other:

Interfaces:
#1:
#2:
#3:
Actor ID:
029RVR

________________________________________________________________________________________________________________________________

050
Checks are printed.

The Treasury prints the checks to the various agencies that require a refund.

Inputs:
#1:
#2:
#3:
Other:

Outputs:
#1:
#2:
#3:
Other:

Interfaces:
#1:
#2:
#3:
Actor ID:
029RVR

Business Process:
DIS27
Payroll Refund

Business Scenario:
DIS27
Payroll Refund

Step Usage #
________________________________________________________________________________________________________________________________

060
Checks Returned to Agencies and Employees.

This is  a manual process.

Inputs:
#1:
#2:
#3:
Other:

Outputs:
#1:
#2:
#3:
Other:

Interfaces:
#1:
#2:
#3:
Actor ID:
029RVR

________________________________________________________________________________________________________________________________

070
Treasury post taxes in the AS 400

Tax information is posted in the Treasury system.

Inputs:
#1:
#2:
#3:
Other:

Outputs:
#1:
#2:
#3:
Other:

Interfaces:
#1:
#2:
#3:
Actor ID:
029RVR

________________________________________________________________________________________________________________________________

080
MWs are generated referencing the PV

Inputs:
#1:
#2:
#3:
Other:

Outputs:
#1:
#2:
#3:
Other:

Interfaces:
#1:
#2:
#3:
Actor ID:
029RVR
� EMBED Visio.Drawing.5  ���





� EMBED Visio.Drawing.5  ���





� EMBED Visio.Drawing.5  ���





� EMBED Visio.Drawing.5  ���





� EMBED Visio.Drawing.5  ���





� EMBED Visio.Drawing.5  ���











PAGE  

[image: image7.wmf]Agency

personnel

completes

DOA-27.

Agency enters

a PV

document.

The PV is

routed to

Personnel for

approval.

The PV is routed

to Finance for

approval.

PV is routed to

Treasury for

approval and

release.

Treasury prints the

necessary checks

based on the

information on the

DOA-27.

The check

information must be

extracted into some

type of file that can

create MWs

referencing the PV.

This will allow the

check information to

be recorded in

MARS.

Note:  This process is

based on the assumption

that the Treasury will have

some type of system to

create the MWs.

[image: image8.wmf]Non-sufficient

check is sent

to Treasury

from the

bank.

Is the check a

Revenue check?

No

Does the

check have an RE

number on the

face?

No

Treasury prepares

a dec CR based

on the acctg. lines

on the original CR.

Yes

Treasury prepares a

NF document

referencing  the RE.

(This reestablishes

the  receivable.)

The

returned

checks are

sent to the

agencies.

Yes

Treasury prepares

a decrease CR to

a  Revenue

Cabinet clearing

account.

Checks are

returned to

Revenue.

Revenue prepares

a JVC to reduce

revenue and

reverse clearing

account entry.

End

Does the

Treasury have

time to determine

the original CR

lines?

Yes

No

Treasury prepares

a decrease CR to

a  Treasury

clearing account.

Treas prepares a

JVC to reverse

clearing account

entry and reduce

revenue based on

orig entry CR.

[image: image9.wmf]Agency enters

FedWire MW

(MWF) and

completes DOA-62

MWF and DOA-62

is routed to

Finance for

approval.

MWF and DOA-62

is routed to the

Treasury for

approval.

Treasury approves

the MWF and

release for posting

in MARS.

The MWF

updates

WREC and

the open

check tables.

WREC is

updated with

the settlement

date and the

status is

"outstanding".

Treasury enters

info into

Execubank and

issues wire when

the settlement

date is reached.

Has the

Settlement

Date been

reached?

Yes

The Status

on WREC

changes to

"cleared".

No

The Status

remains

"outstanding"

until the date

is reached.

End

[image: image10.wmf]It is

determined

that a check

is needed

immediately.

Is there a PV in

the system?

Yes

Agency/Treaury enters

a MW and reference

the PV.  The MW is

routed to finance for

approval.

