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eMARS Chart of Accounts/Budget and Cash Control

1 — Orientation

eMARS’s Chart of Accounts functionality provides an account structure to classify financial information
according to the dimensions needed to support the various uses of the Commonwealth’s financial
information. In this way, you can measure where monies are collected and spent. You can categorize
each transaction using independent characteristics so that you can record and report on financial
activity. Some measures deal with fund accounting, some with organizational concerns, and others with
cost accounting or other accounting classifications. Another aspect of the chart of accounts is the
consolidation of information into rollups that you can use for reporting and budgeting. The chart of
accounts can accommodate many discrete elements, sub elements, and multiple associations for
establishing hierarchies and rollups.

eMARS classifies your accounts into several categories, allowing different aspects of your financial
information. These aspects are:

e Fund Accounting — elements used to track fund and general ledger based accounting activity
across the Commonwealth.

e Budgetary — elements to track programmatic accounting activities and legal budgets. Additional
elements may be used to establish lower level funding budgets to facilitate management
reporting.

e Organizational — elements used to track accounting activities based on the Commonwealth’s
cabinet/department structure and any lower level organizations within each department.

e Cost Accounting — elements used to track accounting activity associated with special purposes
such as grants, projects and jobs.

e Other Classifications — provides other elements for reporting and tracking transactions across
different funds and organizations.

eMARS addresses reporting needs — planning, budget control, financial management, and external
reporting. Using its flexible coding structure, you can produce sets of financial reports in which the
same dollar amounts can be classified in different ways: program managers receive reports that cut
across organizational lines pertaining to specific programs; department managers receive reports for
their organizations and programs; legislators receive appropriations reports. eMARS produces these
reports from the same common database.

Prerequisites
You should have completed the following course before continuing:
e eMARS 101 Intro to eMARS

()
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Learning Objectives

At the conclusion of this session, you will be familiar with:

The Commonwealth’s budget enactment process

Unobligated, Unexpended Accrued and Year-to-date (YTD) Unexpended Accrued budget
balances

Operating budget controls in eMARS including budget levels, expenditure control, and how to
calculate available budget

Management budget establishment and adjustment process in eMARS

At the conclusion of this session, you will be able to:

Describe the structure of the organizational elements

Describe the Central COA elements

Describe the Departmental COA elements

Review the Chart of Accounts (COA) Hierarchies and Inferences
Describe Accounting Templates and setup of Accounting Templates
Develop understanding of cash controls

Calculate available budget for payment processing

Complete the eMARS Management Budget Spreadsheet

Process a Management Budget (OB1) document

Complete an SAS-14 document (Account Maintenance form)

()
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2 — Structure of Organizational Elements

eMARS provides the organizational hierarchy needed for accounting and budget reporting for a
centralized or decentralized model. The assignment of organizational units, to expenditures and
revenues is essential in order for department heads to effectively plan and control those activities
assigned to them.

The structure of the organizational elements of eMARS maps closely to the Commonwealth’s actual
organizational structure. The following table displays how the Commonwealth’s organizational structure
will map to eMARS.

Commonwealth’s eMARS'’s Organizational Structure eMARS Table
Organizational Structure

Branch of Government (required) GOVBR
Cabinet Cabinet (required) CAB
Department Department (required)* DEPT
Division Division (departmental) DIV
Branch Group (departmental) GRP
Section Section (departmental) SEC
Unit District (departmental) DIST

Bureau (reserved)** BURE

Unit (required)* UNIT

*The only organizational elements coded on accounting transactions are the Department and Unit
Code. The rest of the elements are inferred.
**Reserved for special use.

The Government Branch and Cabinet elements are inferred based on the fiscal year and Department
coded on a transaction.

The Division, Group, Section, District, and Bureau are inferred based on the fiscal year, Department
and Unit coded on a transaction.

In Kentucky the Department element is the lowest level of the organizational hierarchy used to produce
the Commonwealth’s Comprehensive Annual Financial Report (CAFR), and to meet other central
reporting requirements. However, many department heads may require accounting transactions within
their department to be classified at an organizational level lower than department. This is a
departmental decision. These lower level elements have distinct meanings to the individual agencies
which choose to use them in the financial system. All organizational elements will be maintained in
eMARS by the Finance & Administration Cabinet.

()
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Organizational data elements are defined as follows:

Coded Rollups Keyed by Fiscal | Keyed by

Elements Year Department

Department No NA
Government No NA
Branch
Cabinet No NA

Unit Yes Yes
Division Yes Yes
Group Yes Yes
Section Yes Yes
District Yes Yes

Considerations for Organizational Elements:

e Branch of Government, cabinet and department elements are unique statewide and are not
keyed by fiscal year.

o All lower level organizational elements (division, group, section, district and unit) must be unique
within a department for a fiscal year.

Example of how the Commonwealth’s current organizational framework will be represented in eMARS.
Organizational Chart:

Department
758

Unit 0000

Division 01 Division 02 Division 03

Unit 0200 Unit 0300

Unit 0100

| |
Branch 01 Branch 02 Branch 01 Branch 02 Branch 01 Branch02

Unit 0101 Unit 0102 Unit 0201 Unit 0202 Unit 0301 Unit 0302

For this example we will use Department 758. Department 758 has three Divisions, each with two
Branches. Department 758 chooses to record its accounting activity at the Branch Level. This will
require setting up records on the Division, Group and Unit tables to accommodate this structure. In
addition, eMARS requires ALL Unit codes for Department 758 rollup to a Division and Group.

()
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Four Division elements are needed for this structure. Three will represent the Divisions (01, 02, 03) and
the fourth will be a “filler” Division (0000) required by eMARS in order to accommaodate this structure.

Department | Division
758 0000
758 0100
758 0200
758 0300

Seven Group elements will be setup for the final tier of the hierarchical structure. Six Group elements
will represent the individual Branches and the final element will be a “filler” Group (0000) required in
eMARS in order to accommodate this structure.

Department | Group
758 0000
758 0101
758 0102
758 0201
758 0202
758 0301
758 0302

It is important to understand even though a department may elect to record accounting activities at a
lower level than department (such as the Branch level in the example); the department will likely be
required to record some accounting activities at each level of the organizational structure (i.e. each box
in organizational chart above). This will require a Unit code be established for each box in the
organizational chart (as illustrated above).

This would require ten Unit codes to be setup on the Unit table as follows:

Department Unit Rolls up to | Rolls up to
Division Group
758 0000 0000 0000
758 0100 0100 0000
758 0101 0100 0101
758 0102 0100 0102
758 0200 0200 0000
758 0201 0200 0201
758 0202 0200 0202
758 0300 0300 0000
758 0301 0300 0301
758 0302 0300 0302

()
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Exercise 1 — Login to eMARS

You will use a Student ID to access the training database during class. These IDs are only set up for
the training environment. Your User ID for the production environment will be assigned along with a
new password when eMARS is implemented.

1. From the Login page, enter the following information:

Required Fields Values

User Name Enter your Student ID
NOTE: User Names are case sensitive.

Password Enter your Password and click Login.
NOTE: Passwords are case sensitive.

ADVANTAGE

User Name : |acamiu:

Password : [=eoee=

Copyright @ 1902, 2004
American Management Systems, Incorporated.
All rights resenred.

Use of this sofbware is subje ot to
AME license agreement.

AME ADVANTAGES is a

registered trademank of
American Management Systems, Incorporated.

Add AMS ADYANTAGE to wour Favaorites

The Home Page appears.

‘A DV.ANT,AG E Home Personalize Help Accessibility

Procuremert  Accourts Payable  Accounts ivable Budget Cost Accourting

» Message Center
» Search
» History

+ Favorites
+ Administration

)
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The Department Fiscal Year Controls (DEPTFY) table displays the departmental decision for the
organizational elements.

Department Fiscal Year Controls

Open Page Search from the Secondary Navigation panel and enter DEPTFY in the Page Code field.
Click Open with Data. The Department Fiscal Year Controls page will display.

’I l\m. ADVANTAGE Home | Personalize  Help | Accassibilly  Logoul

Welcome, Rachelle Wilkins: Procurement Accounts Payable Accounts Receivable Budget CostAccounting

| eMARSUAT
o e=ene Conten Department Fiscal Year Controls
ii ggrch Menu Quide Search
i Anm : Fiscal Year | Department Hame

EP History v 2008 074 Department Of Veterans Affairs
|+ Favorites 2008 075 Kentucky Higher Education Azzistance Authority
» Administration 2008 078 Military Affairz Commigzion

2008 079 Commeonwealth Office Of Technology

2008 080 Ky Housing Corporation

2008 082 Ky Infrastructure Authority

2008 084 Ky River Authority

2008 085 Lieutenant Governor's Office

2008 08% Agricuttural Development Board

2008 094 Office Of Homeland Security

First Prev Mext Last

Save Undc Delete Insert Copy Paste Search

Fiscal Year: IEUUB
Department : 10?4

Department Of Veterans Affairs

*Government Branch : iEXEC

Executive Branch

“Cabinet - [31

Cabinet of the General Government
Division: W

Group :

<

Section :
District:

77

Bureau :
Unit :

<l

(s
(B3

(]
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eMARS

Unit Element

Open Page Search from the Secondary Navigation panel and enter Unit in the Page Code field. Click
Open with Data.

'I l\m ADVANTAGE Home  Personalize  Help  Accessibility  Logout

| Welcome, R lle Wilkins: Procurement Accounts Payable Accounts Receivable Budget CostAccounting

eMARS UAT
|+ Messzage Center Unit

- Saarch

Menu Quick Search

= Fiscal Year | Department Active | Effective From | Effective To
;, History b 2008 074 2002 Commizsioners Office =
| » Favorites 2008 074 2003 Executive Director's Office  Yes
’ Administration 2008 074 3001 Field Operations Yes
2008 074 2002 Central Biling - THVC Yes
2008 074 3002 Central Biling - EKWVC Yes

First Prev Mext Last

Ssve Undo Delete Inset Copy Paste Sesrch L)

~wGeneral Information

*Fiscal Year: |2[][]8 Effective From - |
*Department: IUM Effective To |
*Unit: |2[][]2 Active: W

Budgeting :

<l

*Narme : ICommissioner‘s Office

VSS Unit: ™
*Short Name : |Comm Off
Contact Code : I

Cescription :
Disbursement Contact Code: I
~wRollups
Government Branch : IE)(EC Section: I

Executive Branch District- [—
Cahinet: |3'1
Cabinet of the General Government Rursgn. 'CPTL

Division : ICFOC Capital

Commissioner's Office

Group ; |COMM

5
%
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3 — Central Chart of Accounts

Central COA elements are used to classify accounting information across the Commonwealth. All
central elements will be maintained by the Finance and Administration (F&A) Cabinet.

Central COA Elements
Fund
Sub Fund
Object
Sub Object
Revenue Source
Sub Revenue Source
Balance Sheet Account
Sub Balance Sheet Account
Function
Function Group (rollup of function)
Function Type (rollup of Function)
Appropriation Unit

Sub Location

Central elements consist of:

Funds are accounting entities used to record activity and track cash balances statewide across
organizational and programmatic boundaries.

Objects are used to define various classification and breakdowns of expenses. These codes
are referenced on many reports, both statewide and agency specific. In order to get an
accurate representation of actual expenditures, it is important to select the appropriate Object
code on documents. Use these simple guidelines to ensure an accurate Object code:

0 Users should be sure to select an Object code within the proper Object Type. Example:
Computer Equipment/Hardware has a specific Object code within Object Types 3, 6 and
7.

0 Avoid Object codes with miscellaneous or other as part of the name when possible.

0 Use the Expenditure Object Classification report within the Statewide Reports/Chart of
Accounts folder or the spreadsheet posted at
http://finance.ky.gov/internal/eMARS/Chart+of+Accounts.htm to aid in your selection of
proper Object codes.

Revenue Sources are used to define various classifications and breakdowns of revenues. *

Balance Sheet Accounts are used to define assets, liabilities, and equity and their associated
balances.

Function codes are used to identify expenditures and revenues for a distinct programmatic
area for the purpose of tracking the program from a statewide perspective.

()
g cGlams 9 of 116



eMARS Course 111 Chart of Accounts/Budget and Cash Control

(0]

Function is used with the legally adopted operating budget of the Commonwealth to
track spending against it at various levels.

Function Group is used in eMARS to define Appropriation programs on a statewide
basis. Function Group is a rollup to the function code.

Function Type is used in eMARS to define Allotment programs on a statewide basis.
Function Type is a rollup to the function code.

e Appropriation Unit is used by capital project expenditures for budget control purpose.

e Sub Location codes are used to further breakdown Location codes. These codes are being
reserved by the Office of the Controller to account for fixed asset locations.

)
& cGlams
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4 — Departmental Chart of Accounts

Department COA elements are used to track accounting activity associated with special purposes
within each department. For example a department may want to track how much was spent on a
particular program in each city. The Location element could be used to accommodate this. In addition,
Locations can rollup up to counties. This will allow the department to also report on spending by county
using the same set of Location codes.

The individual departments are responsible for maintaining the various elements that they need. These
elements are used strictly for their own purposes and must be unique within each department. An
authorized user in each department is responsible for these elements.

Departmental COA Elements
Sub Function
Activity
Sub Activity
Location
Reporting Code
Sub Reporting Code
Department Object
Department Revenue Source
Program
Program Period
Phase
Task
Sub Task
Task Order

Departmental elements consist of:
e Sub Function codes are used to further breakdown Function codes. It can be established to
meet a department’s need to report at a lower level than the required function.

e Activity codes are generally internal programs that a department may choose to define for
budgeting and/or reporting purposes.

o Location codes are used to define physical or geographical locations, but may also be used for
other purposes such as to define broad operational objectives.

o Reporting Codes are general purpose reporting categories.

o Departmental Objects are used to define various expense object breakdowns specific to a
department and may or may not correlate to the centrally defined Object code.

e Department Revenue Sources are used to define various revenue breakdowns specific to a
department and may or may not correlate to the centrally defined Revenue Source Code.

()
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e Programs are established for any budgeted breakdown of a Federal grant. They replace the

Project/Sub-Project/Phase elements in MARS.

e Program Periods are used to define sequential time periods within a Federal grant and

generally represent Federal fiscal years.
o Phases are used to define stages of a project.

e Tasks are used to define short term work activities but may also be used for other purposes

such as to define broad operational objectives.

Create a Location element

The following process will describe the creation of an element to represent a city in the Commonwealth.
A city will be represented by the Location element and be setup to rollup to a County.

Open Page Search from the Secondary Navigation panel and enter LOC in the Page Code field. Click

Open with Data. The Location table opens.

Click Insert to enter a new line to represent the new Location.

r Message Center
 Search

Location

Page Search

Location

Department

infofdvartage

Menu Quick Search

Active | Effective From | Effective To

» History 758 1 FIXED ASSET LOCATIONS Yes 072572005
» Favarites v Tod 1100 City of Midweay Yes
+ Administration 758 1200 City of Verzailes Wes
7o8 1300 City of Lexington SR
Ta8 1400 City of Danville Yes
First Prev Me:t Last

Save Undo Faste
*Diepartment : I?EB

Search

whk

Effectiva From :

=

*Location : W Effective To I—
*Name : |City of Midway Active . [
*Short Name : [Midway Budgeting:
Contact Code ; | =
Description ;
<
 PRollups
Top
5
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The required fields are indicated by asterisks Open the Pick List for the Department field. Select the
appropriate code. Location field should be a four character code and must be unique within the

Department.

Open the Rollups subsection. Select the appropriate County code from the Pick List.

» Message Center
+ Search

Page Search

Location

Documert Catalog

Feport Search

infatdvartage

Department | Location Active | Effective From | Effective To

~ 758 0o City of Louisvile  “Yes

FIED Fiew WexsD LA

hdenu Quick Search

Save Undo Delete |nset Copy Faste Search ﬂ

*Department Effective Fram : I:l
*Location ;{0001 Effective To : I:l

*Name : |City of Louisville | Active :
| Budgeting :

*Shart Mame |Lnuisvi|le

Contact Code : | [ >}

Description :

~=hRollups

Location Class I:l
Location Category I:l
Location Tvpe ; I:l

e

Select the appropriate code.

r Me=zage Center
+ Search
Page Search
Document Catalog

Choose

Biroweze Clear

Report Search
infofdvantane
¢ History

¢ Favorites

¢ Administration

County | | Marme : | |
Active | | Effective From : | |
Effective To : | |

County Hame Active | Effective From | Effective To
Select 054 Hopking County true

el fut fl=mll = i

T

Select 036 Jefferson County true

Select 057 Jessaming County true
Select 0sis Johinson Courity true
Select 1200 Wioodford County true

Cancel First Previous Hext Last

O
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Click Save after all rollups have been entered and you have reviewed the information to make sure it is
entered correctly. Correct any errors and click Save again. The element is updated on the Location
table and may be used.

» Message Center Lﬂcatiﬂn
« Search
hleny Quick Search

Pace Search
Document Catalog
Repott Search
infofdvantage
» History Ll 13 o =R 1 =
r Favorites

» Administration

MNanartmant | 1 acatinn Actina | FFactina Fraom | Fifactine T

~ T53 oo City of Lauisville  “es

lndo Delete Insert Copy Paste Search i‘;

*Department : Effective From : I:l
*Location : 0001 Effective Tn:l:l

*Name : [City of Louisville | Active :
Budgeting

Saw

i

*Bhort Mame ILnuisviIIE |

Contact Code : | B

Description :

~wRollups

Location Class ; I:l
Location Category I:l
Location Type : I:l
County

(]
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Exercise 2 —Setup a Departmental COA Element

Scenario

The Commonwealth is beginning multiple projects on roads and bridges located in Woodford County. It
is required that all projects track expenditures to the City and County. Currently in the Location table
there is no element to represent any cities in Woodford County so a new Location element is needed.

Task Overview

To accomplish this task a new Location element will be inserted into the table to represent Midway. The
required and applicable fields will be entered on the new element. Setup of the new element will include

entering the rollup of the County and the new Location will be created.

Procedures

1. Click Search in the Secondary Navigation panel. Open Page Search and enter LOC in the Page

Code field.

Click Browse.

Click Location to display the Location table.

Click Insert to enter a new Location element in the table. Now a blank Location element line is

present in the table and empty fields are displayed.

5. Enter the following information.

Required Fields Values
Department Enter “758” manually or use the field pick list to select “758" as the correct
department.
Location Enter your “Student ID” followed by “00” (Student ID 01 will enter “0100")
Name City of Midway
Short name Midway
County Use the field pick list to select Woodford County as the correct county.
5
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Sawve Undo Delete Insed Copy Faste Search il:.

*Department

Effective Fram :

“Lacation ; Effective To =
*hame |Cit3,r of Midhray | Active
*Short Name : [Midway | Budoeting :
Contact Code I |
Description
—wRollups

Location Class I:l
Location Category I:l
Location Type : I:l
County -

6. Click Save. Check for errors and

7. Click Save again after correcting

correct them.

errors.

Location

Department | Location

Active | Effective From | Effective To

~ 728 1 FIXED AZSET LOCATIONS Yes
oG oo Meadowtbraok Farm Yes
7o 100 City of Midweay Yes
a5 F &, Fized Assets Yes
950 a3 test location Yes

0725720035

0725720035
072372003

flenu Quick Search

First Prev Mext Last

On the Location table is now an entry for the city of Midway that can be used to report accounting
activities to this city. By setting the County field to Woodford (120) the accounting activities will also be

reported to this county.

You have now successfully set up a new Location element.

)
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Modifying a Location element

The process of modifying a departmental COA element is very similar to creating a new element. The
first step is to navigate to the table of the element that needs to be modified. In this case we will be
editing the Location element’s name of the City that we have just created.

Open Page Search from the Secondary Navigation panel. Enter LOC in the Page Code field. Click
Open with Data. The Location page opens.

Click Search to find the Location element that is going to be edited. The Search pop-up page appears.

r Message Center Lﬂcatiﬂn

+ Search
Pace Search

Menuy Quids Search

idearrta Department | Location Active | Effective From | Effective To
» History 758 1 FIXED ASSET LOCATIONS “es 072552005
+ Favorites ~ 758 1100 City of Michway e
» Administration Tag 1200 City of Verzailes Yes
Ta5 1300 City of Lexington s
788 1400 City of Danwille Yes

First Prew Mext Last

Save Undo Delete Insert Copy Paste sk

*Department I?SB Effective From :|
*Location |11D|:| Effective To :|

*Name : [City of Midway Active . @
Budgeting : v

*Short Mame : |Midway

CnntactCnde:l =
Diescription
=
 kRollups I
Top

()
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Enter the Department, Location or Name to locate the element.
Click OK to display the results of the search.

Location

Page Search
Document Catalog

heny Quick Search

Eeport Search
infoldvantage

Effective To

3 hitp:££162.114.104.151 - Search - Microsof... [B[=] ]

» Histony il
» Favorites First . |:|
» Administration LlERaEE
Sawve Location : I:l
"D Hame : [*LOLISVILLE* ]
Ok Clear Cancel _

Contact Code :|

Cescriptian :

Navigate through the list until the element is found. Click on the line representing the Location. The
information for that location displays in the fields below.

The Location element is now able to be edited. Enter the information in the Name field.

Click Save after the appropriate fields are changed. Correct any errors and click Save again.

Location

» Message Center

- Search
Pace Search
Documert Catalog

Eeport Search
infofdvantace

Location
oo

Department
~ 758

Menu Quick Search

Active | Effective From | Effective To
City of Louisville:  “Yes

» History First Frev Mext Last

» Favorites
» Administration sve Upde Delete [nzer Cope Paste  Search 9 B
*Department : Effective Fram : |:|
*Location : ||:||j|j1 Effective To |:|
*Mame : Meadowbrook Farrm | Active
*Short Mame |Meadnwhrnnk | Pudgeting
ontactoode | B
Description
~*Hollups

Location Class : |:|
Location Categuw::
Lacation Type : |:|
Cnunw:

O
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Notice that the name has been changed.

» Message Center 5
S Location
« Search
hienu Quick Search

Page Search

Active | Effective From | Effective To

FEEERE Department | Location
Report Search

infosdvantage
» History

¢ Favorites

» Administration Save Undo Delete Inset Copy Paste Search sk

*Department Effective From : I:l

¥ 758 [ul]nyl MMeadowhbrook Farm  Yes

| First Prew Mext Last

)
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Exercise 3 — Modifying a Departmental COA Element
Scenario

It has come to your attention that the wrong city was entered when creating the Location element for
Midway and it must now be corrected.

Task Overview

The Location element for Midway must be found on the Location table and edited to reflect the correct
name.

Procedures

1. Click Search in the Secondary Navigation Panel. Open Page Search and enter LOC in the Page
Code field.

Click Browse. Click Location to display the Location table.
Click Search. A pop-up window appears with options on which fields to search.

In the Search window enter “Your Student ID” and “*" in the Location field and *Midway in the
Name field. Click Ok.

2 htps:/lemars.ky.gov/ - Search - Windows I... (= [B)X]

Department :

Location :

Name : [*IMIDVVAY]

2k Clear Cancel

5. Click on the Location with your Student ID as the first two characters in the Location table. The
fields in the General Information section are now filled with the selected location’s information.

6. Replace Midway with Versailles in the Name and Short Name fields.

)
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Save Undo Delete Inset Copy Paste Search i‘-

*Department Effective From | |
*Location : Effective To | |
*Mame : [City of Versailles] | Active :
*Shart Mame : |‘\=’ersai|les | Budgeting -
Contact Code : | [>]
Description :
~*Rollups

Location Class . I:l
Location Category ; I:l
Laocation Type : I:l
County

7. Click Save. Check for errors and correct them. Click Save again after correcting errors.

8. View the Location element containing your Student ID on the table. It now displays the correct
Name.

Location

heny Quick Search

Department | Location Active | Effective From | Effective To

¥ 758 0100 City of Werziles Yes
First Prew Mext Last

)
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5 — Hierarchies and Inferences of COA

eMARS COA elements provide a hierarchical structure which can be used to classify accounting
activities providing users with needed accounting information at each level. The use of rollup codes is
used to establish this hierarchy. These hierarchies represent a tree-type relationship among a series of
codes. eMARS uses hierarchies to make reports and certain online queries such as journals and
ledgers more meaningful in how they are organized and how they summarize data in varying degrees.

Inferences are predefined fill-ins to increase a user’s efficiency when entering information into eMARS.
For example, when entering information such as location it automatically infers the location class,
location category, location type and county.

The hierarchical structure allows for most chart of accounts elements (except organizational ones) to
use the hierarchy elements of class, category, group and type. Some elements, such as fund, object
and activity have additional rollups that can be used for Comprehensive Annual Financial Reporting
(CAFR) or other reporting.

Standard inferences that eMARS uses are in the following table:

Inference Infers from Infers

Various Funding Profile Inferences In all cases a variety of cost Funding Profile
accounting chart-of-account
elements: Department, Major
Program, Program, Program Period
Code and Reimbursement Eligible

Status.

Various Funding Profile Inferences In some cases activity and object Funding Profile
chart-of-account elements

Budget Fiscal Year Inference Fiscal Year, Fund, Department, and | Budget Fiscal Year (for capital
Appropriation projects)

Viewing Hierarchical Rollups

To view the hierarchical rollups for a Central Fund element click Page Search and enter FUND in the
Page Code field. Click Open with Data to display the table of Fund elements. On the Fund table you
can search for a specific Fund using the Search link.

Open the Rollups subsection. Now visible is Class, Category, Type, Group, CAFR Fund Group and
CAFR Fund Type that this Fund will rollup to.

()
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Fund
Menu Quick Search
Fiscal Year | Fund Hame Active | Effective From | Effective To
v 2006 1301 Agency Receipts Fund Mo

2007 1301 Agency Receipts Fund Mo
First Prewv WNext Last

Save Undo Delete Insedt Copy Paste Search sk

—wheneral Information

Flscal vear: IF Effective From I .
*Fund : IW
*Mame |Agen|::3,r Receipts Fund Effective To
*Short Name © |Agy Receipts sctive : ¥
‘Bank IG1— Budgeting :
‘EFT Bank: IG1— Corponent Unit: [~
*Master Bank ||:31— Fool Fund : [~
Major Fund : [
General Capital Assets (GCA& Fund . [
Responsibility Center Posting : [
Allow Override of Responsibility Center Posting . [
Allow Megative Investment Balance . [
r Wyear End Options
—*Hollups

Fund Class : I—

Fund Category W

Fund Type : IW

Fund Group Iﬁ
CAFR Fund Group: [RETD.

CAFR Fund Type: [RSTD B3

(]
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e —
eMAN

To view the hierarchical rollups for a Central Function element click Page Search and enter FUNC in
the Page Code field. Click Open with Data to display the table of Function elements. On the Function
table you can search for a specific Function using the Search link.

Open the Rollups subsection. Now visible is Class, Category, Type, and Group that this Function will
rollup to.

Function

Menu Quidk Search

Fiscal Year | Department | Function Active | Effective From | Effective To
¥ 2006 005 AAAl Gen Azzembly-Regular e=zi Yes
2008 005 AABD Gen Azzembly-Monthly Expen ez
2008 005 AACH Gen Azzembly-Interim Commi - ves
2006 005 Asll Gen Azzembly-Seasonal Salar ves
2006 005 AATH Gen Azzembhy Tranz s

First Prev Mext Last

Save Undo Delste Insert Copy Paste Search kb

—®General Information

*Fiscal Year: |2006 Effective From |

*Department : |005 Effective To : |

*Function : [AAAQ Active : [
Budgeting : |

*Mame : |Gen Assembly-Regqular

*Short Mame |Uat Function
Description :

Contact Code : |

T ®ROMIpS

Function Class : Ii
Function Categary - Ii
Function Type : W
Function Group : W

)
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To view the hierarchical rollups for an Activity element click Page Search and enter ACTV in the Page
Code field. Click Open with Data to display the table of Activity elements. On the Activity table you can
search for a specific Activity using the Search link.

Open the Rollups subsection. Now visible is Class, Category, Type, Group, CAFR Activity Unit, Major
CAFR Activity Type and Minor CAFR Activity Type that this Activity will rollup to.

» Message Center Tupd
Activity

Page Search
Document Catalog
Report Search

Menu Quick Search

Fiscal Year | Department | Activity

infoddvartage 2008 7as DIRC Cr - Directors Office Yes

» History 2006 755 HELF Cre - Help Desk R
¢ Favorites 20086 753 PRIOC Cro - Process Improvement  Yes
» Administration v 2006 758 TRAM  Cro - Training Ve
2006 Va5 WORK  Wark Yes

First Prew Mext Last

Save Undo Delete Inset Copy Paste Search i‘;

r kGeneral Information

~*Rollups/CAFR

potiity Class:[ |H CAFR petivityUnit: [ |
potivty Category: [ B3 Major CAFR Actviy Type [
mctiityType: [ B3 Minor CAFR Activity Tyoe: [ |
Activity Group | I:l Reimb Eligible :

FACPR Eligible :

6 —SAS-14 Account Maintenance Form

The SAS-14, Account Maintenance Form, is used to Establish, Inactivate or Change an Allotment,
Function, Operating Fund (cash control) or Capital Project. The form is split into two distinct sections:
FUNCTION and FUND. The Function area should only be completed when dealing with an Allotment
account or Function code. The Fund area will be completed when dealing with an Operating Fund
(cash control) or Capital Project. Drop down lists have been provided for the Fiscal Year, Department,
Function Group and Fund Type fields. The instructions for completing the form are slightly different
when dealing with Operating Accounts vs Capital Projects. Completing the form for Capital Projects will
be covered in the Capital and Revenue Budget course material.

The SAS-14 form and instructions can be found on the eMARS website at:
http://finance.ky.gov/internal/leMARS/forms/.

)
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SAS-14 Commonwealth of Kentucky Date: 9/20/2010
og/o ACCOUNT MAINTENANCE FORM

O Establish Reason for Change:

O Inactivate

O Change

- A —

ALLOTMENT (FUNCTION TYPE)

Function Function Type
Group (AP)  [(AL) Function Type Name (AL)

[J override Allotment From: |:] To: |:]

Provide justification for allotment override:

FUNCTION

FUNCTION
Function Function
Fund Group (AP) Type (AL) Function Function Name
FUND
Fund Type Fund Fund Name

For Restricted Funds Only -
Is the Fund: @ oOn Budget Enter the Function Code this Fund is to be expended from: I:l
O off Budget
For Capital Projects Only -
If the Capital Project is funded from Bond Proceeds are the Bonds:
O General Fund Supported O Agency Bonds ® Not Funded from Bond Proceeds

|:|Is the Capital Project funded from an existing Bond Pool? If Yes, enter the Fund Code: |:I

D Does this Fund Accrue Interest Income? |If yes, state the legal authority for the accrual of interest income.
Legal Authority:

Enter the account information where the interest income should post:

FUND

Fund Dept Unit Function Sub-Function Activity Sub-Activity Program
Program Dept Revenue
Period Location Task Sub-Task | Task-Order Reporting Code | Sub-Reporting Code |Source

[] Override Cash From: :l To: :l

Provide justification for cash override:

Spending Revenue

] Require Sub-Function [] Require Sub-Function

[ Require Activity [] Require Activity

[ Require Sub-Activity [ Require Sub-Activity

Agency Contact Governor's Office for Policy and Management

w >
o3 Fund CAFR Fund
Z O [Fund Class |Category Fund Type |Fund Group |Type Investment Pool | Template ID
E § #N/A 0 #N/A #N/A
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Operating Accounts

REQUI

RED ELEMENTS:
Establish — Requesting a new Allotment, Function, Operating Fund (cash control)
Inactivate — Requesting to inactivate an existing Allotment, Function, Operating Fund (cash control)
Change — Requesting to change an account element (e.g. overrides, interest income posting). Any
requests for changes must have a corresponding explanation in the Reason for Change box.
FY — Select the fiscal year from the drop down list.
Dept — Select the department requesting this account from the drop down list.

FUNCTION AREA:

ALLOTMENT (FUNCTION TYPE) - Complete this section when requesting to establish, inactivate or
override an Allotment account.

0 Select the Function Group (AP) from the drop down list.

o Enter the Function Type (AL) being requested.

0 Select the Fund Type (AL) for the Allotment Account from the drop down list.

0 Enter the name of the Allotment Account.

Override Allotment - If requesting an Allotment override, select this check box. The From/To dates must
be completed as well as the justification for the override. The end date of an override cannot exceed the
end of the current fiscal year.

FUNCTION — Complete this section when requesting to establish or inactivate a Function code.

o0 Enter the Fund Code from which the function code will be expended from.

Select the Function Group (AP) from the drop down list.

Enter the Function Type (AL) for the requested Function.

Select the Fund Type (AL) for the Function from the drop down list.

Enter the Function being requested.

Enter the Function Name.

OO0OO0OO0O0

FUND AREA:

FUND — Complete this section when requesting to establish, inactivate or change an Operating Fund.

0 Select the Fund Type from the drop down list.

o0 To inactivate or change an existing Fund, enter the Fund. To request a new Fund, leave the Fund
field blank. This Fund code will be assigned by Statewide Accounting Services.

o Enter the Fund Name.

For Restricted Funds Only — Select whether the restricted fund is on-budget or off-budget. For on-

budget restricted funds, enter the Function code in which the Fund will be expended from.

For Capital Projects Only — Leave Blank.

Fund accrues interest income — If this fund accrues interest income, check this box. The legal authority

for the accrual of interest income as well as the account information where the interest income should

post must be completed. (e.g. KRS 94A.220, 101 KAR 3:10) Fund, Dept, Unit and Function is required

except where the interest is posting to the new fund. In this case, leave the Fund blank and it will be

completed by Statewide Accounting Services. All remaining fields are discretionary.

Override Cash — If requesting a cash override on a fund, check this box. Justification and the From/To

dates for the override must be completed. The end date of a cash override cannot exceed the end of the

current fiscal year.

Spending and Revenue — Departments can require Sub-Function, Activity, and Sub-Activity at the fund

and department level for both spending and revenue. Check the appropriate boxes based on the

departments needs.
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SAS-14 Commonwealth of Kentucky Date: 9/20/2010
og/o ACCOUNT MAINTENANCE FORM

@® Establish Reason for Change:

O Inactivate

O Change FUNCTION ONLY EXAMPLE

Fv:[zo0] DEPT: 520 ]

ALLOTMENT (FUNCTION TYPE)

Function Function Type
Group (AP)  [(AL) Function Type Name (AL)

[J override Allotment From: |:] To: |:]

Provide justification for allotment override:

FUNCTION

FUNCTION
Function Function
Fund Group (AP) Type (AL) Function Function Name
0100 520D 520T DFAQ Forensic Investigations
FUND
Fund Type Fund Fund Name

For Restricted Funds Only -
Is the Fund: @ oOn Budget Enter the Function Code this Fund is to be expended from: I:l
O off Budget
For Capital Projects Only -
If the Capital Project is funded from Bond Proceeds are the Bonds:
O General Fund Supported O Agency Bonds ® Not Funded from Bond Proceeds

|:|Is the Capital Project funded from an existing Bond Pool? If Yes, enter the Fund Code: |:I

D Does this Fund Accrue Interest Income? |If yes, state the legal authority for the accrual of interest income.
Legal Authority:

Enter the account information where the interest income should post:

FUND

Fund Dept Unit Function Sub-Function Activity Sub-Activity Program
Program Dept Revenue
Period Location Task Sub-Task | Task-Order Reporting Code | Sub-Reporting Code |Source

[] Override Cash From: :l To: :l

Provide justification for cash override:

Spending Revenue

] Require Sub-Function [] Require Sub-Function
[ Require Activity [] Require Activity

[ Require Sub-Activity [ Require Sub-Activity

Agency Contact Here

Agency Contact Governor's Office for Policy and Management

Fund CAFR Fund
Fund Class Category Fund Type |Fund Group |Type Investment Pool |Template ID

#N/A 0 #N/A #N/A

FINANCE
USE ONLY
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SAS-14 Commonwealth of Kentucky Date: 9/20/2010
og/o ACCOUNT MAINTENANCE FORM

@® Establish Reason for Change:

O Inactivate

O Change ALLOTMENT AND FUNCTION EXAMPLE

Fv:[zo0] DEPT: 520 ]

ALLOTMENT (FUNCTION TYPE)

Function Function Type
Group (AP)  [(AL) Function Type Name (AL)
520D 520T Forensics

[J override Allotment From: |:] To: |:]

Provide justification for allotment override:

FUNCTION

FUNCTION
Function Function
Fund Group (AP) Type (AL) Function Function Name
0100 520D 520T DFAQ Forensic Investigations
FUND
Fund Type Fund Fund Name

For Restricted Funds Only -
Is the Fund: @ oOn Budget Enter the Function Code this Fund is to be expended from: I:l
O off Budget
For Capital Projects Only -
If the Capital Project is funded from Bond Proceeds are the Bonds:
O General Fund Supported O Agency Bonds ® Not Funded from Bond Proceeds

|:|Is the Capital Project funded from an existing Bond Pool? If Yes, enter the Fund Code: |:I

D Does this Fund Accrue Interest Income? |If yes, state the legal authority for the accrual of interest income.
Legal Authority:

Enter the account information where the interest income should post:

FUND

Fund Dept Unit Function Sub-Function Activity Sub-Activity Program
Program Dept Revenue
Period Location Task Sub-Task | Task-Order Reporting Code | Sub-Reporting Code |Source

[] Override Cash From: :l To: :l

Provide justification for cash override:

Spending Revenue

] Require Sub-Function [] Require Sub-Function
[ Require Activity [] Require Activity

[ Require Sub-Activity [ Require Sub-Activity

Agency Contact Here

Agency Contact Governor's Office for Policy and Management

Fund CAFR Fund
Fund Class Category Fund Type |Fund Group |Type Investment Pool |Template ID

#N/A 0 #N/A #N/A

FINANCE
USE ONLY
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SAS-14 Commonwealth of Kentucky Date: 9/20/2010
og/o ACCOUNT MAINTENANCE FORM

@® Establish Reason for Change:

O Inactivate

O Change FUND ONLY EXAMPLE

Fv:[zo0] DEPT: 520 ]

ALLOTMENT (FUNCTION TYPE)

Function Function Type
Group (AP)  [(AL) Function Type Name (AL)

[J override Allotment From: |:] To: |:]

Provide justification for allotment override:

FUNCTION

FUNCTION
Function Function
Fund Group (AP) Type (AL) Function Function Name
FUND
Fund Type Fund Fund Name
1300 Forensic Investigations Fund

For Restricted Funds Only -

Is the Fund: @ oOn Budget Enter the Function Code this Fund is to be expended from: DFAQ

O off Budget

For Capital Projects Only -
If the Capital Project is funded from Bond Proceeds are the Bonds:
O General Fund Supported O Agency Bonds ® Not Funded from Bond Proceeds

|:|Is the Capital Project funded from an existing Bond Pool? If Yes, enter the Fund Code: |:I

D Does this Fund Accrue Interest Income? |If yes, state the legal authority for the accrual of interest income.
Legal Authority:

Enter the account information where the interest income should post:

FUND

Fund Dept Unit Function Sub-Function Activity Sub-Activity Program
Program Dept Revenue
Period Location Task Sub-Task | Task-Order Reporting Code | Sub-Reporting Code |Source

[] Override Cash From: :l To: :l

Provide justification for cash override:

Spending Revenue

] Require Sub-Function [] Require Sub-Function
[ Require Activity [] Require Activity

[ Require Sub-Activity [ Require Sub-Activity

Agency Contact Here

Agency Contact Governor's Office for Policy and Management

Fund CAFR Fund
Fund Class Category Fund Type |Fund Group |Type Investment Pool |Template ID

SREV 1300 RSTD INT

FINANCE
USE ONLY
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SAS-14 Commonwealth of Kentucky Date: 9/20/2010
og/o ACCOUNT MAINTENANCE FORM

@® Establish Reason for Change:

O Inactivate

O Change FUND AND FUNCTION EXAMPLE

Fv:[zo0] DEPT: 520 ]

ALLOTMENT (FUNCTION TYPE)

Function Function Type
Group (AP)  [(AL) Function Type Name (AL)

[J override Allotment From: |:] To: |:]

Provide justification for allotment override:

FUNCTION

FUNCTION
Function Function
Fund Group (AP) Type (AL) Function Function Name
520D 520T DFAO0 Forensic Investigations
FUND
Fund Type Fund Fund Name
1300 Forensic Investigations Fund

For Restricted Funds Only -

Is the Fund: @ oOn Budget Enter the Function Code this Fund is to be expended from: DFAQ

O off Budget

For Capital Projects Only -
If the Capital Project is funded from Bond Proceeds are the Bonds:
O General Fund Supported O Agency Bonds ® Not Funded from Bond Proceeds

|:|Is the Capital Project funded from an existing Bond Pool? If Yes, enter the Fund Code: |:I

D Does this Fund Accrue Interest Income? |If yes, state the legal authority for the accrual of interest income.
Legal Authority:

Enter the account information where the interest income should post:

FUND

Fund Dept Unit Function Sub-Function Activity Sub-Activity Program
Program Dept Revenue
Period Location Task Sub-Task | Task-Order Reporting Code | Sub-Reporting Code |Source

[] Override Cash From: :l To: :l

Provide justification for cash override:

Spending Revenue

] Require Sub-Function [] Require Sub-Function
[ Require Activity [] Require Activity

[ Require Sub-Activity [ Require Sub-Activity

Agency Contact Here

Agency Contact Governor's Office for Policy and Management

Fund CAFR Fund
Fund Class Category Fund Type |Fund Group |Type Investment Pool |Template ID

SREV 1300 RSTD INT

FINANCE
USE ONLY

()
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Completed SAS-14’s should be emailed to the Budget and Policy Analyst assigned to your agency.
Once approved, it will be submitted to Statewide Accounting Services for processing. If requesting a
new “Fund”, Statewide Accounting Services will provide the Fund code that has been assigned to the
Fund request back to the Department.

7 — Chart of Account Combinations and Requirements

As part of the Chart of Account setup for a Fund, two combination tables are updated: Valid Fund
Department Combination (VFD) table and Valid Fund Department Function Combination (VFDF) table.

There is an entry on the VFD table for every active fund in eMARS. This entry limits access to the fund
to only the departments associated with the fund in any given fiscal year. Some funds may need to be
eligible for use with multiple departments. This will require multiple records on the VFD table. To
access the VFD table, open Page Search from the Secondary Navigation panel and enter VFD in the
Page Code field. Click Open with Data. The Valid Fund Department table opens.

Valid Fund Department Combination

Menu Quick Search

Fiscal Year | Fund Fund Name Department Department Name
- 2011 0100 General Fund 758 Office Of The Controller
2011 0IME Unredeemed Check Fund 0100 758 Office Of The Controller
2011 03ME Unredeemed Check Fund 0300 758 Office Of The Controller
2011 1IME Unredeemed Check Fund 1100 758 Office Of The Controller
2011 1200 Federal Fund 758 Office Of The Controller

First Prev Next Last

Save Undo Delste Insert Copy Paste Search

*Fiscal Year : [2011
*Fund - (0100

General Fund

*Department : |758

Office Of The Controller
Invalid Fund Dept Combination

)
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The Valid Fund Department Function Combination (VFDF) table is used to identify valid combinations
among fund, department and function. All on-budget operating funds are required to be included on the
table with the function codes that are valid to be used with the funds. Agencies may include off-budget
and capital funds on the table to ensure valid fund-department-function combinations but this is not
required. To access the VFDF table, open Page Search from the Secondary Navigation panel and
enter VFDF in the Page Code field. Click Open with Data. The Valid Fund Department Function
Combination table opens.

Valid Fund Department Function Combination

Menu Quick Search

Fiscal Year | Fund Fund Name Department Department Name Function Function Name

s 2011 0100 General Fund 765 Office Of State Budget Director  GOPM Governors Office for Policy & Management
2011 0100 General Fund 765 Office Of State Budget Director GOPR Governors Office for Policy Research
2011 0100 General Fund 765 Office Of State Budget Director  PFO0D Planning Fund
2011 0100 General Fund 765 Office Of State Budget Director  TSP2 Tobacco Settlement
2011 01INE Unredeemed Check Fund 0100 758 Office Of The Controller AMO5 ANOC-Unredeemed Cks Refunded
2011 1200 Federal Fund 758 Office Of The Controller REZO FIM Rural Empowerment Zone
2011 1323 Office of State Budget Director Fund 765 Office Of State Budget Director  GOPM Governors Office for Policy & Management
2011 132N Finance Social Security Interest Fund 758 Office Of The Controller LGSX FIM Local Government Services
2011 132P Finance OFM Income Fund 758 Office Of The Controller OFMX FIM Office of Financial Mgmt
2011 13H5 Finance eMARS Customer Resource Centar 758 Office Of The Controller CRCX FIN Office of Customer Res Cir

=

irst Prev MNext Last

Save Undo Delete Insert Copy Paste Search

*Fiscal Year - [2011
*Fund : 0100

General Fund

*Department : |765

Office Of State Budget Director

*Function : |GOPM

Governors Office for Policy & Management

)
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In addition to the combination tables, a department may optionally require that a Function, Sub-
Function, Activity and/or Sub-Activity be required for a particular Fund and Department combination.
This requirement is set independently for Spending and/or Revenue type transactions using the Fund
Department Requirements (FDREQ) table. All funds with a CAFR Fund Type (Appropriation Fund) of
“RSTD” and “FDRL” will have an entry to require a Function on Revenue type transactions regardless
of any other requirements the department may request. To access the FDREQ table, open Page
Search from the Secondary Navigation panel and enter FDREQ in the Page Code field. Click Open
with Data. The Fund Department Requirements table opens.

Fund Department Requirements

Menu Quick Search

Fiscal Year | Department | Fund | Accounting Classification

v 2011 758 0100 Spending
2011 758 0100 Revenue
2011 758 1200 Revenue
2011 758 132N  Spending
2011 758 132M  Revenue
2011 758 132P Spending
2011 758 132F Revenue
2011 758 13H5 Spending
2011 758 13H5 Revenue
2011 758 13HA Revenue

First Prev Next Last

Save Undo Delste Insert Copy Paste Search

*Fiscal Year - [2011
*Department - |758

Office Of The Controller

*Fund - [0100

General Fund

*Accounting Classification : Spending -
Actiwty - Optional -

Sub Activity : Optional -

Function : Required =

Sub Function : Required =

8 — Accounting Templates

Accounting templates provide the ability to save frequently used chart of accounts data for use in
subsequent document creation. These templates are used to populate fund and detail accounting
elements on documents.

In order to reduce data entry and minimize errors, you can establish standard accounting templates of
information that can be provided when you process documents. Using these templates, you reduce the
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amount of time it takes to enter new documents. Templates also make it easier for the non accountant
to process documents.

Basics of the Accounting Templates:

e Accounting templates are invoked after you create the document (at validate).

e Any accounting elements that have already been entered on the document are not overlaid with
values from the accounting template that is selected so accounting templates only default
values to blank fields.

o After the template is applied the values that are replaced by the user will be maintained.

An example would be a department creates an accounting template called “Pay Water Utility Bill” for
use with payment request documents. The template includes fund, department, unit, function, and
object of expenditure. When applying this template on an accounting line with a fund already specified,
the accounting template only brings in the department, unit, function and object of expenditure. The
Fund Code on the document is not replaced with the Fund Code from the template.

NOTE: The Chart of Account data included on an accounting template is not validated to determine if
the Chart of Account elements are valid.

Creating Accounting Templates

When creating an Accounting Template the user must navigate to the Accounting Template table by
selecting Page Search from the Secondary Navigation panel and entering ACTPL in the Page Code
field.

Click Insert to enter a new Accounting Template.

In the General Information section enter the required fields that are represented by asterisks and any
other pertinent information. The Department field can be inserted by opening the field’'s pick list and
selecting the appropriate code.

Note: Department field in the General Information subsection is only used to identify which
department owns the accounting template. It is not the department which will be inferred to the
accounting line of a document, this is the department in the Fund Accounting subsection. The two can
be different if the user setting up the template has security access to both departments.
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A blank Accounting Template is inserted.

Page Search Accuuntlng Templatﬂ
l Menu Quick Search

Report Search
infoddvantace

Accounting Template i Department | Department Hame | Active

» Hlstury r= [T L el CHE DT E TR ST rii=
» Favorites v true
+ Administration T2EE Py Bl FRCM AT ] Z28 CHES. PH frie
TESEDS 2321 exp for 763 7B OFFICE OF STATE  true
ADMRSS Dave's expenditure template DAY DANE true

First Prew Mest Last

Save Undo Delete Insed Copy Paste Search ih

~*General Information

*accounting Template |:|

*Mame :|

*Diepanment ; |:|

Description

Active

r BFund Accounting

r kDetail Accounting

Expand the Fund Accounting and Detail Accounting subsections.
Enter the appropriate Fund and Detail information for this Accounting Template.
Click Save. Correct any errors and click Save again.

S
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In eMARS each accounting template is created with an accounting template ID which must be unique
statewide. Each cabinet has been assigned a single letter prefix to be used when setting up their
templates. For example, the Finance and Administration Cabinet will be using “F” as its prefix on all
accounting template IDs (ex. FO0O001 and FO0002). A complete list of assigned prefixes by cabinet is
listed below.

Accounting Template Prefixes

Cabinet Name Prefix
10 LEGISLATIVE CABINET
20 JUDICIAL CABINET B
31 CAB OF THE GENERAL GOVERNMENT | G
35 TRANSPORTATION CABINET T
36 CAB FOR ECONOMIC DEVELOPMENT | D
39 FINANCE & ADMIN CABINET F
45 CABINET FOR UNIVERSITIES U
50 COMMERCE CABINET C
51 EDUCATION CABINET E
53 HEALTH & FAMILY SVS CABINET H
54 JUSTICE & PUB SAFETY CABINET J
55 PERSONNEL CABINET P
56 LABOR CABINET A
57 ENERGY & ENVIRONMENT CABINET A
58 PUBLIC PROTECTION CABINET A

RESERVED M

RESERVED w

)
g cGlams 37 of 116



eMARS Course 111 Chart of Accounts/Budget and Cash Control

Page Search

Document Catalon

Report Search

infoddvartage
» History

r Favorites

r Administration

Accounting Template

Meny Quick Search

Accounting Template Hame Department | Department Hame | Active
ERICT Eric Thibodeaux 5a0 TOUR-COFFICE OF true
FOOO01 Brett - 1384 Fund 758 COMTROLLER true
Fooooz Brett's Capital Project 7538 CONTROLLER true
~  FOooo Pary Vizter Bill 758 COMTROLLER true
F12345 pay my interest 755 COMTROLLER true
First Prew Mest Last
Sawe Unda Delete Inset Copy Paste Search i!
~wGeneral Information
*accounting Template | |FOO003
*Name : |Pay Water Bill
*Depattment :
COMNTROLLER
Cescription :
Artive
rwFund Accounting
Fund : (0100 Departrment : EISA:|:|
subFund:[ | unit: [ACCT supgsa:[ |
Object : [E213 subunit:[ | Deptobject:[ |
Sub Revenue : |:|

~wDetail Accounting

Lacation :

Sub Location :
mctiit: [
supsctiviy:[

Function :

Sub Funetion

Il

|

Reporting :
Suhb Repoarting :
Task Order:
Task:

Sub Task:

DDDDH

Frogram Period I:|

O
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The new Accounting Template has been created.

Accounting Template

Page Search :
Document Catalog Menu Quick Search

Eeport Search
infofdvartace

Accounting Template Department | Department Hame | Active

b History ERICT Eric Thibodeaux a0 TOUR-OFFICE OF true
[ ———— FOOoo Brett - 1384 Fund 758 COMTROLLER true
» Administration Foooos Brets Capial Project ro0 COMTRoCLER TrLiE
~ Foooos Pay Wigter Bill 758 COMTROLLER true

frue

First Prev Mext Last

Save Undo Delete Inserd Copy Paste Search sk
~wGeneral Information

*Accounting Template © |FOOOO3

*Marne : |F'a},r L@fater Eill

*Diepartrnent ;

COMNTROLLER

Description

Active

Note: The basics for modifying an Accounting Template are exactly the same as modifying an
existing departmental COA element.

S
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Exercise 4 — Creating an Accounting Template

Scenario

Every month a department is required to pay the water utility bill. To expedite the process a “Pay Water

Bill” accounting template can be created and used to reduce the amount of information entered.

Task Overview

Create a new Accounting Template that can be used to increase the efficiency of inputting accounting

transactions.

Procedures

1. Click Search in the Secondary Navigation panel. Open Page Search and enter ACTPL in the Page

Code field.

Click Browse. Click Accounting Template to display the Accounting Template table.

Click Insert to enter a new Accounting Template in the table. A blank Accounting Template is
present in the table and empty fields are displayed.

4. Enter the following information in the General Information section:

Required Fields

Values

Accounting Template | “FO00” followed by your Student ID (see Student card) (Student ID 01 will enter

“FO0001")
Name Pay Water Bill
Department Enter “758” manually or use the field pick list to select “758” as the correct

department.

Accounting Template

Accounting Template Hame Department | Department Name | Active
~ Fooooq Pay Water Bil Tag Fin Controller true

F13000 130 - Revenue Budget 130 Revenus true

FHEESR HEEZ avs HHEAL true

heny Quick Search

First Praw Mext Last

*Accounting Template
‘Marme

*Depattrment

Save Undo Delete Insert Copy Paste Search Fh
wiGeneral Infformation

Description :

Active

- |Fo0oa

: |Pay Water Bill

1758

Fin Contraller

)
& cGlams

40 of 116




Kot

eMARS Course 111 Chart of Accounts/Budget and Cash Control

5. Click Fund Accounting and Detail Accounting to expand the sections. Enter the following

information.
Fields Values
Fund 0100
Object E213
Department 758
Unit ACCT
Function BAOO
r=Fund Accounting
Fund : W Department : [758 BSA - I—
SubFund:[ Unit - [acCT swBsA:[
Object - [E213 SubUnit:[ Dept Object :[
Sub Object : I— Appr Unit : | Dept Revenue : I—
Revenue : I—
|—

Sub Revenue -

~+#Detail Accounting
Location :
Sub Location :

Activity :

1]

Sub Activity -

Function - |BAOO

Sub Function :

|

Reporting - | Program : |
Sub Reporting : I Phase : I
Task Order : I Program Period : I
Task :I
Sub Task - I

6. Click Save. Check for errors and correct them by clicking View All. Click Save again after

correcting errors.

7. View the new accounting template on the table.

Accuunting

~ FOO001
F13000
FKEEZR

Accounting Template

Template
Hame Department | Department Name | Active
Pay Water Bill Tag Fin Cortraller true
130 - Revenue Budget 130 Revenue true
HWEES 73 KHEA &, true

First Prev Mext Last

)
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Using and Searching for Accounting Templates

When working in a document, select Accounting from the secondary navigation panel. The page
opens to the General Information section.

Select the Accounting Template from the Pick List in the Accounting Template field.

F 000420 1
Document View PRC - 850- 05000420- 1- Hew- Draft
Header :
===es 2000000 Action Merut
“endor u"
Accounting Distribution Accounting
Commodity

Accounting Line | Total Line Amount | Line Closed Amount | Outstanding Amount

¥ Accounting .
General Information ¥ v 1 $0.00 $0.00 $0.00
Reference Insert Mew Line Insert Copied Line First Frev Go To Hext Last
Fund Accourting
c dity 1: »

Detail Accourting emmedity
Additional Amourts &k
Extended Description

Pt

Document Comments Event Type : [AP01 Budget FY |:|

Document History

Document Reference Accounting Template |:| Fiscal Year: |:|

Future Triggering
e wuum.:lﬂ Period:lIl
Line Description : | |
Sub Total Line Amount : Check Description :
Tax Amount |:|
Use TaxAmount:|:| Special Instructions Code::l
Total Line Amount ; $0.00 Disbursement Category :

The list of Accounting Templates is displayed.

Using one or more of the search fields possible enter a piece of information to find the appropriate
template.

Use the template that was previously created by entering *Water bill* in Name field and click Browse.

Choose

Header
Yendar
Accounting Distribution Birowsse Claar
------ el
7 Accourting Accounting Template : | | MName : [*WATER BILL* |
= — Department: | | Departrment Name : | |
Fund Accounting PN
Detail Accounting Acthve | |
2dditional Amounts | ALy Tepiais | Mo | Bopanct | Doparincn Hae | A |
Extended Descrigtion Select 721F CHFS 721 CHS-ADMINISTRAT  true
I]nt FoT— Select T28P%1 P&Y BILL FROM SCCT 1 728 CHFS- FH true
Document History Select TESEDS e321 exp for 7ES TES OFFICE OF STATE true
Document Reference Select ADMRSS Dave's expendiure template Dt DANE true
Future Triggering Select ADMRST Dave's expenditure templste Dy D&WE true
Select ADPTES Dave's expenditure template Dty DaNE true
Select ADPTST  Dave's expenditure template Dat DANE true
Select AFIFA AFIFA's template 950 Health true
Select ALER W ale whitenack Fan FIMN-CFFICE OF T true
Select ALLASS [Dave's expendiure template D DANWE true

Cancel First Frevious Mest Last

)
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Click Select to the right of the template to be used.

Displayed are the results of the search.

Choose

Header

Wendor

Accounting Distribution
Commodlity )
 Accoudting Accounting Template | | Mame : |*WATER BILL* |
General Information
SETeTEnE Department | | Department Hame : | |
Fund Accounting
Dretail Accounting

Browese Clear

Active | |

Addiional Amourts | Accounting Template |  Hame | Department | Department Hame | Active |
- ife"'d‘?d Description Select FODOOS  Pay Water Bil 758 CONTROLLER  true
=l T LCancel Pt Previons et Last

Document Comments
Document History

Document Reference
Future Triggering

Now entered in the Accounting Template field is the ID of template selected. The accounting
information will populate the appropriate fields when the document is validated.

Document View PRC - 758- D6000510- 1- New- Draft

Header | Action Menu I

“endar

Accourting Distribution A[:[:l]uming

= i—\ﬂzg;nuoriir;q Accounting Line | Total Line Amount | Line Closed Amount | Qutstanding Amount
General Information 3% ~ 0 $0.00
Eeference Insert Mew Line Insert Copied Line First Prev Go Ta Mext Last
Fund Accountineg Commodity 1: >
Detail &ccounting
Additional Amourts =13
Extended Description :
T Postim [ ¥General Information

Document Comments . .
—_ e Event T e.lAF'm > Budget F‘r’.l
Document History » . J

Document Reference Accaunting Template - |[FOOO03 Fiscal Year: I:l
Future Triggering
Bank Account: | > Period |

Line Description :

Suh Tatal Line Amount ; | Check Description :

I
I
TaxAmDunt:' |
Use TaxAmDunt:'

| Special Instructions Code : I:|
Total Line Armount : Dishursement Categary: I:'

)
g cGlams 430f 116



eMARS| s

eMARS Course 111 Chart of Accounts/Budget and Cash Control

Expanding Fund and Detail Accounting does not display any of the elements that will be entered by
the chosen template. These values will be filled when the document is validated.

In the introduction of Accounting Templates it was discussed that the template will not overlay a field
that was entered manually. This can be seen in the Fund Accounting section by entering 1301 in the
Fund field.

Click Validate.
ank Account > Period :
~ Aocourting . I:|
Seneral Information Line Description ; | |
Reference o
Fund Accounting Sub Total Line ﬁmuunt:' | Check Description :
Dretail Accounting
;idm;n? E)Amoug_s TaxAmount: | |
Eluew Leschplon Special Instructions Code I:l
Flei] Use Tax Amount: | | H
Document Comments Total Line Amount - Dishursement Category:[ |13
Document History

Document Reference

Future Triggering r MReference
—sfund ficcounting
M| supObject:[ | supomsa:[ |
unit: [ | supRevenue:| | DeptRevenue:[ |
supunt:[ | psa:[ |
Appr Unit: [ | swesa[ ]

 kDetail Accounting

 bAdditional Amounts

r BExtended Description

Top

[ sawe [ wnas it [ vatswe [ Susmi [ close

(]
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After validating, the Fund and Detail Accounting sections display the element codes that were defined
when creating the template. It is also noted that the Fund code that was manually entered did not
change even though the Fund on the template was “0100".

ECCoumng DstrButon Accounting
Commodity
" SCCoUnting
General Information ¥ v 1 $0.00 $0.00 $0.00
Reference
Fund Accounting -
Detall Accourting Lommodity 1:
Additional Amourts 13
Extended Description

Accounting Line | Total Line Amount | Line Closed Amount | Outstanding Amount

Inzert Hew Line Inzert Copied Line First Prev Go To Mext Last

~wGeneral Information

Posting

Document Comments . .
Document Comments EventTyne:[AFD1  [B3 BudgetFy: [ ]
Document Histony i I—‘. d
Document Reference Accounting Template : |[FOODO3 Fiscal Year: I:|
Future Triggering

I:IanKHCCDUhI.iLJI ﬂ Period:lzl

Line Description :| |

Sub Tatal Line Amnunt:|a;|:|,uu | Check Description :
Tax Amount : |$D.DD |
Use Taxamount  [500 | Special Instructions Code:[ |
Total Line Amount : §0.00 Dishursement Category |:|
 PReference
—wFund Accounting
Fund: Ohbjact OBSA:

|

Syl D b it Dby Synon -

| ]

1

 E—  —

:|:| Dept Object: I:l

Sub Fevenue |:| Dept Revenue I:l
.
/1

Department : Fevenue

LInit :

=[N T BEA

Appr Unit Sub BSA

HHEFH

~wDetail Accounting

Lacation ; |:| Reporting ; |:| Wajor Program ;

Sub Location |:| Sub Repotting : Prograrm :

actvity: [ | Task:
1

Sl it Sub Task:

Phasze:

DDH

FProgram Period ;

1

Function Tazk Order:

L

Sub Function :|

(]
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Exercise 5 — Use of an Accounting Template
Scenario

The water bill is to be paid and the department must complete the transaction using an Accounting
Template.

Task Overview

Entering the Accounting Template that we created in Exercise 7 to a pre-existing document to complete
the accounting transaction.

Procedures

1. Click Search. Open the Document Catalog from the Secondary Navigation Panel. In the CODE
field, enter “GAX”. In the DEPT field, enter the Department from your Student Card. In the ID field,
enter “CM110EX7-“ followed by your Student ID (see Student card) (Student ID 01 will enter
“CM110ex7-01"). Click Browse.

2. Click the ID link of the document on the table. The creation of this document will be discussed
further in another course.

3. Inthe Secondary Navigational Panel click Accounting. Displayed will be the accounting
information.

Scroll to the bottom of the page and select Edit.

In the General Information section open the Accounting Template field pick list. Displayed is a
table of all the Accounting Templates available. Any of the search fields can be used to browse for
a specific Accounting template. Enter “Pay Water Bill” in the Name field and “*Your Student ID”
(**01”) in Accounting Template field and click Browse.

6. Use the navigation links under the table to locate the correct Accounting Template. Once “Pay
Water Bill” has been located click Select on the row.

Choose

Browse Clear

Accounting Template : |*I:|1 Marne : |F'A‘1" WATER BILL
Cepartment | Deparment Mame : |
Artive |

Accounting Template Hame Department | Department Name | Active
Select FOoaoot  Pay Water Bill Tas Fin Controller true
Cancel First Previous Next Last

7. Click Validate. After validate has been clicked it will infer the Fund Accounting and Detail
Accounting elements that were defined when the accounting template was created. To view this
click Fund Accounting and Detail Accounting.

)
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Sub Location
Artivity

Sub Activity
Function :

Sub Function :

i

—
—

|BADD

—

Sub Reporting
Task:
Sub Task:

Task Order:

THT

—=Fund Accounting
Fund:[o1o0 Object:[E213 osa: [
supFund:[ subobject:[  swossa:[
Department I?’-SB— Revenue : I— Dept Ohject : I—
IInit W Suh Revenue I— Cept Revenue : I—
supunit:[ psac|
Appr Unit: | supmsa:[
—=hetail Accounting
Location : Feporting : Major Frograrm :

Frogram :

Fhase :

Frogram Period :

TN

)
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9 — Cash Controls

eMARS uses the Cash Balance Maintenance tables to track and establish cash balances. These tables
define the balance sheet accounts that a fund considers its “actual cash accounts” for cash edits. The
Cash Balance Maintenance tables are also where the rules for how a fund calculates its “available
cash” for cash edits.

There are three different Cash Balance (CBAL) tables:

e Administration tables will be administered by the Finance and Administration Cabinet

o Cash Balance Summary Maintenance (CBALS) - establishes controls settings and edits
for Cash Balances.

o0 Cash Balance Maintenance (CBALD) — establishes cash balance tracking rules of each
fund.

e User tables
0 Cash Balance Summary (CBALSQ) - displays available cash amounts for a Fund.
* All amounts are updated, real-time, when a record is updated from an accounting transaction

There are two places where cash control can be overridden:

e A cash override can be established for a particular fund on the CBAL tables.

e A cash override can be applied to a particular document in eMARS. This override must be
applied by the F&A Cabinet prior to being submitted into workflow.

e Cash overrides must have prior approval by GOPM and the F&A Cabinet

Identifying available cash balance of a Fund
The available cash balance can be determined by navigating to the Cash Balance Summary table.
Open Page Search and enter CBALSQ into the Page Code field.

Click on the Cash Balance Summary link to view the table.

Each Fund is listed and a specific Fund can be found using the Search or the navigation links under
the table.

Click Search. Enter 1301 in the Fund field and click OK.
If multiple Funds meet the search criteria click on the correct Fund.

Displayed are a number of accounting balances for the Fund. The balance that is important is
Available Cash Balance. This is the balance that cash transactions will be validated against to ensure
funds are available.
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Cash Balance Summary

+ 1301 Agy Receipts F150,000.00

| Fund | Hame | Cash Balance | Adjusted Cash Balance | Available Cash Balance |

$1:50,300.00 $1:50,300.00

First Prev Mext Last

Menu Quick Search

Search

Fund : |13EI1

Cash Balance |$15E|,EIEIEI.EIEI

Fending Increase Mon-Cash |$EI.EIEI

Pending Decrease Mon-Cash |$1?,E€53.2EI

FPending Increase Cash |$1 000,00

Pending Decrease Cash: |$5EIEI.EIEI

Accepted Increase Mon-Cash |$EI.EIEI

Accepted Decrease Mon-Cash |$345.B?

Adjusted Cash Balance |$15E|,5EIEI.EIEI

Cash Balance Minimuem |$EI.EIEI

Available Cash Balance |$15E|,5EIEI.EIEI

Cazh Balance Detail Cash Balance Summary Maintenance

)
& cGlams

49 of 116




P

e M A R8s eMARS Course 111 Chart of Accounts/Budget and Cash Control

Identifying if a Fund is in Override

To determine if a fund is in override, select the Cash Balance Summary Maintenance link at the
bottom of the Cash Balance Summary screen.

Cash Balance Summary Maintenance

Menu Quick Search

Save Unde Delete Insert Copy Paste Search First Prewv Mext Last

Fund : W Pending Increase Cash : v

Agy Receipts Pending Decrease Cash : W

Cash Balance Minimum : |$[J[][J— Pending Increase Non-Cash : [
Cash Balance Error Severity - Overrideable Error = Pending Decrease Non-Cash - ™
Accepted Increase Non-Cash : [

Accepted Decrease Non-Cash © [~

Cash Balance Summary Cash Balance Detail Cash Balance Detail Maintenance Cash Balance Pool

The Cash Balance Error Severity field will identify if the fund is in override. “Overrideable Error”
means the fund cannot be less than zero without a manual override being applied to the document.
“No Error” will place an override on the fund and allow the cash balance to be less than zero without
any manual intervention.

)
g cGlams 50 of 116



e M ARS|mem eMARS Course 111 Chart of Accounts/Budget and Cash Control

Exercise 6 — Determine a Fund’s available cash balance
Scenario

There has been discussion of whether an office project should be undertaken. The manager has
required a number of factors to be evaluated, one of which is the available cash balance of Fund “1301"
to determine the funds available.

Task Overview

Determine the available cash balance of a fund from the Cash Balance Summary table.
Procedures

1. Click Search in the Secondary Navigation panel. Open Page Search and enter CBALSQ in the
Page Code field.

Click Browse. Click Cash Balance Summary to display the Cash Balance Summary table.
Click Search. In the search window Enter 1301 in the Fund field and click Ok.

Use the navigation links under the table to locate the correct Fund. Once 1301 has been located
click on the row. Displayed are a variety of balances.

Cash Balance Summary

Menu Quidk Search

Cash Balance | Adjusted Cash Balance | Available Cash Balance
+ 1301 Agy Receipts F$1:50,000.00 F150.:500.00 F150.:500.00

First Prewv Mewxt Last

Search

Fund : 1301

Cash Balance |$15I:I,I:IEIEI.EIEI

Fending Increase Mon-Cash |$EI.EIEI

FPending Decrease Maon-Cash |$1?,853,2I:|

FPending Increase Cash |$1 000,00

Pending Decrease Cash: |$5EIEI.EIEI

Accepted Increase Mon-Cash |$EI.EIEI

Accepted Decrease Mon-Cash |$345.B?

Adjusted Cash Balance |$15E|,5EIEI.EIEI

Cash Balance Minimuem |$EI.EIEI

Available Cash Balance |$15E|,5EIEI.EIEI

Cazh Balance Detail Cash Balance Summary Maintenance
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10 — Budget Basics

Budget Process

The Commonwealth of Kentucky has a biennial budget process. Every two years the legislature and the
Governor work to pass a legislatively enacted budget. This budget, commonly referred to as the
Appropriations Bills, establishes the expenditure budget amounts by Fund (General Fund, Tobacco
Fund, Road Fund, Restricted Funds and Federal Funds). Once the Commonwealth has an enacted
budget, the Office of State Budget Director (OSBD) begins the process of implementing the budget.

Appropriation and Allotment Process and Due Dates

The Governor’s Office for Policy and Management (GOPM) will set up the initial operating budget
Appropriations in accordance with the Appropriations Bills and does not require any action on the part
of agencies.

Prior to the beginning of each fiscal year, agencies submit a schedule of quarterly Allotments of
Appropriations as required by KRS 48.610. GOPM initiates the Allotment request process through
communication with all state government organizational entities. The communication process outlines
the Allotment Request process and all of the guidelines on preparing the Allotment information.

Allotment changes occur during a fiscal year. Allotment modifications are done through the authority of
KRS 48.600-48.630 and the provisions of the Appropriations Acts.

Appropriation modifications are processed on a quarterly schedule. The table below shows the due
date the request must be received by GOPM, the report date to the Legislative Research Commission
(LRC) and the effective date of the Appropriation modifications for each quarter.

QUARTER DUE DATE TO GOPM | REPORT DATE EFFECTIVE DATE OF
TOLRC APPROPRIATION MODIFICATION
1% Quarter June 15 July 1 August 1
2" Quarter September 15 October 1 November 1
3" Quarter December 15 January 1 February 1
4™ Quarter March 15 April 1 May 1

Requests for Appropriation maodifications must be submitted to GOPM on or before the due date for the
modification to be acted upon.

KBUD is the software tool used to establish the operating budget in the eMARS system. Appropriations
(Function Group) and Allotments (Function Type) are entered into KBUD and subsequently loaded to
eMARS. KBUD Budget Execution training is offered to assist users with KBUD.

Chart of Accounts

In eMARS, chart of account elements are used to identify and classify all financial and budget data. For
operating budgets, eMARS will utilize the following central chart of account elements:

e CAFR Fund Type - defines the budgetary fund as outlined in the Appropriations Bills (General,
Tobacco, Road, Restricted, Federal)

o Cabinet - defines the Organizational structure
e Function Group - defines the Appropriations as outlined in the Appropriations Bills
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o Function Type — defines the Allotment breakdown below the Appropriation level

e Fund Type —is the current MARS fund

o Object Type — defines the objects of expenditures (e.g. Personnel, Operating, Grants Loans

and Benefits, Debt Service and Capital Outlay)

CAFR Fund Type and Fund Type Crosswalk

As stated earlier, Appropriations will be entered at the Budgetary Fund (CAFR Fund Type) level. The
following table shows the relationship between the eMARS CAFR Fund Type and eMARS Fund Type:

eMARS eMARS eMARS eMARS Fund Type

Appropriation CAFR Fund | Allotment | Name

Fund (CAFR Type Name Fund

Fund Type) (Fund

Type)

GNRL General Fund | 0100 General Fund

ROAD Road Fund 1100 Road Fund

FDRL Federal 1200 Federal Fund
Funds

FDRL Federal 6200 Unemployment
Funds Benefits Fund

RSTD Restricted 1300 Agency Revenue
Funds Fund

RSTD Restricted 2100 State Parks Fund
Funds

RSTD Restricted 2200 State Fair Board
Funds Fund

RSTD Restricted 2400 Insurance
Funds Administration Fund

RSTD Restricted 2900 Horse Park
Funds Commission Fund

RSTD Restricted 3100 Fleet Management
Funds Fund

RSTD Restricted 3200 Computer Services
Funds Fund

RSTD Restricted 3500 Prison Industries
Funds Fund

RSTD Restricted 3600 Central Printing Fund
Funds

RSTD Restricted 3700 Property
Funds Management Fund

RSTD Restricted 3800 Risk Management
Funds Fund

TBCO Tobacco 6350 Tobacco Settlement
Fund Trust Fund

)
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Budget Structure and Levels

A budget structure is the framework that determines the type of budget. Budget structures consist of
levels that correspond to increasingly more detailed levels of budgeting. Kentucky’s operating budget
structure is composed of three levels with the following chart of account elements:

Level 1 (Appropriation) — CAFR Fund Type, Cabinet, Function Group
Level 2 (Allotment)' — CAFR Fund Type, Cabinet, Function Group, Function Type, Fund Type

Level 3 (Object Type)? — CAFR Fund Type, Cabinet, Function Group, Function Type, Fund Type,
Object Type

Example of an eMARS Budget Structure

eMARS

Appropriation RSTD-31-765A

Allotment RSTD-31-765A-765B-1300-Qtr

Appropriation GNRL-31-765A

Allotment GNRL-31-765A-765B-0100-Qtr

Object Type GNRL-31-765A-765B-0100-1

! Allotted by quarter
% For General Funds only

)
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11 — Operating Budget

The Operating Budget provides for the operational needs of the many offices of the Commonwealth
including employee salaries, fringe benefits, overhead costs and funds to be used for various benefit
programs. In eMARS, expenditure budget control is established at the following three levels:

e Appropriation (Function Group)
e Allotment (Function Type)
e Object Type — General fund only

The General Assembly appropriates funds for specific Appropriation Units such as Office of State
Budget Director. These Appropriation Units are listed in the Appropriations Bills. There is a separate
Appropriation (Function Group) code established for each Appropriation Unit. These Appropriation
(Function Group) codes must be unique statewide. Therefore, no two programs will have the same
Appropriation (Function Group) code assigned. Note that although the value (e.g. 765A) associated
with an agency’s Appropriation (Function Group) code may be the same for multiple CAFR Fund
Types, the Appropriations are distinct in eMARS because they are associated with different funds.

For example, if an agency has three CAFR Fund Types, the agency will have three Appropriation
(Function Group) records in eMARS. Different CAFR Fund Types include General Fund, Restricted
Funds and Federal Funds. The sum of an agency’s CAFR Fund Types equals the total budget for that
agency.

An Allotment (Function Type) is a lower level breakdown of an Appropriation (Function Group). For
example, the Appropriation (Function Group) for the Office of State Budget Director (765A) is divided
into three Allotments (Function Types) as follows:

e 765B Budget and Policy Analysis

e 765C Economic Analysis

e 765D Policy and Research

In eMARS, allotments will be broken down into quarterly time periods. This will allow spending to be
controlled within the quarterly time period. For this example, assume Allotment (Function Type) 765B
for Budget and Policy Analysis is for $1,000,000 and is broken out into quarter as follows:

Quarter 1 (July-Aug-Sept) $300,000
Quarter 2 (Oct-Nov-Dec) $300,000
Quarter 3 (Jan-Feb-Mar) $200,000
Quarter 4 (Apr-May-June) $200,000
765B Budget and Policy Analysis Total: $1,000,000

Allotments (Function Types) established in the General Fund (0100) will be setup with an associated
Object Type. For this example, assume Allotment (Function Type) 765B for Budget and Policy Analysis
also has the following breakout by Object Type:

Object Type 1 (Personnel) $600,000
Object Type 3 (Operating) $250,000
Object Type 4 (Grants, Loans and Benefits) $150,000
765B Budget and Policy Analysis Total: $1,000,000
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LEVEL 1 — APPROPRIATION (FUNCTION GROUP)
Appropriations
Fiscal Year 2006 Office of State Budget Director

Function Group — 765A
CAFR Fund Type — GNRL (General Fund)
Appropriation Total $2,055,200

LEVEL 2 — ALLOTMENT (FUNCTION TYPE)

Allotments

765B Budget and Policy Analysis
765C Economic Analysis

765D Policy and Research

Total Allotments

LEVEL 3-OBJECT TYPE ALLOTMENT
765B Budget and Policy Analysis

Object Type Allotments

1 Personnel
3 Operating
4 Grants, Loans and Benefits

Total Object Type Allotments

$1,000,000
$655,200
$400,000
$2,055,200

$600,000
$250,000
$150,000
$1,000,000

Accounting transactions are recorded at the Function level which infers the Appropriation (Function
Group) and Allotment (Function Type) and Fund level which infers the Appropriation Fund (CAFR Fund

Type) and Allotment Fund (Fund Type).
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g cGlams 56 of 116




eMARS Course 111 Chart of Accounts/Budget and Cash Control

Budget Balances and Controls

Budget balances and controls are used to determine if there is sufficient budget prior to an accounting
transaction posting. For the General fund, there are more controls than any other fund. For example, a
General Fund transaction will edit against the Appropriation control, Allotment controls and the Object
control. Restricted Funds will only edit against the Appropriation control and Allotment controls since
Restricted Funds are not budgeted at the Object level. The following is an explanation of these controls:

APPROPRIATION CONTROL
At the Appropriation level, the budget control is called Unobligated.

. Unobligated = Current Budget® — Encumbered — Cash Expenses* — Accrued Expenses®
Based on the formula above, calculate the Unobligated balance for the following:

Current Budget = $100
Pre-Encumbered = $25
Encumbered = $25
Accrued Expenses = $10
Cash Expenses = $50
Unobligated =

ALLOTMENT CONTROL

At the Allotment level, the budget controls are called Unobligated and YTD (Year-to-Date) Unexpended
Accrued. Expenditures and budget documents will edit against both of these controls while
encumbrance documents will only edit against the Unobligated control.

° Unobligated = Current Budget — Encumbered — Cash Expenses — Accrued Expenses
° YTD Unexpended Accrued = YTD Allotments’ — Accrued Expenses — Cash Expenses
Based on the formulas above, calculate the Unobligated and YTD Unexpended Accrued for the
following:

Current Budget = $100

YTD Allotments = $65

Pre-Encumbered = $25

Encumbered = $25

Accrued Expenses = $10

Cash Expenses = $50

Unobligated =

YTD Unexpended Accrued = o

6

8

® Unobligated = $15

& Unobligated = $15
°YTD Unexpended Accrued = $5
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OBJECT CONTROL

At the Obiject level, the Allotment budget control is called Unobligated. This Allotment control will be
used for the General fund only and is an annual value. Expenditure, budget and encumbrance
documents for the General fund will edit against this control.

. Unobligated = Current Budget — Encumbered — Cash Expenses — Accrued Expenses
Based on the formula above, calculate the Unobligated for the following:

Current Budget = $50
Pre-Encumbered = $5
Encumbered = $10
Accrued Expenses = $10
Cash Expenses = $5
Unobligated =

10

Assume the following for allotment GNRL-31-765B-765A-0100:

Allotment: GNRL-31-765A-765B-0100 $1,000,000
Quarterly Allotments: GNRL-31-765A-765B-0100 Quarter 1 $300,000
GNRL-31-765A-765B-0100 Quarter 2 $300,000
GNRL-31-765A-765B-0100 Quarter 3 $200,000
GNRL-31-765A-765B-0100 Quarter 4 $200,000
Total Quarterly Allotments $1,000,000
Object Allotments: GNRL-31-765A-765B-0100-1 $600,000
GNRL-31-765A-765B-0100-3 $250,000
GNRL-31-765A-765B-0100-4 $150,000
Total Object Allotments $1,000,000

10

Unobligated = $25
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It is currently the second quarter of the fiscal year, the available budget amounts are as follows:
Allotment Current Budget = $1,000,000
YTD Allotments = $600,000
Object Type 1 (Personnel) Current Budget = $600,000
Object Type 3 (Operating) Current Budget = $250,000
Object Type 4 (Grants Loans and Benefits) Current Budget = $150,000
Expenditures and Encumbrances to date are as follows:
Pre-Encumbered = $25,000
Encumbered = $55,000
Accrued Expenses = $15,000
Cash Expenses = $435,000
Allotment Level Budget Balances are as follows:
Allotment Level Unobligated = $495,000 (1,000,000-55,000-15,000-435,000)
Allotment Level YTD Unexpended Accrued = $150,000 (600,000-15,000-435,000)
Object Type 3 (Operating) Expenditures and Encumbrances to date are as follows:
Pre-Encumbered = $5,000
Encumbered = $10,000
Accrued Expenses = $5,000
Cash Expenses = $100,000
Object Type 3 (Operating) Budget Balances are as follows:
Object Type 3 (Operating) Unobligated = $135,000 (250,000-10,000-5,000-100,000)

A vendor has submitted an invoice for office supplies (E321) for $50,000 that will be paid for from the
General Fund. Can the vendor be paid?'* Why? To determine if there is sufficient budget to process the
payment, we must check the budget balances we discussed previously.

For the General fund, there are more checks than for any other fund. In the General fund, we must
determine if there is enough Unobligated at the Object level. In this example, the $50,000 is less than
the Unobligated balance for Object Type 3 ($135,000). Additionally, we must also determine if there is
enough Unobligated and YTD Unexpended Accrued balance at the Allotment level. In this example, the
$50,000 is less than the Allotment Unobligated ($495,000) and the Allotment YTD Unexpended
Accrued ($150,000). Therefore, the vendor can be paid.

Let's change the scenario. Assume that the vendor invoice is for $140,000 instead of $50,000. Can the
vendor be paid?'?> Why? In this example, the $140,000 is less than the Allotment Unobligated
($495,000) and less than the Allotment YTD Unexpended Accrued ($150,000). However, the $140,000
exceeds the Object Unobligated balance ($135,000). Therefore, the vendor cannot be paid.
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What if we need to process an encumbrance for Print Shop Supplies (E319 — Object type 3) for
$130,000. Can the encumbrance be processed?'® Why? Encumbrance transactions edit against the
Unobligated balances only. In this example, the $130,000 is less than the Object Unobligated
($135,000) and less than the Allotment Unobligated ($495,000). What if the amount is $140,000, can
the contract be processed?'* Why? The $140,000 is greater than the Object Unobligated ($135,000).

In funds other than the General fund, the budget balances to consider when processing an accounting
transaction are Unobligated and YTD Unexpended Accrued at the Allotment level.

The first exercise that will be completed later allows you to practice using the budget inquiry pages to
determine if sufficient budget balance exists prior to an accounting transaction posting.
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g cGlams 60 of 116



eMARS Course 111 Chart of Accounts/Budget and Cash Control

Budget Inquiries

Four inquiry pages are available in eMARS to break down these budget balances and look into the
individual transactions that make them up. They are:

Appropriation (BQ3LV1)

Allotment Program (BQ3LV2)

Allotment (link on the Allotment Program BQ3LV2 page)
Object Allotments (BQ3LV3)

Budget inquiry pages have links at the bottom of a page which allow the following:

Previous Level displays the previous level of the budget structure.

Next Level displays the next level of the budget structure

Allotments displays the quarterly allotments. This link is only available on the Allotment
Program (BQ3LV2) page.

Appropriation Summary opens the Appropriation Summary (ESUM3L1) page.

Allotment Program Summary opens the Allotment Program Summary (ESUM3L2) page.

Object Summary opens the Object Summary (ESUM3L3) page.
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Appropriation (BQ3LV1) Inquiry Page

Help Accessibility Logout

ADVANTAGE al Personalize

Budget

ment

Budget
Sawve Bestart Sawe Al Cl

Operating Budnets

Appropriation

Ingjuiries Meny Quidk Search
~" Approptistion Inguiry (BEY - - -

[ Allctment Inouiry (BQ3LY. BFY | CAFR Fund Type | Cabinet | Function Group | Current Budget | Encumbered | Actual Expenses | Unobligated
Ohiect Allotment Inciry (E v 2006 GHRL 3 0304 $28,850,300.00 $0.00 $0.00 $28,550,900.00
Appropristion Summary (E 2006 GNRL H 030p $24 504 100.00 F0.00 $0.00 %24,504,100.00
Allotment Summeary (ESU 2006 GMRL 31 nase $18,010,000.00 $0.00 $0.00 $19,010,000.00
Ohiect Alotment Surnmary

o Dl leienil S 2006 GHRL 31 040M $13,736,000.00 $0.00 $0.00 $13,736,000.00
Cash Balances (CRALSG

Capital Budgets 2006 GMRL 1 045 $5,530,500.00 F0.00 F0.00  §5,530,500.00

L-aprtal budgets

Management Budgets 2006 GMNRL 3 066N $1,409,500.00 $0.00 $0.00  §1,409,500.00
2006 GNRL el 074D $15,455,500.00 F0.00 $0.00 %15,458,500.00
20068 GNRL il 052K 4 462,000.00 000 F0.00  %4,462,000.00

First Frev Next Last

Search &k
~*Budget Actuals

Purchase Fesenvations - [§0.00. | 4 Uncornmitted : [§25,850,900.00
rencombered - [§000. 9 Unoblgated : [§25850 900,00
mourbersd: 300 @b Unewened can - [§28,850,900.00
soorved Bepenses : [J000. | % Unexpended roorved - [§25550,900.00
Cash Espenzes ; lw— Q
Fotual Expenses IM—

- *Budgeted Amounts

sioptes: [ B0 OO0 00 A Busost Reserve - [FEDENMIII
mocmes: [§00O0 Teanster 0ut - [§00 Q
emenemens: [fHOD A Tastern [jHOD 9

Carry Forward ; |$UUU— Q; Driinal Budaet : W

Rewersions : |$DDD— Q, Current Budget © M

Total Current LvL2 : [§28,880 B00 00

Total Adopted LvL2 - [§28,850 90000

—wGeneral Information

BFY : W Marme |DSDA
CAFR Fund Type : W Manager : I—
Cabinet: |31— =
Function Group W Description :

Active © v

House Bill Mumber : |

Start Date |D?'fD1 F2005
End Date IDBISDIEDDE

Top
Modified Budget Line Controls Hext Level Appropriation Summany
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The Appropriation Inquiry Page provides information for Appropriation balances. Some of the key fields
are defined below:

Budget Actuals

Accrued Expenses = expenditures where the payment has been authorized but payment has
not been submitted to the vendor. (The payment request document has been completed but the
check/EFT has not been generated.)

Cash Expenses = expenditures where the payment has been authorized and submitted to the
vendor. (The payment request document has been completed and the check/EFT has been
generated.)

Actual Expenses = Accrued Expenses + Cash Expenses
Unobligated = Current Budget — Encumbered — Accrued Expenses — Cash Expenses
Unexpended Accrued = Current Budget — Accrued Expenses — Cash Expenses

Budgeted Amounts

Adopted = Appropriations included in the Appropriations Bills and any Special Legislation
Amendments = any changes that occur after the enactment of the Appropriations Bills
Current Budget = Adopted + Amendments

Total Current LVL2 = sum of Allotments

Total Adopted LVL2 = sum of Allotment amounts as enacted during the Allotment Request
process
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Allotment Program (BQ3LV2) Inquiry Page

Personalize Help Accessibility Logout

ment  Budget

Budget
Sawve Bestart Sawe Al Cl
Operating Budgets

Allotment Program

Inguiries Menu Quick Search
Appropristion Inoguiry (BC0 - -
[~ Allctment Incuiry (BQ3LY. (BaALY: BEY AFR Fund Function Function Current [o—— Actual Unobligated
I Cbiect Alotment Inguiry (E Type Group Budget Expenses
T A SR v 2006 FORL 39 7580 F5EC 1200 1,000,000.00 $0.00 ($160.00)  §1,000,160.00
Allotment Summary (ESU 2005 FORL 45 075y o7ss, 1200 1,000,000.00 $0.00 $0.00  $1,000,000.00
Object Alotmert Summary 2006 FDRL 53 7285 7288, 1200 $1,000,000.00 $0.00 $0.00  $1,000,000.00
2006 GHRL £ 0304 0308 110d $28,850,900.00 $0.00 $0.00 §$28,550,300.00
ﬁ'ﬁﬂfﬁ e 2005 GhRL k| 030p 030G 0100 $24,504,100.00 $0.00 $0.00 $24,504,100.00
2005 GhiRL al 033 0358 0100 3 ,665,500.00 $0.00 $0.00  §3668,500.00
2005 GHRL a 035 0350 0100 $4,739,700.00 $0.00 §0.00  $4,739,700.00
2005 GMNRL k| 033 035E 0100 $3,239,500.00 $0.00 §0.00  §3,239,500.00

First Prew Mext Last

Search Fhk
~*Budget Actuals

Purchase Reservations : |$DDD— oY Uncommitted : W
Pre- Encumbered : Imuu— Q; Unabligated : W
Boumbersd: [§000 D Unexpended Cash : [§1,000,160.00

Aecnied Eepenses |$DDD— 2 vTD Unexpended Accrued IW
Cazh Bupenzes : W Q, Unexpended Accrued : W

#ctual Expenses : |(§150.00)

~*Budgeted Amounts

sdopted © W oy Budget Reserve : Ia;UUD—
Alocated : |$D.DD Q Transter Out ; |$D.DD Q
Amendments : |$DDD— oy Transfer In : IﬂiDDD— 4

Carmy Forward : |$DDD— o Original Budet - W

reesins: 00D S cumert pusges < [§7,000,00000

Total Curent LvL3 - [fB00

Total adopted LvL3: 00D

Total Allotted : [§1,000,000.00

VTD Allotments : [§78000000

—wGeneral Information

eFv:[EOoe Narne : [2006-F DRL-39-7580-758C
CAFR Fund Type : [FORL Manager I—
Cabinet: |39— =
Function Group Iﬁ Description :
Function Type : IW ﬂ
Fund Type . W Active ]

House Bill Mumber : |

Start Date:l
End Date:l

Top
Modified Budget Line Controls Allotments Mext Lewel Previous Level Allotment Program Summary
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The Allotment Program Inquiry Page provides information for Allotment balances. Some of the key
fields are defined below:

Budget Actuals

Accrued Expenses = expenditures where the payment has been authorized but payment has
not been submitted to the vendor. (The payment request document has been completed but the
check/EFT has not been generated.)

Cash Expenses = expenditures where the payment has been authorized and submitted to the
vendor. (The payment request document has been completed and the check/EFT has been
generated.)

Actual Expenses = Accrued Expenses + Cash Expenses

Unobligated = Current Budget — Encumbered — Accrued Expenses — Cash Expenses
YTD Unexpended Accrued = YTD Allotments — Accrued Expenses — Cash Expenses
Unexpended Accrued = Current Budget — Accrued Expenses — Cash Expenses

Budgeted Amounts

Adopted = Appropriations included in the Appropriations Bills and any Special Legislation
Appropriations

Amendments = any changes that occur after the enactment of the Appropriations Bills
Current Budget = Adopted + Amendments
Total Current LVL3 = sum of the Object Type amounts

Total Adopted LVL3 = sum of the Object Type amounts as enacted during the Allotment
Request process

Total Allotted = sum of the quarterly Allotments
YTD Allotments = sum of the quarterly Allotments to date
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ADVANTAGE

Budget
Save Restatt Sawe Al Cl
Operating Budgets A"Dtments
Inguiries: Mlenu Quick Search
Appropristion Inouiry (BE: CAFR Fund Functi Functi C t Actual
" Alictment Inguiry (BQ3LWS T—:“ w function B:L’e; Encumbered | ';::es Unobligated
Chiect Allatment Inguiry (£ L ST g 2
[ Anoropristion Summary (E ¥ 2006 GNRL 3 0304 0308 ughuli] 1 F7 600,300.00 F0.00 F0.00 7 600350000
Allotment Summary (ESUL 2008 GMRL il 0304 0308 o100 2 7,175 ,300.00 000 FO00 FF175,300.00
Cbiect Allctmert Surnmary 2006 GHRL 3 0304, 0308 0100 3 §7,175,30000 $0.00 $0.00 §7,175,300.00
2008 GHRL 3 0304, 0308 0100 4 $5,900,00000 $0.00 $0.00 §$5,900,000.00
Capital Budgets First Prew Hest Last
Management Budgets
Search &k
~*Budget Actuals
Furchase Reservations ; |$D,DD Uncammitted : |$?.EUD.3DU.UU
Pre-Encumbered : |$D_DD Unobligated : Iﬂi?,BDD,SDD.DD
Encurmbered |$D_DD Unexpended Cash |$?,EDD,SDD.DD
Accrued Expenses |$D.DD Unexpended Accrued | |$?,EDD,BDD.DD
Cash Expenses : |$D.DD
Actual Expenses : |$D,DD
*Budgeted Amounts
Adopted : |$? J00,300.00 Budget Reserve IﬂiD.DD
Allocated |$D_DD Transfer Out: |$D.DD
Amendments |$D_DD TransferIn: |$D.DD
Carry Forward |$D_DD Original Budoet : |$?,EDD,BDD.DD
Feversions : |$D_DD Current Budget : |$?,EUD.3DU.UU
Top
Modified Budget Line Controls Budget Strocture 2 Level 2
4 | B

Allotments Inquiry Page

Procurement  Budoet

Homse

courtin

Personalize

Help

Accessibility

Logout

The Allotment Inquiry Page provides information for the quarterly Allotment balances. These balances
are quarterly amounts only and do not reflect any Year-to-Date or annual amounts.
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Object (BQ3LV3) Inquiry Page

AADV,ANT,AG E 2 Personalize Help Accessibility Logout

mert  Budoet

Budget
Save Restart Sawe Al Cl

Operating Budgets
Ingjuiries hlenu Quick Search

Approprigtion Inouiry (BE

Alltment Inouiry (BQELY: c“?‘ﬂ abii fabbday el i (;"L"’“t‘ Encumbered E“"‘”a' Unobligated
7 Chiect Allotment Inauiry (€ L Huis HHENEES

 humerir S D B v 2006 GHRL 3 0304, 0308 0100 1 $25,027,000.00 $0.00 $000 $25,027,000.00
Aligtment Summary (ESUN 2005 GNRL Y 030, o308 oo 3 $3,523,900.00 $0.00 $000  §3,523.900.00
Ohiect Allstmert Summar 2005 GNRL = B304 a0 oo 4 0,00 $0.00 000 50,00
Cash Balances (CBaLSG! 2006 GNRL 31 0304, 0308 100 5 $0.00 $0.00 $0.00 $0.00
Capital Budagets 2006 GNRL | 0304, 0308 0100 6 $0.00 $0.00 $0.00 $0.00

Management Budgets . . . .
2006 GNRL 3 0304, 0308 0100 7 $0.00 $0.00 $0.00 $0.00
2005 GNRL = 030P 30G oo 1 $23,308,100.00 $0.00 $000 $23,308,100.00
2005 GNRL Y 03P 030G oo 3 $1,196,000.00 0,00 §000 $1,196,000.00

First Prew Mext Last

Search dh
~*Budget Actuals

Purchase Reservations : IM— oY Uncommitted : IM
Pre- Encumbersd : |$DDD— Q Unobligated : IM
Encumbered ; |$DDD— T4 Unexpended Cash : IM
foered Expenges © |$DDD— L) Unexpended foonued © Im
Cash Expenses ; |$DDD— Q
fetual Expenzes ; |$DDD—

*Budgeted Amounts

sopted : [J2E027.000.00 S Budast Fesenve : [§0.00
Pllocated : |$DDD— 04 Tmnsterow: |$DDD— Q
menment=: [§00 | A Tenstern: [§0.00 Q
Carry Forward : |$DDD— T Driginal Budgst : Im
oversions : [§000 | QX Comare g [§25,027, 00000

~wGeneral Information

BFY IQDDE— Marme : IDSDEI
CAFR Fund Type : IW anager : I—
Cahinet: |31— |
Function Group W Description :
Function Type : W LI
Fund Type : W Active [
Object Type |1— House Bill Nurnbsr : |
Start Date : [fFD1/2008
End Date : IW
Top
Modified Budget Line Controls Previous Level Object Summary
4 | B
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The Object Inquiry Page provides information for the Object Type balances. These balances are by
Object Type only. Remember that Object Type allotments exist for the General Fund only.

Budget Actuals

o Accrued Expenses = expenditures where the payment has been authorized but payment has
not been submitted to the vendor. (The payment request document has been completed but the
check/EFT has not been generated.)

o Cash Expenses = expenditures where the payment has been authorized and submitted to the
vendor. (The payment request document has been completed and the check/EFT has been
generated.)

o Actual Expenses = Accrued Expenses + Cash Expenses
e Unobligated = Current Budget — Encumbered — Accrued Expenses — Cash Expenses
o Unexpended Accrued = Current Budget — Accrued Expenses — Cash Expenses

Budgeted Amounts

o Adopted = Appropriations included in the Appropriations Bills and any Special Legislation
Appropriations

¢ Amendments = any changes that occur after the enactment of the Appropriations Bills
e Current Budget = Adopted + Amendments

Search Tip — Add to Favorites

eMARS has functionality to save pages as favorites for easy reference. Favorites are covered in the
Intro to eMARS course. Using this functionality we can save the budget inquiry pages and the search
criteria as a Favorite by performing the following steps:

1. Click Page Search and enter the page code for the budget inquiry page you wish to view.

’I I ‘\\\ A A DVANTAGE Home Perscnalize Help Accessibility Logout
A £

Wy 3 Procurement Budget A i . gkl C ntinG

» Meszage Center

~ Search Page Search

Page Search
Document Catalog heny
infoAdvantace

» Higtory Category: I vl
» Favorites .

» Administration Fage Type: I 'l
Description : |

Page Code IEIOS*

Browwse Clear

Description Page Code

~ Funding Priority BO3ALY
Funding Ling B3 2
Appropristion B3l
Allotment Program  BGELY2
Ohiject BQ3ILY3

First Prev Mext Last Open With Data
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2. Open the page and enter the search criteria to view one of your active budget lines
2 http://kyadvuat.state.ky... |: E| |E|

BFY :
CAFR Fund Type
Cabinet :
Function Group : |/
Function Type : |/

Fund Type : {0100

Dk Clear Cancel

g Internet

3. Click OK.
2 AMS Advantage - Microsoft Internet Explorer | @“z

VAANT,AG E Home Personalize Help Accessibility Logout:

Pr ment  Budoet co : Re ! ble ritirc

UAT Environment - FIN
P L R Allotment Program
+ Search
Page Search
Document Catalog
infoddvantane
» History
» Favorites

henu Quide Search

Function

Current Budget | Encumbered Unobligated

Group
~ 2006 GHMRL | TESL TESB oio0 $3,192,500.00 F0.00 $101.00 §3,192,699.00

» Administration First Prev Mext Last

Search L k
~*Budget Actuals

Purchaze Reservations : |$DDD Q; Uncommitted : |$3|192 B89.00
Pre-Encumbered ; |$DDD Q; Unobligated : |$3|192 FE9.00
Encumbered : |$DDD Q; Unexpended Cash : |$3|192 B89.00
frcrued Expenses ; |$D.DD 24 YTD Unexpended Accrued |$3,192 Fo98.00 Field Level Help

Cash Expenses : |$1 01.00 Q; Unexpended Accrued : |$3 192 599 .00 Pa.ge Help

. . Print Page

fotual Expenses |$1 01.00 Multi Sort

Add To Favarites

r PBudgeted A it ] Add To Favorites

r bGeneral Information ]

Top
hodified Budget Line Controls Allotments Mext Level Prewious Level Allotment Program Summary

&] http:ffkyadyvuat,skate, ky, usfuatifinfadvantage/advantagejavascript{} G ® Internet
—

4. Right click on the inquiry page displayed with your search criteria and click Add To Favorites.

)
g cGlams 70 of 116



eMARS Course 111 Chart of Accounts/Budget and Cash Control

Explorer User, Prompt

Script Prompt:

Cancel

Enter a name far thiz favorite: |

\AL-GF-Giov Off Pol Mami

5. Enter the name to assign to the favorites entry for this search criteria.
6. Click OK. A message displays indicating the favorite was added.

|0 Wiew All (1 of 1) : The favorite was successfully added. |

7. Click Favorites in the secondary navigation panel to see the entry you just created.

- Favorites

A -GF-GGoy Off Pol kot

8. Select this entry to open the inquiry page again with your search criteria already pre-populated.

’l Ih ADVANTAGE Home  Personalize  Help  Accessibility  Logout

Weln::nrr.k Rachelle Wilkins Procurement Accounts Payable Accounts Receivable Budget CostAccounting

eMARS UAT
G s DL Allotment Program
» Search
» History
+ Favorites
Function
Function Tvpe
Fund — P —
itiEagin 3 http://kyadvuat.state.ky.... [= |[B]X]
Allotment — .

Obiect | BW:“—

AP Summary

AL Summary CAFR Fund Type : |GNEL
Object Summary

alid Fund-Dept Cabinet:h‘l
Function Group Unsxpended Cash

Fund Requirements Function Group : |7554
Capital AP TD Unexpended Accrued

[ Captalme Function Type : | 7658 ;
Cazh Balances Unesxpended Accrued
| Accounting Journal Fund Type : (0100

Ok Clear Cancel

Menu Quidk Search

BFY | CAFR Fund Type | Cabinet | Function Gr: Function Type | Fund Type | Current Budget | Encumbered | Actual Expenses | Unobligated
First Prev Mext Last

. & Internet !
P [ bGeneral Information ]
» Administration )
Top
Mcdified Budget Line Controls Allotments Mext Level Previgus Level Allotment Program Summary
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Exercise 7 — Review Budget Inquiry Pages — Non General Fund
Scenario

Before processing payment documents, you need to review the budget inquiry pages to ensure
sufficient budget balances. A vendor has submitted an invoice for Data Processing Supplies (E331) for
$3,000. Using the allotment 2006-RSTD-31-030P-030T-1300, determine if the vendor can be paid.

Task Overview

For the Restricted Fund scenario, determine if the payment amount is less than the Allotment
Unobligated and Allotment YTD Unexpended Accrued.

Procedures

1. Click Allotment Inquiry (BQ3LV2) in the Operating Budget Workspace to open the Allotment
Inquiry (BQ3LV2) page.

2. Enter the following information on the Search pop up box:

Field Value
BFY 2006
CAFR Fund Type RSTD
Cabinet 31
Function Group 030P
Function Type 030T
Fund Type 1300

| A search - -10| x|

BFY :

CHF%Fund Type :
Cabinet :
Function Group :

Function Type :

iy

Fund Type :

ok Clear Cancel

3. Click OKk.

)
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Allotment Program

Menu Quidk Search

BFY | CAFR Fund Type | Cabinet | Function Group | Function Type | Fund Type | Current Budget | Encumbered | Actual Expenses | Unobligated
+ 2006 RSTD 3 030pP 0307 1300 224 400.00 20.00 $13,965.45 §5,43355
First Prav Maxt Last

Ss=rcn #k
~*Budget Actuals
(SN urcommittes . [§5,433.55

(SN | uoosices . [§543365 |
9 Unexpsnges Cash |$24,4U[].[]U
2 I‘rTD Unexpended Accrued |$5,433_55 I
0 Unsxpendsd Acorusd - |65 433 55

r kBudgeted Amounts

r BGeneral Information

Teo

Medifisd Budgst Line Controls Allotments Mext Level Frevicus Level Allotment Frogrsm Summary

Results of the inquiry search showing the Budget Actuals section. The two highlighted fields
(Unobligated and YTD Unexpended Accrued) are the budget balances used to determine if an
accounting transaction will post.

)
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Allotment Program

IMenu Quidk Search

BEY | CAFR Fund Type | Cabinet | Function Group | Function Type | Fund Type | Current Budget | Encumbered | Actual Expenses | Unobligated
v 2006 RSTD 31 030P 030T 1300 £24,400.00 20.00 513,966 .45 $5,433.55

First Prav Mext Last

Seszrch i.;
r kBudget Actuals |

~*Budgeted Amounts
asorres - [§24.400.00 =
oY Q
2 2
2
2
Total Current LVL3 : |$[]_U[]
Total Adopted LVL3 : [§0.00
Total Allotted : [$24,400.00
YTD Alletments : 524,400 00
r MGeneral Information ]
Tee
Modified Budget Line Contrals Allotments Mest Level Frevious Level  Allstment Frogram Summary

Budgeted Amounts section for the search results.

4. Review the budget balances on the Allotment Inquiry (BQ3LV2) page to determine if payment can
be made™.

'® Yes. The Unobligated and YTD Unexpended Accrued are both greater than $3,000.
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Exercise 8 — Review Budget Inquiry Pages — General Fund

Scenario

A vendor has submitted an invoice for Office Supplies (E321) for $50,000. Using the allotment 2006-
GNRL-39-7580-758H-0100-3, determine if the vendor can be paid? Review the budget balances using
the budget inquiry pages to determine if there is sufficient budget to process the payment.

Task Overview

For the General Fund scenario, determine if there is enough Unobligated at the Object level.
Additionally, determine if there is enough Unobligated and YTD Unexpended Accrued at the Allotment
level.

Procedures

Object Allotment Inquiry (BQ3LV3) Page

1. Click Object Allotment Inquiry (BQ3LV3) in the Operating Budget Workspace to open the Object
Allotment Inquiry (BQ3LV3) page.

2. Enter the following information on the Search pop up box:

Field Value
BFY 2006
CAFR Fund Type GNRL
Cabinet 39
Function Group 7580
Function Type 758H
Fund Type 0100
Object Type 3

) Search - Microsoft Inte =100 x|

BFY :

CAFR Fund Type :
Cabinet :
Function Group :
Function Type :
Fund Type :

Object Type :

iy

2k Clear Cancel

3. Click Ok.

)
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Menu Quide Search

Function

Cabinet e —— Encumbered Unohbligated
Group

~ 2006 GHRL 38 7580 TaaH oo 3 F118,600.00 $5.460.00 Fa6 427 .40 Fa7 71260
First Prew WNewxt Last

Seach  #k
~*Budget Actuals
Purchase Fezervations : |$D.DD 2 Uncommitted : |$57 712,600
Pre-Encumbered : [$0.00 3 Unobiigated ; |$57 712,60
Encumbered : |§5 4G0 00 T4 Unexpended cash : |§53 482 38
foorued Expenses : [$309 78 T4 Unexpended fcorued - |$53,172.60
Cash Expenses : [§56,117.62 g

fctual Expenses |$56 Ad7 .40

rwBudgeted Amounts

sgopted : |§119,500.00

Budaet Reserve : [§0.00

Alocated : |$I:|DD Transter Out : |$I:|DD

s

Amendments : |$I:IDD Transter In |$I:IDD

Camy Fonward : |$I:|DD Original Budget : |$1 18 B00.00

OO L H P

Bewersions | |$I:IDD Current Budget © |$1 19 B00.00

 kGeneral Information ]

Top
Modified Budget Line Controls Prewious Lewel Object Summany

4. Review the Unobligated balance on the Object Allotment Inquiry (BQ3LV3) page to determine if
payment can be made’®. Next, determine if the payment can be made by checking the Allotment
Inquiry (BQ3LV2).

5. Click Previous Level from the bottom of the Object Inquiry page. This will take you to the Allotment
Inquiry page.

16

Yes. The Unobligated amount is greated than $50,000

)
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Allotment Program

hlenu Quick Search

CAFR Fund Function

Cabinet Encumbered Unobligated

Group
v 2006 GRREL 34 a0 TaEH 0100 $13,600300.00 546000 F13.044 BO7 10 $3250 232 .90
First Prew Mesxt Last

Search i ‘:
wBudget Actuals

Purchase Reservations : [§.00 Q Uncommitted : |§S6(1 232 910
Pre-Encumbersd : |01 (] Q Unobligated : |§550 232 500
Encumbersd : |§5 460 00 4 Unexpended Cash : |§556 002 63

Pocnied Expenzes : |$3[|9_?5 'C,, YTD Unexpended Accrued : |$555 BY2.90

o

Cash Expenses : |$13||:|44 297 32 Unexpended Sccrued : |$555 £92.90

sonual Expenses : |§13 044 G07.10

~wBudgeted Amounts

#dopted : [§500,300.00 Budaet Reserve ; |§0.00)
Alocated |$EI,E|D Transter Out |$I:I'I:IEI “
smendments ; [§13 000,000.00 Transter In; [§0.00 4

Carmy Fenuard : |§0.00 Driginal Budget : 500, 300,00

PP L LD

Reversions - [§0.00 Cument Budger : |§13,500,300.00

Tatal Current LvL3 : |$13 600 300.00

Total Adopted LYL3 : |$600,300.00

6. Review t[l7e budget balances on the Allotment Inquiry (BQ3LV2) page to determine if payment can
be made™’.

" Yes. The Unobligated and YTD Unexpended Accrued amounts are greater than $50,000
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Budget Summary Inquiry Pages

Three budget summary inquiry pages are available in eMARS to analyze budget expense summaries.
They are:

e Appropriation Summary (ESUM3L1)
e Allotment Summary (ESUM3L2)
o Object Summary (ESUM3L3)

Just like the budget level inquiry screens, the Budget Summary pages allow you to view expense
information by performing simple queries against the data. The main difference between these 2 types
of inquiry pages is that the budget level inquiry screens shows expense totals for individual budgets
and the expense summary screens show expense totals for multiple budgets added together. If you
want to see expenditure totals across your entire Cabinet or across an entire budget fiscal year, this is
the screen you would go to. There are also links at the bottom of these pages that will allow you to
navigate back and forth between the budget inquiry screens and the expense summary screens. The
following pages illustrate what these summary screens look at.
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Appropriation Summary (ESUM3L1)

2 AMS Advantage - Microsoft Internet Explorer |_.- ”E”Z
Home Personalize Help Accessibility Logout:
P/,  ADVANTAGE
e surement  Budnet
Budget ~
Save Restart Save AIC P
Dperating Budgets Approprlatlon summary
Ingjuiries Menu Quick Search
Appropristion Inguiry (BGE Browss Clear
Allatment Incuiry (BEGELY
Object Allotment Inguiry (E BFY: IQDDE
~ Appropristion Summary (E
Allotment Summary (ESUR CAFR Fund Type : |RSTD
Ohigct Alatment Surmimary . .
Cash Balances (CBALSG Cainet : [39
Capital Budgets ’ . l—
Management Budgets Function Group .
Detail o | Function Group  »
BFY | CAFR Fund Type | Cabinet | Function Group | Current Budget | Encumbered | Actual Expenses | Unexpended Accrued | Unobligated
v 2006 RSTD 33 $103,531 600.00 $0.00 ($10.00) $103,591 61000 $103,591 610.00
First Prew Mext Last
BFY | CAFR Fund Type | Cabinet | Function Group | Current Budget | Encumbered | Actual Expenses | Unexpended Acerued | Unobligated
v 2006 RETD 39 0730 $56,7185,800.00 $0.00 $0.00 $36,718,800.00 $36,715,800.00
2006 RSTD 39 130% $3,197,700.00 $0.00 $0.00 $3197 70000 §3,197 700,00
2006 RSTD 39 Ta0n $7,061,700.00 $0.00 $0.00 $7,061,700.00  §7,061 700,00
2006 RSTD el Taa0 $2,196,400.00 $0.00 ($10.00) F2196 41000  §2,196 410,00
2006 RESTD 39 Taa0 $1,925,000.00 F0.00 $0.00 $1,925,000.00  §1,923,000.00
2006 RSTD 349 a0 28 252, 000.00 F0.00 F0.00 §28 2582 000,00 $29 252 000.00
2006 RSTD 34 PA0 $3,510,000.00 F0.00 $0.00 $3,510,000.00  $3,510,000.00
First Prev Mext Last
Bosbv
b
b >
G 0 Internet
— —

Use this page to look up summary level budget information for appropriations.
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2} AMS Advantage - Microsoft Internet Explorer

DVANTAGE

Allotment Summary (ESUM3L2)

Procurement

Budoet

Home

ountinG

Personalize Help Accessibility

B=]

Logout

Budget ~
Save Restart Save 8l C
Onerslice nboesT Allotment Program Summary
Ingjuiries Menu Quick Search
Appropristion Inguiry (BGE Browss Clear
Allctment Incuiry (BEELYS
Object Allotment Inguiry (E BFY: IQDDE
Appropristion Summary: (E
" Allotment Summeary ([ESUN CAFR Fund Type : |RSTD
Ohigct Alatment Surmimary . .
Cash Balances (CBALSG Cab'net-l
Capital Budgets ’ .
T P ——————— Function Group : ID?QD
Function Type I
Fund Type : I
Encumbered e Unobligated
Accrued
~ 2006 RSTD [upg=ln] F56,718,500.00 F0.00 $0.00 $56,718,800.00  §56,718,500.00
First Prev Mext Last
Function Function Current Unexpended .
o Type Budget Encumbered e — Unobligated
v 2006 RSTD 0van 079 $i2 597 60000 F0.00 F0.00 $2 697 60000 §2,657 BO0.00
2006 RSTD 07an 0798 $i2,105,100.00 F0.00 F0.00 F2105,10000  §2,103,100.00
2006 RETD 07an 07ac $35,510,000.00 F0.00 F0.00 $35,510,000.00  F35:510,000.00
2006 RETD 07an 07an $12,966,100.00 F0.00 F0.00 $12,966,100.00  §12966,100.00
2006 RSTD [upg=ln] ovarF Fa40 000.00 F0.00 F0.00 F40 00000 F40 000.00
First Prev Mext Last
BO3LVZ
b
< >
G 0 Internet
— —

Use this page to look up summary level budget information for allotments.

O
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Object Allotment Summary (ESUM3L3)

2 AMS Advantage - Microsoft Internet Explorer |._||E i

DV;ANT‘AG E- : Home Personalize Help Accessibility Logout

Procurement — Buccet

ountinG

Budget ~
Save Restart Save 8l C -
Dperating Budgets Ob]eCt Summary
Ingjuiries Menu Quick Search
Appropristion Inguiry (BGE Browss Clear
Allatment Incuiry (BEGELY
Object Allotment Inguiry (E BFY: IQDDE
Appropristion Summary: (E
Allotmert Summary (ESUN CAFR Fund Type : I
~ Ohjgct Allotment Summary o
Cash Balances (CBALSG Cab'net-l
Capital Budgets ’ . l—
Management Budgets Function Group .
Function Type : IDBDB
Fund Type : I
Qhbject Type I
Function I Current Actual Unexpended .
Group Budget ERELTmESIS Expenses Accrued LCENEStes
v 2006 0308 $28,850,900.00 F0.00 000 §28,850,900.00 §28,350900.00
First Prew Mext Last
- Function j Current Actual Unexpended -
Cabinet Grou Budget Encumbered Expenses e Unobligated
~ 2006 0308 1 F25 027 ,000.00 F0.00 F0.00 $25,027,000.00 $25,027 000.00
2006 0308 ] §3,823,900.00 F0.00 F0.00 $3,523,900.00  $3,523900.00
2006 0308 4 $0.00 F0.00 F0.00 F0.00 $0.00
2006 0308 5] $0.00 F0.00 F0.00 F0.00 $0.00
2006 0308 B $0.00 F0.00 F0.00 F0.00 $0.00
2008 0308 7 $0.00 F0.00 $0.00 $0.00 $0.00
First Prew Mext Last
BRaLVE
b
< >
= | Done G 0 Internet
— —

Use this page to look up summary level budget information by object allotments.
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EW:__;[ Blism

Search Tip — Multiple Values

In the search fields on the inquiry and summary pages, you may enter multiple values separated by
commas. For example, if you wish to see the information for two specific Allotments (Function Types)
you may enter 040A, 040B in the Function Type field and the search results will return the values for

both Allotment accounts.

2} AMS Advantage - Microsoft Internet Explorer |'—”E”Z

/I DVANTAGE

me, Ra

Home Personalize Help Accessibility Logout:

Procurement — Buccet LIt Cr Aritirc

Budget

Save Restart Save Al C
ey | Allotment Program Summary
Ingjuiries
Appropristion Inguiry (BGE Browss Clear
Allctment Incuiry (BEELYS -
Object Allotment Inguiry (E BFY: |2006
Appropristion Summary: (E
+ &llotment Summary ([ESUL CAFR Fund Type :
Ohigct Alatment Surmimary .
Cash Balances (CBALSG Cahinet:

Capital Budget: .
- LEe Function Group

I—
l—
l—
Management Budgets I
Function Type Im
l—

Menu Quick Search

Fund Type :

Detail :

Unexpended |, ) ;i oted

Encumbered

Accrued
¥ 2006 0404 $2,768,000.00 $0.00 $0.00 $2,788,00000 $2,785,000.00
2006 0408 $i5,500,000.00 $0.00 $0.00 $5,500,000.00  §5,500,000.00

First Prev Mext Last
Unexpended -
P Unobligated

Eunction e Encumbered
Group Accrued
~ 2006 0408,
2006 0408, 1300 $1&,000.00 $0.00 $0.00

o100 $2,770,000.00 $0.00 $0.00 $2,770,000.00 $2,770,000.00
$18,000.00  $18,000.00

First Prew Mext Last
BRILVZ

|

@

0 Inkernet
—

wES

(]
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Exercise 9 — Review Expense Budget Summary Pages

Scenario

Use the Expense Budget Summary page to view summaries of Expense Budgets. The page
aggregates individual budget lines across any combination of budgeted chart of accounts elements.
The level of summarization is determined by the search criteria that you enter.

Task Overview

You will open the expense budget summary pages and perform a query. You will also choose a level of
detail by which the high-level summary may be further broken-down. The resulting detail lines will be
displayed in the grid below the high-level summary. You can select one of the resulting detail lines and
click the Budget Inquiry link to transition to the Expense Budget Inquiry page and view all the expense
budget lines that were summarized into the detail line on the Expense Budget Summary page.

Procedures

Appropriation Summary (ESUM3L1) Page
1. Click the Budget Workspace link on the eMARS Home page.

23 AMS Advantage - Microsoft Internet Explorer

ADVANTAGE

Home Personalize Help Accessibility Logout

\CCOLIMNG

Procurement

Budget  Acco

Budget

smes  Operating Budgets

Operating Budpets
Inguiries

Capital Budgets This area contains the inquiries used to manage operating budgets.

Management Budgets

Menu

= Inquiries
Thiz zection contains inquiries used to view appropriation, allotment, and cash balances for operating funds.

Appropriation Inguing (BRQ3LVA)
Allotment Inguine (BOSLYE)
Object Allotment Inguiny (BRI,

Appropriation Summarny (ESUMSL1Y
Allotment Summary (ESUMILEY
Object Allotment Summany (ESUMI L

Cazh Balances (CRALSOY

] Done =) 0 Internet

2. Click Appropriation Summary (ESUM3L1) in the Operating Budgets Workspace to open the
Appropriation Summary (ESUM3L1) page.

)
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3. Enter the following information:

Field Value

BFY 2006

CAFR Fund Type ROAD
Cabinet 35

Function Group Leave blank
Detall Leave blank

Click Browse.

2 AMS Advantage - Microsoft Internet Explorer

Personalize Help Accessibility Logout

Procurement  Bucdget

Appropriation Summary

Menu Quick Search

Appropristion Inouiry (BE Browss Clear
Allotrment Inguiry (BGEIELY:

Object Allctmerd Incuiry (E BFY IQDDE
~ Appropristion Summary (E

Allotment Summary (ESUL CAFR Fund Type : |ROAD

Ohiect Allotment Summary . )

Cash Balances (CBALSG Cahinet: |35

Capital Budgets Function G )
Management Budgets unction Eroup I

CAFR Fund _ Function Unexpended

Current Budget | Encumbered Unobligated
Type Group Accrued
v 2006 ROAD 35 F1,A0827040000  F214489.580 F106,010.44 $1,105,164,085.55 $1 107 048 55079
First Prew Mext Last
CAFR Fund Eunction Current Budget | Encumbered MR L] Unobligated
Type Group Accrued
v 2006 ROAD 35 $1,10827010000  F214489.80 $106,010.41 1,105,164, 085.55 $1,107 949 58079
First Prew Mext Last
BOELWA
< >
@ Done =) & Internet

4. Review the data on the Appropriation Summary (ESUM3L1) page.

5. Now, change the Detail drop down to select Function Group. Click Browse. This will display the
expense budget summary for Cabinet-35, CAFR Fund Type-ROAD by Appropriation.
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2 AMS Advantage - Microsoft Internet Explorer

Vi

Bucioet

~

Appropriation Summary

Home Personalize Help Accessibility

CCOLNtnG

Inguiries
Appropristion Inouiry (BE
Allotrment Inguiry (BGEIELY:

Browse Clear

Chiject Allotmert Incuiry (
~ Appropristion Summary (E
Allotmernt Summary (ESUL
Ohiect Allotment Summary
Cash Balances (CRALSG
Capital Budgets
Management Budgets

BFY : IQDDE
CAFR Fund Type : IROAD
Cahinet: |35

Function Group I
[ &

CAFR Fund

Detail

Function
Group
v 2006 ROAD 35

Current Budget | Encumbered

$1,108,270,10000  §214 49950

Menu Quick Search

Unexpended
Accrued

$1,105,164,085.55 $1 107 048 55079

Unobligated
F106,010.44

First Prew Mext Last
CAFR Fund

Function

Current Budget | Encumbered

Unexpended

Unobligated

Type Group Accrued
v 2006 ROAD 35 3aC0 $229,080,600.00 $0.00 $0.00 $229,080,600.00 $229,080,600.00
2006 ROAD 33 FaF0 $52:35,67 2, 60000 $0.00 31,7104 $625640,859.59 $625 640,669.59
2008 ROAD 33 FaG0 F1:3,595,000,00 F0.00 F0.00 F15,8095,000,00  §13,895,000.00
2006 ROAD 35 F5HO 166,540 900.00 F0.00 $0.00 16654090000  F166 54090000
2006 ROAD 33 =] $66,530,000.00  §214,499.80 7430000 $66,455 700,00 $B6241,20020
2006 ROAD 35 b=t $4 2458 000.00 $0.00 $0.00 $4,245,000.00 $4,245,000.00
First Frev Next Last
BOELWA
< >
@ Done =) & Internet

Access the Allotment Summary (ESUM3L2) Page

1. Click Allotment Summary (ESUM3L2) in the Operating Budgets Workspace to open the Allotment

Summary (ESUM3L2) page.

2. Enter the following information:

Field Value

BFY 2006

CAFR Fund Type RSTD
Cabinet 54

Function Group Leave Blank
Function Type Leave Blank
Fund Type Leave Blank
Detall Function Type

3. Click Browse.
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<3 AMS Advantage - Microsoft Internet Explorer

', I\‘\ Homse Personalize Help sibility Logout
P 1 =}

ritirgy

Budget
Save Restart Save Al G
Dperating Budpets
Inguiries
Appropristion Inouiry (BE
Allotmert Inouiry (BE3LYS
Object Allotment Inguiry (E BFY 2006
Appropristion Summaty (E
+ Allotmert Summary (ESUN CAFR Fund Type : |RSTD
Chject Alotment Summary .
Cash Balances (CBALSG Cahinet: 54
Capital Budgets
Management Budgets

Allotment Program Summary

Meny Quick Search

Browese Clear

Function Group
Function Type :

Fund Type :

e
—
—
—
—
—

Function Function Current Unexpended

Detail :

Encumbered

Group Type Budget Py Uncbligated

v 2006 RETD ad $93,565,700.00 000 $36,0535.00 $93,530,615.00 $93,530,615.00
First Prew Mext Last

g::::: Encumbered u":::::::rd Unobligated

v 2006 RSTD 94 5000 $300,000.00 $0.00 $3,085.00 §296,915.00 29691500

2006 RSTD 54 5008 $60,000.00 $0.00 $0.00 $60,000.00 $60,000.00

2006 RSTD 54 S00C F53,000.00 FO0.00 FO0.00 F53,000.00 $53,000.00

2006 RSTD o4 5000 $180,000.00 $0.00 $0.00 $180,000.00  $180,000.00

2006 RSTD o4 SO0E $350,000.00 $0.00 $0.00 $350,00000  $350,000.00

2006 RSTD 94 S00H $2,500,000.00 $0.00 $0.00 $2,500,000.00 $2500,000.00

2006 RSTD 94 S02E $723,500.00 $0.00 $0.00 §723,50000  $723,500.00

2006 RSTD 54 21580 §6,7535,200.00 F0.00 F0.00 §6,753 200,00 §6 783 200.00

2006 RSTD o4 5200 $4,353 600.00 $0.00 $0.00 $4,953 600,00 §49535,600.00

] 2006 RSTD o4 520C $356,300.00 $0.00 $0.00 $356,800.00  $356,500.00
hd First Prew Mext Last

| > BO3LVE

<
|@ Done =) 0 Internet

4. Review the data on the Allotment Summary (ESUM3L2) page.

5. Click the BQ3LV2 link at the bottom of the Allotment Summary page. This will open the Allotment
Program Inquiry page.

S
g cGlams 86 of 116



eMARS Course 111 Chart of Accounts/Budget and Cash Control

<3 AMS Advantage - Microsoft Internet Explorer

'l l\m\ DVANTAGE Home  Personalize  Help  Accessibility L;:m_

ement  Budget 2 zounting

Budget
Save Restart Save Al C
= g Allotment Program
Dperating Budpets
Inguiries Meny Quick Search
Appropristion Inouiry (BE
Allotment Inguiry (BE3LY. Function | Function Current | o imbered
Object Allotment Inouiry (E = Group Budget
Wm v 2006 RSTD 24 5004 =000 1300 $300,000.00 000 $3,085.00 F296,91500  F295,215.00
Object Allctment Summary First Prev Nest Last
Cash Balances (CRALSG
Capital Budgets Search &k
Management Budgets -

Unexpended
Accrued

Unobligated

~*Budget Actuals

Purchase Ressrvations : |$DDD— Q Uncommitted : W
Pre-Encumbered : |$DDD— o Unobligated W
Boumbersd: [§000 | D Unexpended Cazh - [§206,815.00
Fecned Evpenses |$DDD— 4 vTD Unexpended Accrued : W
Gash Bpenzes - [§30BE 00| Unexpendet fooned : [§296 91500

Actual Expenzes : W

r bBudgeted Amounts

r BGeneral Information

Top
Modified Budget Line Controls Mext Level Prewious Lewel Allotments

OK|[| Cancel

< >

|@ Done =) 0 Internet

Access the Object Allotment Summary (ESUM3L3) Page

1. Click Object Allotment Summary (ESUM3L3) in the Operating Budgets Workspace to open the
Object Allotment Summary (ESUM3L3) page.

Enter the following information:

Field Value

BFY 2006

CAFR Fund Type GNRL
Cabinet 39

Function Group Leave Blank
Function Type Leave Blank
Fund Type 0100

Object Type Leave Blank
Detail Object Type

(]
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eMAR

2. Click Browse.
2 AMS Advantage - Microsoft Internet Explorer

DVANTAGE

Logout

Personalize Help Accessibility

Home

oLt

Procurement  Bucdget

Object Summary

Menu Quick Search

Appropristion Inouiry (BE

Browse Clear

Allotrment Inguiry (BGEIELY:

Ohject Allatment Inguiry (E BFY
Appropristion Summary (F
Allotment Summary (ESUL CAFR Fund Type © |GNRL

~ Ohject Allotment Summary
Cash Balances (CBALSG Cabinet: [39
Capital Budgets ’
Management Budgets Funetion Group .

Function Type :
Fund Type : [0100
Object Type :
Detail :

poos
—
—
—
—
—
—

Function | Function | Fund Current ERELmberen Unexpended Unobligated

Loz Budget Accrued

~ 2006 GMRL 39 0100 $440,412,100.00 $39,379.80 $13,260,015.59 F427 152,084 41 F427 112704 61
First Prew Mext Last
Cahbinet bt et bl (ET Encumbered = Unobligated
Budget Accrued
~ 2006 GMRL 39 o1oo 1 $111,110,500.00 000 $12,988179.70  $9812232030 $95.122,32030
2008 GMRL 39 o100 3 $45 6534, 700.00 $39,379.80 $271,835.89  F48,412864.11  §48373 48431
2006 GMWRL 39 o100 4 $5,402,500.00 $0.00 FO.00  §5,40250000  §5402,500.00
2006 GMRL 39 ooo 5 $275,214,400,00 $0.00 FO.00 $275,214 400,00 $275,214,400.00
2006 GMWREL 38 o006 F0.00 F0.00 F0.00 F0.00 F0.00
2008 GMWRL 39 ooo 7 $0.00 $0.00 $0.00 $0.00 $0.00
First Prew Mext Last
. poELVE
b
<
G 0 Internet

éDone
3. Review the data on the Object Allotment Summary (ESUM3L3) page.
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Exercise 10 — Complete an SAS-14 Account Maintenance Form
Scenario

The SAS-14 Account Maintenance form is used to Establish, Inactivate or Change and Allotment,
Function, Operating Fund or Capital Project.

Task Overview

This exercise will entail establishing a new Restricted Fund with a new Allotment account and Function
code. The new Fund will accrue its own interest income and the agency will require Sub-Function for
both spending and revenue.

Procedures

1. Access the SAS-14 Account Maintenance form from the eMARS website:
http://finance.ky.gov/internal/emars/forms/.

2. Enter the following information:
e Select the Establish button.
e FY = Select 2007 from the drop down list
e Dept = Select 765 from the drop down list
ALLOTMENT (FUNCTION TYPE)
Function Group = Select 765A from the drop down list

Function Type = 765F

Fund Type = Select 1300 from the drop down list

Function Type Name = eMARS Performance Budgeting

FUNCTION

e Function Group = Select 765A from the drop down list

e Function Type = 765F

o Fund Type = Select 1300 from the drop down list

e Function = FF0O0

e Function Name = eMARS Performance Budgeting — Phase |

FUND

o Fund Type = Select 1300 from the drop down list

e Fund = Leave blank. It will be assigned by Statewide Accounting Services.
e Fund Name = eMARS Performance Budgeting

e Select the check box for “Fund Accrues Interest Income”

o Legal Authority = KRS XXX. XXX

¢ Interest Income Posting:

0 Fund: Leave blank. It will be assigned by Statewide Accounting Services.

0 Dept = Select 765 from the drop down list
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o Unit=0SBD
o Function = FF00
0 Sub-Function = FFAO

e Select the check box for Spending — Require Sub-Function and Revenue — Require Sub-
Function.

e Agency Contact = Enter your name
3. Click Save.

4. Select the file location where you would like to save the form (for this exercise, save it to your
desktop).

12 — Management Budgets

Management Budgets are a more specific breakdown of an agency’s operating budget and may use
any of the available chart of account elements, not just those allowed for Appropriations and
Allotments. They provide the capability to record financial goals and expectations. Financial goals and
expectations can be recorded for both expenditures and revenues. They are not used by the financial
system to edit transactions but rather are used to produce reports at levels lower than Appropriations
and Allotments. Management Budgets are established and used strictly by each agency’s individual
management and staff.

A Management Budget can be built for the entire fiscal year, for fiscal quarters, or for fiscal months.
Generally, Management Budgets are established as yearly. They can be Expense or Revenue
Budgets. The definition of Management Budgets is completely flexible, as the structure and level of
detail may vary according to the needs of the Management Budget process. Any reports that compare
actual against Management Budgets can be summarized to the level where the two are consistent.
Remember, Management Budgets differ from Appropriations and Allotments in that they do not impose
any control over spending or revenue collection.

Management Budgets are created by the Management Budget (OB1) document. Management Budget
documents do not update any tables, and the Management Budget data is not available for online
inquiry.

With eMARS, agencies have the option to enter their Management Budgets directly into eMARS as a
Management Budget document (OB1) or to a predefined Excel spreadsheet. The spreadsheet includes
a macro to generate an XML file that is loaded to eMARS through an interface. Once loaded to eMARS,
agencies can review the loaded OB1 documents, make corrections and updates, and apply final
approvals. The transactions will then be loaded to the data warehouse and will be available for
reporting purposes.

The Management Budget Excel spreadsheet is available on the eMARS website:

http://finance.ky.gov/internal/emars/forms/.
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eMARS Management Budget Spreadsheet and Approvals

The eMARS Management Budget spreadsheet allows you to enter your Management Budget data into
an Excel spreadsheet and includes a macro to generate an XML file that is interfaced to eMARS.

A | B | ¢ | D | E | F L | H [ [ J ][ kK[ L [ M
1 |eMARS Management Budget Spreadsheet Generate XML |
5 After entering all the accounting line information into the spreadshest, click the "Generate ¥ML" button to create the export file to be
Sub Sub Sub
Budget FY |Budget Plan Type (Plan Amount Fund (Fund |Dept (Unit |Unit [Function [Function
5 |Record Humber |{Req. 4) Type (1) Indicator {1} |Period (2) |{Req. 14, 2) {4 {4 {3) (€] {4 {4 {4
G
7
' wlol p [ o [R[s [T [uUu [ v [ w [x[ vy [ 7 |
Sub Revenue |Sub Sub Sub Sub Dept |Dept
Object (Object |Source |(Revenue |Activity |Activity |Location [Location |Reporting |Reporting [Object [Revenue (Appropriation
(4} (d) (1) Source (1) [{1) (4} (4} (4} Code (10} |Code (1) [{d4} (4} Unit {9)
- oaA | AR | AC | AD | AE | AF
Sub
Program Program |Task |Task Order Task
(10} Phase (6) |Period (6) [(d) (6) ()

To complete the eMARS Management Budget spreadsheet follow the instructions below:

1. Open the eMARS Management Budget spreadsheet in Microsoft Excel. Note: The first time you
access the spreadsheet you may be required to change your security settings. To change the
security settings, open the Tools menu and click Options. Click the Security tab and then click the

Macro Security button. Click the Medium radio button and click OK. Close and re-open the
spreadsheet.

Click Enable Macros.
3. Complete the following fields:
REQUIRED
e Budget FY — enter the Budget Fiscal Year
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e Budget Type - select the appropriate code from the drop down box. Y/y = Yearly, Q/q =
Quarterly and M/m = Monthly

e Plan Type Indicator — select the appropriate code from the drop down box. E/e = Expense, R/r =
Revenue

e Plan Period - enter the plan period for the transaction:
o0 Yearly budgets enter a ‘1’

0 Quarterly budgets enter a ‘1’ for the first quarter, ‘2’ for the second quarter, ‘3’ for the
third quarter and ‘4’ for the fourth quarter

0 Monthly budgets enter the fiscal month 1 through 12
o Dept — enter the Department code
¢ Unit — enter the unit code
e Amount — enter the amount
OPTIONAL
e Fund — enter the fund code
e Function — enter the function code

e Object — enter the object code if this is an expense budget. Hierarchies of objects such as
object class or object type cannot be entered. You can report both budgets and actuals at the
various hierarchies of object code. So, if you don’t want to budget by object but want to budget
by object class, select one object in the object class and use it as a substitute for the object
class.

e Revenue Source — enter the revenue code if this is a revenue budget
Enter data in any of the remaining fields necessary based on your chart of accounts needs.

Open the File menu and click Save.
Select the file location where you want to save the spreadsheet. Name and Save the spreadsheet.
Click the Generate XML button next to the spreadsheet header.

Select the location where you want to save the spreadsheet and name the XML file. The name can
be the same as the name you assigned the spreadsheet. Do not change the file type. A Progress
Bar displays.

When the XML file is completed, the Progress Bar automatically closes.

()
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The following is an example of a completed eMARS Management Budget Spreadsheet:

A | 8 | ¢ | 0 | E | F [ | H ] 1| ol k| L [ wm [N
; €eMARS Management Budget Spreadsheet Generate XML
5 After entering all the accounting line information into the spreadshest, click the "Generate XML" button to create the export file to be
Sulx Sub Sulx
Builget FY |[Budget Plan Type Plan Amount Fund [Fund |Dept |Unit Unit  |Function |Function [Object

5 |Record Humber |{Req. 4) Type (1) Indicator (1) |Period {2} [(Req. 14, 2) {4 {4 {3} {4} {4 {4 {4 {4
| B | 1 2006 Y E 1 338600 0100 765 0OSBD GOPM E111
| 7| 2 2006 N E 1 1800 o100 765 OSBD GOPK E11a
| 5 | 3 2006 N E 1 10000 o100 765 OSBD GOPK E119
ER 4 2006 N E 1 31000 o100 765 OSBD GOPK E1
10 | 5 2006 N E 1 268200 0100 785 0ZBD GOP E122
11 | [ 2006 N E 1 23000 0100 785  0OZBD GOP E123
| 12 | T 2006 N E 1 200 0100 765 0ZBD GOP E124
| 13 | ] 2006 N E 1 £00 0100 765 0OZBD GOPM E1
| 14 | 9 2006 i E 1 84700 0100 765 0zBD GIOPM E14k
| 15 | 10 2006 N E 1 1800 0100 765 0zBD GOPM E212
| 16 | 11 2006 N E 1 300 0100 76 0OSBD GOPM E2M
| 17 | 12 2006 N E 1 4600 0100 765 0OSBD GOPM E224
| 15 | 13 2006 i E 1 7000 0100 765 0O5BD GOPM E241
| 19 | 14 2006 Y E 1 1500 0100 765 0OSBD GOPM E251
| 20 | 15 2006 N E 1 a000 o100 765 OSBD GOPK E25A
| 21 | 16 2006 N E 1 2200 o100 765 OSBD GOPK E2R1
| 22 | 17 2006 N E 1 1800 0100 785 0OZBD GOPM E263
| 23 | 13 2006 N E 1 100 0100 785 0ZBD GOP E264
| 24 | 19 2006 N E 1 1400 0100 785  0OZBD GOP E271
| 25 | 20 2006 N E 1 7500 0100 765 0ZBD GOP E281
| 26 | 2 2006 N E 1 200 0100 765 0OZBD GOPM E284
| 27 | 22 2006 i E 1 5000 0100 765 0zBD GIOPM E£294
| 23 | 23 2006 N E 1 300 0100 765 0zBD GOPM E300
| 29 | 24 2006 N E 1 2700 0100 76 0OSBD GOPM E3M
| 30 | 25 2006 N E 1 2500 0100 765 0OSBD GOPM E330
| 31 | 26 2006 i E 1 500 0100 765 0O5BD GOPM E3a1
| 32 | 27 2006 Y E 1 1100 0100 765 0OSBD GOPM E34R

33 23 2006 N E 1 2000 o100 765 OSBD GOPK E350
&
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eMARS

10. Log in to eMARS and open the Budget Workspace.

AMS Advantage - Microsoft Internet Explorer

ADVANTAGE Home

Budoet LN

Personalize Accessibility Logout

T

Procuremert

Budget

Save Al Cloze =
Operating Budgets operatlng BUdQEtS

Inguiries
Capital Budgets Thiz area zontains the inquiries used to manage operating budgets.
Management Budgets

Menu

r® Inguiries
This section contains inquiries uzed to view appropriation, allotment, and cash balanees for operating funds.

Appropriation Inguirg (BO3LW
Allotment Inguiny (BOELWEY

Object Allotment Inguiry (BR3LYIY
Appropriation Summary (ESUMILA
Allotment Summary (ESUMILEY
Object Allotment Summary (ESUMSLE)
Cash Balances (CBALSOY

11. Click Management Budgets in the Budget Workspace.

A DVANTAG E Personalize Help ccessibility Logout
y; i 4 '

ement Budget A 3 able i

Save Al Close
Operating Budet Management Budgets

Capital Budgets
Management Budgets Thiz area includes the document uzed to establish or modify 3 management budget.
Documents

OB1 Interface Manader

Menu

« Docurnents
This section contains the document uzed to establish or modify 3 management budget. Management budgets can be establizshed
using any chart of account elements. Management budget reports can be generated from InfofAdwvantage.

Management Budget (OB 1)

P OB1 Interface Manager |

This section allove uzersto interface the Management Budget Excel spre adshest.

12. Expand the OBL1 Interface Manager section and click Interface Control Manager (INTCM).

)
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2 AMS Advantage - Microsoft Internet Explorer ||E||

P/ VANTAGE N

mert  Budoet ol Accourts Pa 2 LN
UAT Enwvironment - FIN

» Message Center

+ Search
Page Search
Document Catalog
infoAdvantace

» History

+ Favorites

» Administration

Personalize  Help  Accessibility  Logout

Interface Content Manager

Menu Quick Search

Interface Id File Name: Create Timestamp | PDI Status Indicator | File Indicator
+  Management Budget Management Budget_03242006_113135xml 0324720065 11:31:35  Ma A
Management Budget  Management Budget_2172006_153645 272006 15:36:45 [d2 b
Management Budget  Management Budget_352006_102555 SHES2006 1002555 [+l A
Management Budget  Management Budget_352006_102922 SHES2006 10:28:22 [d2 b
First Prev Mext Last

Download Hold Release Search

Interface Id |Management Budget

Description : IOSEID Management

File Marme : |Management Budget_032420065_113

Archive File Marme |Management Budget_03242006_113

File Indicatar : I‘r’

PDI Status Indicator : B4,

Create Timestamp : |13/24/2006 11:31:38

Create User 1D Irwilkins

Last Modified On  [03/24/2006 11:31:38

Last Modified By : [rwilkins

Upload Files Page

@ Done g

0 Internet
—

13. Click the Upload Files Page link.

3 AMS Advantage - Microsoft Internet Explorer

[IRY.  ADVANTAGE _ N -

Budoet
Budget -

Save Restart Sawve Al CI

Personalize Help Accessibility Logout

Procuremert

Operating Budgets

Capital Budnets

Management Budgets
Documents

OB Interface Manager
" Interface Control Mancer [

Upload Files Page

Menu Quick Search
Cancel Upload File
Interface Id : I

Diescription : |

Attachment File : I

Browse... |

14. Select the Interface ID assigned to your agency for Management Budget interfaces and enter a
description of the file in the Description field.

15. Click the Attachment File Browse button to select the saved XML file.

)
& cGlams

95 of 116



eM ARSI eMARS Course 111 Chart of Accounts/Budget and Cash Control

Upload Files Page

Mtenu Qluick Search
Cancel Upload File

Interface Id |Management Budget

Description |Agency 7B5

Attachment File : Is and Settings\Eric ThibodeawdDesktop'

16. Click Upload File.

Interface Content Manager

Menu Quick Search

Imterface Id File Name Create Timestamp | PDI Status Indicator | File Indicator

v Management Budget Managemernt Budget 21 72006_153645 20 772006 15:36.458 M, M
First Prev Mext Last

Cowrnload Hold Release Search

Interface Id : |Management Budget

Description |Agenc3,r 765

File Mame : |Management Budget_2172006_1536

Archive File Mame |Management Budget 2172006 _1536

File Indicator: |i

PDI Status Indicator : [MA

Create Timestamp : |2f1 F12006 15:36:48

Create User 1D |rwi|kins

Last Modified On : [2/17/2006 15:36:48

LastMadified By : [rwilking

Upload Files Page

17. Your Management Budget file has now been loaded to the server for the next nightly run. The
results of performing these steps will load your Management Budget information to eMARS in the
form of an OB1 document.

The next business day, you will be able to open the loaded OB1(s) in eMARS, then review and submit
the document(s). Your department’s workflow rules will determine the flow of the document from this
point.
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Exercise 11 — Complete the eMARS Management Budget Spreadsheet

Scenario

Your agency is using the Management Budget spreadsheet to enter Management Budget information
into eMARS. You will access the spreadsheet to enter your Management Budget information.

Task Overview

Access the Management Budget spreadsheet from the eMARS website and enter the data supplied.
Follow the steps to generate the required XML file and load the file to the eMARS server.

Procedures

1. Access the eMARS Management Budget Spreadsheet from the eMARS website at

http://finance.ky.gov/internal/emars/formsl/.

2. Enter the following information for all rows:

Management Budget Spreadsheet

Value

Record Number

Protected - Leave blank

Budget FY 2006
Budget Type Y
Plan Type Indicator E
Plan Period 1
Fund 1301
Dept 765
Unit OSBD
Function BACO

3. Enter the following object and amount information:

Management Budget Spreadsheet — Object

Management Budget Spreadsheet - Amount

E111 400000
El121 32000
E122 29200
E123 24000
E124 300
E212 4600
E224 5000
E321 1000
E381 30000

4. Open the File menu and click Save.

)
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Select the file location where you want to save the spreadsheet. Name and Save the spreadsheet.

6. Click the Generate XML button in the upper right hand corner of the spreadsheet.

Select the location where you want to save the spreadsheet and name the XML file. The name can
be the same as the name you assigned the spreadsheet. Do not change the file type. A Progress
Bar displays. When the XML is completed, the Progress Bar automatically closes.

8. Open the File menu and click Close.

Accessibliity  Logout

Personalize  Help

P  ADVANTAGE

Welcome, Rachelle Wiking

Accounts Payable

Budget Procurement Accounts Receivable

udgs:
Save All Close
e BT Management Budgets
Capital Budgets L
el = This sres includes the document used to establish or modify a management budget
Documents
0OB1 Interface Manager
~w Documents
‘ This szaticn con
Mansgament bug

Msnsgement Budget {OB1)

9. Log in to eMARS and click the Interface Content Manager link in the Management Budget
Workspace

)
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MAKST

Interface Content Manager

Menu Quick Search

Imterface Id | File Name | Create Timestamp | PDI Status Indicator | File Indicator

First Prev Mext Last

Crowunload Hold Releasze Search

Interface 1d :

Description :

File Mame :

Archive File Mame :

File Indicatar :

FDI Status Indicatar :

Create Timestamp

Last Modified Qn :

|
|
Create User D : |
|
|

Last Modified By

|Navigatiu:un to Upload Files F‘agel

10. Click on the link at the bottom called Upload Files Page.

Upload Files Page

Menu Quick Search
Cancel Upload File

Interface Id |Management Budget

Description |Agency 764

Aftachment File :| |[ Browse...

11. On the Upload Files page, select Management Budget as the Interface ID and fill in a description
like the one above. Note: For Production, you will select the Interface ID that has been assigned to
your Department.

)
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12. Click the Browse button to the right of the Attachment File box.

Upload Files Page

henu Quick Search
Cancel Upload File

Interface Id |Management Budget

Description : |Agency 7B5
Attachment File © s and Settings\Erc ThibodeawdDesktop' GEamel=R ]

13. Select the saved XML file from the previous steps.

Upload Files Page

Menu Quick Search

Cancel

Interf|Management Budget

Description |ﬁgency Fil=ia
Attachrment File & and Settings\Eric ThibodeauwdDesktopi?65_0B1.xm|

14. Click Upload File.

)
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Interface Content Manager

Menu Quidk Search

Inmterface Id File Hame Create Timestamp | PDI Status Indicator | File Indicator

" Management Budget Management Budget_2172006_153645 20 772006 15:36:48 [, I
First Prev Mesxt Last

Coowunload Hold Release Search

Interface Id |Management Budget

Description : |Agency 765

File Mame : |Management Budget_2172006_1536

Archive File Name : [Management Budget_2172006_1536

File Indicator : |1

PDI Status Indicator : A

Create Timestamp : |2I1?D_EIEIE 15:36:43

Create User 1D |rwi|kin5

Last Modified On : [2/17/2005 15:36:48

Last Modified By : |rwilking

Upload Files Fage

15. Your Management Budget file has now been loaded to the server for the next nightly run. The
results of performing these steps will load your Management Budget information to eMARS in the
form of an OB1 document.
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Management Budget (OB1) Document

When the eMARS Management Budget Spreadsheet is interfaced with the system, eMARS
automatically creates Management Budget (OB1) documents to load the information in the system.
Agencies can also manually enter the OB1 document rather than complete the spreadsheet.

Management Budget Spreadsheet to OB1 Document Crosswalk

Management Budget Spreadsheet

Management Budget (OB1) Document Field

Record Number

NA

Budget FY

BFY

Budget Type

Event Type (Budget Type + Plan Type indicator maps
to event type)

Plan Type Indicator

Event Type (Budget Type + Plan Type indicator maps
to event type)

Plan Period Period
Amount Line Amount
Fund Fund

Sub Fund Sub Fund
Dept Department
Unit Unit

Sub Unit Sub Unit
Function Function
Sub Function Sub Function
Object Object

Sub Object Sub Object

Revenue Source

Revenue Source

Sub Revenue Source

Sub Revenue Source

Activity Activity
Sub Activity Sub Activity
Location Location

Sub Location

Sub Location

Reporting Code

Reporting Code

Sub Reporting Code

Sub Reporting Code

Dept Object

Dept Object

Dept Revenue

Dept Revenue

Appropriation Unit

Appropriation Unit

Program Program
Phase Phase
Program Period Program Period
Task Task
Task Order Task Order
Sub Task Sub Task
&
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Management Budget (OB1): Header

0B1 - 758- 0600000001- 1- New- Draft

-
Header | Actian Maru I

General Information
Document Information =13
Accounting
Posting
Document Comments

~wGeneral Information

Document Higtory Document Mame :
Document Reference
Future Triggering Recard Date -
Budget F ;
Fizcal Year:
Feriod :

Docurment Description :

Actual Amount : §0.00
Cloged Amount : $0.00
Closed Date :

 BDocument Information ]

Top

[ save [ mae [ piw [ vawgae [ Submt [ s ]

Menu

Header - General Information

o Document Name: You may enter a document name.
o Record Date: Leave blank. Infers from the system date at the time of submission.
e Budget FY: Enter Budget Fiscal Year.
e Fiscal Year: Enter Budget Fiscal Year.
o Period: Enter the plan period for the transaction
0 Yearly budgets enter a ‘1’

0 Quarterly budgets enter a ‘1’ for the first quarter, ‘2’ for the second quarter, ‘3’ for the
third quarter and ‘4’ for the fourth quarter

0 Monthly budgets enter the fiscal month 1 through 12
o Document Description: Leave blank.
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Management Budget (OB1): Accounting

Home Personalize Help Accessibility Logout

Procurement — Budget

Budget
Save Restart Save Al Close OB - 758- 0600000001- 1- New- Draft

| Actiar Menw I
/Hea_der.— Accounting Line | Line Amount | Line Closed Amount | Event Type | Ref Doc Dept Code
Accounting -
G &% ¥ 1 $5,000.00 FO.00 XYER
Eeference Insert Mew Line Insert Copied Line First Prev Go To Hext Last

Fund Accourting

Dretail Accounting
Posting #h

Document Comments ~wGeneral Information
Document History

Document Reference Ewvent Type IXYE){ Figcal Year: I
Future Triggering
Accounting Template:l Budget FY:I

‘early Expense Management ﬂ Period :

Line Description - Budget for Department 753 Charge Class I—

j Charge Class Rate .

Line Amount:|$5,DDD.DD Charge Units

Line Closed Amount : $0.00
Line Closed Date :

~wReference

RefDoc Code I— Ref'endor Line : l—
RefDoc Dept Code I— Ref Commodity Line ID—
RefDoc Id | Fef Accounting Line : l—

Ref Type W

rwFund Accounting
Fund : W Department : I.‘-"SB— QOHSA I—
subFund: [T unit: [ONIT supomsa: [T
object:[ET | subunit:[T Deptobject: [
Sub Ohject: I— Appr Unit I— Dept Revenue I—
Revenue I— B3A: I—
Sub Revenue I— Sub BEA: I—

~<hetail Accounting

Location

Reporting ;I Majar Programm

Program :

I—
Phase:l—
l—

Prograr Period :

Suh Location : Sub Reporting :

Aetivity Task:

Sub Activity Sub Task:

AR

Function : Task Order:

Sub Function :

WﬂWWWW

Top

[ et Y Pit J vamae J  swmt | close |

henu

(]
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REQUIRED

Accounting - General Information

o Event Type: The following event types are available on the OB1 document
0 XYEX- used for recording a yearly expense budget

XQEX- used for recording a quarterly expense budget

XMEX- used for recording a monthly expense budget

XYRV- used for recording a yearly revenue budget

XQRV- used for recording a quarterly revenue budget

XMRV- used for recording a monthly revenue budget

e Line Amount: Enter the line amount for the transaction

O O O oo

Accounting - Fund Accounting

e Department: Enter the department code.
e Unit: Enter the unit code.

OPTIONAL
Accounting - Fund Accounting

e Fund: Enter the fund code.

o Object: Enter an object code if this is an expenditure transaction. Hierarchies of objects such as
object class or object type cannot be entered. You can report both budgets and actuals at the
various hierarchies of object code. So, if you don’t want to budget by object but want to budget

by object class, select one object in the object class and use it as a substitute for the object
class.

¢ Revenue: Enter a revenue code if this is a revenue transaction.

The Posting section of this document is not applicable for this transaction.

After entering the required fields and any other fields necessary in the Management Budget process for
your agency, select the Validate button. This will ensure that the required elements are present and
valid. If the document is error free, you may submit the document. Your department’s workflow rules will
determine the flow of the document from this point.
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Exercise 12 — Process a Management Budget (OB1) Document
Scenario

Your agency is using the Management Budget (OB1) document to enter Management Budget
information into eMARS. You will access this document to enter your budget information.

Task Overview

Access the Management Budget (OB1) document from the Budgets workspace and enter the data
supplied to establish a Management Budget.

Procedures
1. Click the Budget Workspace link on the eMARS Home page.

i AMS Advantage - Microsoft Internet Explorer |:”§”z

A DVAANT,AG E Home Personalize Help Accessibility Logout

Procurement  Budoet  Ace £=3 ble  Accourts Pavable orting

Budget
Save Al Close =
DOperating Budgets Operatlng BUdQEtS
Incjuiries Meny
Capital Budgets
Management Budgets

Thiz area contains the inguiries used to manage cperating budgets,

r®Inquiries
Thiz zection containg inquiries uzed to view appropriation, allotment, and cazh balances for operating funds.

Appropriation Inguiny (BAZLWY
Allotment Inguing (BOSLWEY

Object Allotment Inguiry (BOSLWEY
Appropriation Summary (ESUM2LAY
Allotment Summany (ESUMILE)
Object Allotment Summary (ESUMILIY
Cazh Balances (CHALSOY

@ G 0 Internet
— —

2. Click Management Budgets in the Workspace.
3. Click Documents in the Workspace to open the Document Catalog.

)
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Home Personalize Help Accessibility Logout

Procurement

Budnet  Accounts R Cost Accourtin

Budget
Save Restart Save Al Close
Onersti armrs Document Catalog
Capital Budgets Lrezte
Management Budgets
Documerts M

" Manacerment Budcet (0617 whocument ldentifier
Code - |OB Unit: |

Diept. :I s} :|

 bUser Infor

r bDocument State ]

Browse Clear

| Acfion Manu I
Open Validate Submit Copy
Code | Dept. | Unit 1] Comments | Version | Function | Phase | Status | Date User ID Amount | Active
|:| OB a8 UMIT 0600000001 Mo 1 My Draft Held 22306 ethibodeauws:  S000.00  true

First Prewv MNesxt Last
Menu

4. Click Create and enter the following information.

Fields Values
Code OB1
Dept 765

Unit OSBD
Auto Numbering Selected

5. Click Create.

6. Enter the following information in the General Information section:

Fields Values

Document Name OSBD Yearly Budget
Fiscal Year 2008

Budget FY 2008

Period 1

(]
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Home  Personalize  Help  Accessibilty  Logout

Cost Accounting

OB1 765 0600000002 1
Document View 0B1 - 765- 0600000002- 1- New- Draft

Action Man
General Information

Document Information =Y
Accounting

rwGeneral Information

Document History Document Mame
Document Reference

Future Triagering Record Date
Budget FY : |2006
Fiscal Year: |2006

Period : i1_

Daocument Description :

Document Comments J |OSE|D Yearly Budget

Actual Amount ; §500.00
Closed Amount : §0.00
Closed Date

 PDocument Information |

Tep

[ save [ thdo  J Pt | veidwe J Sumt | Ciee ]

Menu

# Internet

7. Click Accounting on the Secondary Navigation panel.
8. Click Insert New Line.

Home  Personalize  Help  Accessibility

\ccounts Payable

0OB1 765 0600000002 1
Document View 0B1 - 765- 0600000002- 1- New- Draft

Action Many

~” Accounting

e Accounting Line | Line Amount | Line Closed Amount | Event Type | Ref Doc Dept Code
Fund Accounting & v 1 S500.00 80.00 XYEX
Detail Accountin [nzert New Lins Insen Copiea Line i

o Next Last

Document Comments
Document History ok
Document Reference ~wGeneral Information

Fubuce Tiaue i EventType: [oyEX B Fiscalvear:[
Accounting Template @ Budget FY :

Period : !_

Ling Description Charge Class ,7

Charge Class Rate
Line Amount : |5500.00 Charge Units

Line Closed Amount: 50.00
Ling Closed Date

[ bReference ]

[ PFund Accounting ]

- bDetail Accounting 1

Teo

[ Sawe Y ueds [ Pt | veidae | Sumt ] Ciese |

Menu

P Internet
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9. Enter the following information in the General Information section:

Fields Values
Event Type XYEX
Line Amount 500

10. Expand the Fund Accounting section and enter the following:

Fields Values
Fund 0100
Department 765

Unit OSBD
Object E111
Revenue Leave Blank

2 http://kyadvprod?.state.ky.us - AMS Advantage - Microsoft Internet Explorer

/I

Welcor lachelle Wilkins

|
| OB1 765 0600000002 1
Document View

[~ Accoudting
General Information
Refersnce
Fund Accounting
Detail Accounting

ADVANTAGE

Home

Budget Procurement Accounts Receivable Accounts Payable CostAccounting

0B1 - 765- 0600000002- 1- New- Draft

Actian Man
Accounting Line | Line Amount | Line Closed Amount | Event Type | Ref Doc Dept Code

&% A4 1 §500.00 $0.00 XYEX

Inser Mew Line Inser Copied Line

First Frev Go To Next Last

| Document Comments

| Document History
Document Reference
Future Triggering

sk
 bGeneral Information 1
- PReference ]
~wFund Accounting
Fund:[0100  Depariment: [765 omsa:[
sbrund [ unit: [0SBD swossa:[
object: [ET11 swumt:[ Deptobject:[
swpowect:[ aperumt:[  DeptRevenue:[
Reverue: [ Bsa:[
subRevenue [ sueBsa[
b Detail Accounting 1
Teo
[ sawe Y Undo | At | Vaidale | Sumit | Chss |

|

Pesonalize  Help  Accessibility

d

Logout

P Internet

11. Expand the Detail Accounting section and enter the following:

Fields

Values

Function

GOPM

O
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Personalize  Help  Accessibility  Logout

Budget Procurement

0B1 - 765- 0600000002- 1- New- Draft

|+ Accounting
General lnformation Accounting Line | Line Amount | Line Closed Amount | Event Type | Ref Doc Dept Code
Fund Accounting % 7 1 $500.00 S0.00 XYEX
Detail Accounting Insert New Line Insert Copied Line First Prev Go To Next Last

Document Comments
Document History sk

Document Reference  PGeneral Information
Future Triggering

[ bReference ]

- PFund Accounting 1

- wDetail Accounting

Location : i_ Reporiing |—‘ Major Pragram
subLocaton:[ subReporting: [ pogram: [
Activity : i_ Task '_ Fhase: I_
Sub Activity : l— Sub Task l— Program Period : I_
Functon:[GOPM  Taskorder:[
subFuncton:[
Top

[ sawe Y tndo | Pt | vendae J Submt | Cise ]

Menu

# Internet

12. Validate.

13. Correct any errors and then click Validate again.
14. Click Submit.

15. Click Close.
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13 — Session Summary

Structure of Organizational Elements — eMARS provides an organizational structure to allow the
Commonwealth to report at a level required by state statute and also with the flexibility for departments
to define their own reporting needs. The only two organizational elements required to be entered on
accounting documents are the Department and Unit elements, from these elements all other
organizational elements are inferred.

Central Chart of Accounts — Central COA elements are used across the Commonwealth to record
accounting activities necessary for reporting to each department and to produce the annual CAFR.
These elements are maintained by the Finance and Administration Cabinet and any request for
changes must be made through the OSBD and F&A Cabinet.

Departmental Chart of Accounts — Departmental COA elements are used by each individual
department as they are needed. The department will be responsible for maintaining these. These
elements will be used to track accounting activity associated with special purposes within each
department. Most of the departmental elements are keyed by the department code.

Hierarchies and Inferences of COA — eMARS uses a system of hierarchies to classify accounting
activities to provide users with needed accounting information at each level. Inferences are predefined
fill-ins. Hierarchies and Inferences assist the user by increasing their efficiency and allowing for
information to be displayed easily at different levels.

Accounting Templates — Accounting Templates are used to populate fund and detail accounting
elements from saved templates that can be quickly entered. This allows for frequent transaction to be
completed quickly with reduced data entry and minimal errors.

Cash Controls — These controls are used to track and establish cash balances. The Cash Balance
Summary Maintenance (CBALS) table provides the rules for how a fund calculates its “available cash”.
The Cash Balance Summary (CBALSQ) table displays available cash amounts for each fund. A cash
control can only be overridden by the OSBD and F&A Cabinet.

Chart of Accounts - The eMARS chart of accounts is used to identify and classify all financial and
budget data stored in eMARS. The Chart of Accounts elements used on Kentucky’s budget structure
are CAFR Fund Type, Cabinet, Function Group, Function Type, Fund Type and Object Type.

Budget Structure - A Budget structure is the framework of a budget determining the type of budget:
expense, revenue, expense & revenue, or reimbursable. Budget structures consist of levels that
correspond to increasingly more detailed levels of budgeting.

Budget Levels - Kentucky’s operating budget structure is composed of three levels.
Appropriations — In eMARS, the Function Group element will be used to define an Appropriation.
Allotments - In eMARS, the Function Type element will be used to define an Allotment.

Available Budget Balances — Unobligated, Unexpended Accrued and YTD Unexpended Accrued
balances are used in the budget control process to determine if sufficient budget exists to allow
additional activity against the budget.

Budget Inquiries and Summaries- Four inquiry pages are available in eMARS to assist with
identifying budget balances at the Appropriation, Allotment and Object level. Three summary level
pages are also available.

Management Budgets — Management Budgets are a more specific breakdown of an agency’s
operating budget. They provide the capability to record financial goals and expectations. With eMARS,
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agencies have the option to enter their Management Budgets directly into eMARS as a Management
Budget (OB1) or to an Excel spreadsheet.

SAS-14 — This form will be used to establish, inactivate or change Allotments, Functions, Operating
Funds (cash control) and Capital Projects.

)
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Review Questions

Question #1: The eMARS term for appropriations is

A Cabinet

B Function Group

C Function Type

D Fund Type

Question #2: The eMARS term for allotments is

A Cabinet

B Function Group

C Function Type

D Fund Type

Question #3: Creating a Favorite on a budget inquiry page after you enter the search criteria allows you to
access the page without re-entering the search criteria through the Favorites secondary navigation panel.

A True

B False

Question #4: Management budgets are used in eMARS to edit transactions entered in the system.

A True

B False

Question #5: Management budgets can be entered into eMARS using the Management Budget
Spreadsheet or through

A | Appropriation (AP) documents

B Allotment (AL) documents

C Budget (BG) documents

D Management Budget (OB1) documents

Question #6: Use the SAS-14 form to:

A Establish an Allotment account

B Override cash on a Fund

C | Require Activity for spending and revenue

D All of the above

Question #7: What are the categories that eMARS uses to classify accounts?

A Fund Accounting

Budgetary

B
C Organizational
D | All of the above
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Question #8: The Program Budget Unit (PBU) in MARS is replaced in eMARS by :

A Obiject

B Program

C Function

D Revenue Source

Question #9: What organizational element(s) are coded on accounting transactions?

A Unit

B Division

C Department

D Aand C

Question #10: Who maintains Central Chart of Account elements?

A Department Managers

B Finance Cabinet

C Department of Accounting

D All of the above

Question #11: What are the Department COA elements used for?

A | Track accounting activities within the Department

B To directly create the annual CAFR

C | To create next years budget

D None of the above

Question #12: What does eMARS use hierarchies for?

A | Torecord accounting transactions.

B To create COA elements.

C | To simplify coding on documents

D | To post accounting activities to the correct accounts.

Question #13: What is inferred when entering Location on a document?

A Location class

B Location category

C County

D All of the above

Question #14: Where are Accounting Templates used?

A | Creating new accounts

Inputting accounting information on documents

B
C Setting up a new user
D None of the above
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Question #15: What table would you access to view the available cash balance of a specific Fund?

A Fund (FUND) table

B Cash Balance Summary (CBALSQ) table

C | Available Cash Balance Inquiry (ACBALI) table

D None of the Above

Question #16: How can a cash control be overridden?

A | Approval by the OSBD and F&A Cabinet

Approval by a Department Manager

B
C By clicking override on the document while being created
D | All of the above

)
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Review Answers

Question #1: The eMARS term for appropriations is

B Function Group

Question #2: The eMARS term for allotments is

C Function Type

Question #3: Creating a Favorite on a budget inquiry page after you enter the search criteria allows you to
access the page without re-entering the search criteria through the Favorites secondary navigation panel.

A True

Question #4: Management budgets are used in eMARS to edit transactions entered in the system.

B False

Question #5: Management budgets can be entered into eMARS using the Management Budget
Spreadsheet or through

D Management Budget (OB1) documents

Question #6: Use the SAS-14 form to

D All of the above

Question #7: What are the categories that eMARS uses to classify accounts?

D eMARS uses a variety of classifications for accounts.

Question #8: The Program Budget Unit (PBU) in MARS is replaced in eMARS by :

C | The PBU is replaced primarily by the Function element in eMARS.

Question #9: What organizational element(s) are coded on accounting transactions?

D Only the Department and Unit elements are coded on documents. All other organizational elements are
inferred based the Department and Unit elements.

Question #10: Who maintains Central Chart of Account elements?

B All changes and additions of Central COA elements must go through the Finance Cabinet.

Question #11: What are the Department COA elements used for?

A Departmental COA elements are for department use only and are unique within each department.

Question #12: What does eMARS use hierarchies for?

C | Allows accounting information to be reported to through the hierarchy by entering only one element (ex.
Location will report not only to the City but also the County).

Question #13: What is inferred when entering Location on a document?

D | The Location Class Location Type, Location Group and County are inferred.

Question #14: Where are Accounting Templates used?

B Accounting Templates are used to input information in the Fund and Detail Accounting sections

Question #15: What table would you access to view the available cash balance of a specific Fund?

B Cash Balance Summary is where cash balances for funds can be viewed.

Question #16: How can a cash control be overridden?

A Request for cash overrides must be approved by OSBD and Finance & Administrative Cabinet.
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Log Out of eMARS
You will conclude this exercise by logging out of the application:

Click Logout. This closes the eMARS application and ends your session. You can now close the open
browser windows.

NOTE: Please remember to select Logout
prior to closing your eMARS session. Just
closing the page will not immediately end
your session.
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