No

Agency/Treasury

enters a MW with

no reference

document and

routed to finance for

approval.

Finance approves

MW and routes  to

Treasury.

MW approved by

Treasury.

Treasury prints the

checks and routes

the check to the

agency, holds for

pick-up or mails.

End

[image: image11.wmf]It is

determined

that a check

is needed

immediately.

Is there a PV in

the system?

Yes

Agency enters a MW

and reference the PV.

No

Agency enters a

MW with no

reference

document.

MW processed by

Agency.

Agency prints and

distributes the

checks.

End

[image: image12.wmf]Agency

determines

that a check

must be

cancelled.

Will the check

be resissued?

Yes

No

The agency enters

a Check

Cancellation (CX)

document.

The document is

routed to Treasury

for approval and a

stop payment is

issued.

The check

is

forwarded

to

Treasury.

Note:

  The check is not

cancelled in the financial system.

The check is cancelled in

Treasury's system and reissued

with the same check number at

a later date (up to 1 year).

_973152381.vsd
It is determined that a check is needed immediately.�

Is there a PV in the system?�

Agency/Treaury enters a MW and reference the PV.  The MW is routed to finance for approval.�

Agency/Treasury enters a MW with no reference document and routed to finance for approval.�

Finance approves MW and routes  to Treasury.�

MW approved by Treasury.�

Treasury prints the checks and routes the check to the agency, holds for pick-up or mails.�

End�


_975250024.vsd
Non-sufficient check is sent to Treasury from the bank.�

Checks are returned to Revenue.�

Revenue prepares a JVC to reduce revenue and reverse clearing account entry.�

Is the check a Revenue check?�

Does the 
Treasury have  time to determine the original CR lines?�

Does the 
check have an RE number on the face?�

Treasury prepares a dec CR based on the acctg. lines on the original CR.�

Treasury prepares a NF document referencing  the RE.  (This reestablishes the  receivable.)�

The returned checks are sent to the agencies.�

Treasury prepares a decrease CR to a  Revenue Cabinet clearing account.�

End�

Treasury prepares a decrease CR to a  Treasury clearing account.�

Treas prepares a JVC to reverse clearing account entry and reduce revenue based on orig entry CR.�


_975327467.vsd
Agency determines that a check must be cancelled.�

Will the check be resissued?�

The agency enters a Check Cancellation (CX) document.�

The document is routed to Treasury for approval and a stop payment is issued.�

The check is forwarded to Treasury.�

Note:  The check is not cancelled in the financial system.  The check is cancelled in Treasury's system and reissued with the same check number at a later date (up to 1 year).�


_975327653.vsd
Agency personnel completes DOA-27.�

Agency enters a PV document.�

The PV is routed to Personnel for approval.�

The PV is routed to Finance for approval.�

PV is routed to Treasury for approval and release.�

Treasury prints the necessary checks based on the information on the DOA-27.�

The check information must be extracted into some type of file that can create MWs referencing the PV.  This will allow the check information to be recorded in MARS.�

Note:  This process is based on the assumption that the Treasury will have some type of system to create the MWs.�


_973153832.vsd
Agency enters FedWire MW (MWF) and completes DOA-62�

MWF and DOA-62 is routed to Finance for approval.�

MWF and DOA-62 is routed to the Treasury for approval.�

Treasury approves the MWF and release for posting in MARS.�

The MWF updates WREC and the open check tables.  �

WREC is updated with the settlement date and the status is "outstanding".�

Treasury enters info into Execubank and issues wire when the settlement date is reached.�

Has the Settlement Date been reached?�

The Status on WREC changes to "cleared".�

The Status remains "outstanding" until the date is reached.�

End�


_975249500.vsd
It is determined that a check is needed immediately.�

Is there a PV in the system?�

Agency enters a MW and reference the PV.  �

Agency enters a MW with no reference document. �

MW processed by Agency.�

Agency prints and distributes the checks.�

End�


_956471877.vsd
Commonwealth of Kentucky





Management Administrative and Reporting System�

MARS�


