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eMARS Capital and Revenue Budgets

1 — Orientation

This course will provide eMARS users with a working knowledge of how the Capital Project process
works from the enactment of the Appropriations Bills through the life of the project. We will walk
through the forms, documents, and inquiry screens necessary to establish, change or inactivate a
Capital Project.

Prerequisites
You should have completed the following courses before continuing:

e eMARS 101 Into to eMARS Independent Study Guide
e eMARS 111 Chart of Accounts/Budget and Cash Control

Learning Objectives

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

e Complete an SAS-14 form (Account Maintenance form)
e Complete an SAS-5 form (Capital Project form)

e Create a Capital Expense (BGE43) document

e Create a Revenue Budget (BGR42) document

e Create a Transfer (JV2T) document

e Review Inquiry screens for Capital Project balances

o Close (Inactivate) a Capital Project
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Document Codes

The following table displays budget document codes used in eMARS.

eMARS eMARS
Code Document Description

BGE43 Level 1 | Capital Budget Document Capital Appropriations

BGE43 Level 2 | Capital Budget Document Capital Allotments

Budgeted Funding

BGR42 Revenue Budget 42 Document
BGPDR* Program Period Reimbursable Reimbursable Grant Funding
VT Transfer Journal Voucher Transfer

*Only required when the capital project is funded in whole or part with federal funds. This document is
covered in eMARS 501 Cost Accounting — Projects and Grants.
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2 — Budget Basics

Capital Projects

Capital Projects, regardless of the source of cash or other consideration, are defined by KRS
45.750(1)(b) through (f) as:

(b) “Capital construction item” means:

P wnNPF

The construction, reconstruction, acquisition, and structural maintenance of buildings;
The installation of utility services, including roads and sewers;
The acquisition or improvement of real property;

The purchase and installation initially or during major renovation of equipment, facilities, and
furnishings of a permanent nature for buildings;

The acquisition of any building to be occupied by any:

a. Subdivision of state government as defined in KRS 12.010 or enumerated in KRS
12.020;

b. Municipal corporation which exercises its authority on a statewide basis including, but
not limited to, the Kentucky Employees Retirement System, Teachers’ Retirement
System of the State of Kentucky, Kentucky Higher Education Student Loan Corporation,
Kentucky Lottery Corporation, Kentucky Housing Corporation, or any entity with a
governing body whose membership is substantially similar to the membership of the
governing body of a municipal corporation which exercises its authority on a statewide
basis; and

c. Institution of higher education.

(c) “Lease” means any lease, lease-purchase, or lease with an option to purchase of any real
property space occupied by:

1.
2.
3.

Any entity listed in paragraph (b)5. of this subsection;
The legislative branch; or

The judicial branch when leased from a private sector landlord.

(d) “Equipment” means:

1.
2.

Any major item of equipment, including aircraft;

Any movable furnishing, appurtenance, or other equipment, necessary to make a building
operable; and

Equipment purchased or otherwise acquired, or equipment to be purchased or otherwise to
be acquired, under a lease or lease-purchase contract or agreement or an arrangement
equivalent to a lease or lease-purchase contract or agreement.

(e) “Information technology system” means any related computer or telecommunications
components that provide a functional system for a specific business purpose and contain one
(1) or more of the following:
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4.

Hardware;

Software, including application software, systems management software, utility software, or
communications software;

Professional services for requirements analysis, system integration, installation,
implementation, or data conversion services; or

Digital data products, including acquisition and quality control.

(f) “Capital projects” means, regardless of the source of cash or other consideration:

1.

Any capital construction item, or any combination of capital construction items necessary to
make a building or utility installation complete, estimated to cost six hundred thousand
dollars ($600,000) or more in cash or other consideration;

Any lease of real property space with an annual rental cost exceeding two hundred
thousand dollars ($200,000);

The use allowance paid by the judicial branch for a real property space pursuant to KRS
26A.090(s) and 26A.115 when the use allowance for the space exceeds two hundred
thousand dollars ($200,000) on an annual basis;

Any item of equipment estimated to cost two hundred thousand dollars ($200,000) or more
in cash or other consideration;

Any lease of an item of moveable equipment if the annual cost of the lease is two hundred
thousand dollars ($200,000) or more or if the total cost of the lease-purchase or lease with
an option to purchase is two hundred thousand dollars ($200,000) or more; and

Any new acquisition, upgrade, or replacement of an information technology system
estimated to cost six hundred thousand dollars ($600,000) or more in cash or other
consideration.

It is key that each agency be thoroughly familiar with the provisions of KRS 45.750 to 45.818 prior to
the beginning of the Capital Budget Request process.

45.750 Definitions for KRS 45.760 to 45.810 — Application of KRS 45.760 to 45.810

45.760 Program recommendations — Budget bill provisions

45.763 Requirement for General Assembly authorization before state agencies, institutions of

higher education, or affiliated corporations enter into certain real property agreements

45.765 Branch budget bills
45.770 Contingency account

45.775 Capital construction surplus account

45,777 Sale of property purchased with capital construction funds

45.780 Emergency repair, maintenance, and replacement account

45.782 Statewide deferred maintenance fund

45.790 Capital Projects and Bond Oversight Committee — Membership — Meetings — Vote

required to act

45.793 Quarterly status reports on incomplete capital projects to Capital Projects and Bond

Oversight Committee
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45.795 Determinations to be made in reviewing projects — Request for Legislative Research
Commission to see injunction

45.800 Prerequisites to transfer of money from contingency account or other sources
45.810 Procedure for review of proposed bond issue — Annual report to committee

45.812 Listing of costs relating to issuance of revenue bonds authorized by appropriation of
school district

45.814 Itemized listing of costs associated with issuance of revenue bonds or notes
authorized by branch budget bill

45.816 Listing of costs relating to issuance of revenue bonds by state agency

45.818 Status report on information technology systems

Chart of Accounts

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

Fund — used to uniquely define a capital project and track the cash balance of the capital
project. All capital project funds will start with the letter “C".

Department - defines the Organizational element department
Appropriation Unit — will be defined as “CPTL”

Bureau — will be defined as “CPTL”

Unit — Organizational element established by the agency

Object — used to define the various expense elements of a capital project

Activity/Sub-Activity — for projects administered by Facilities and Support Services. Agencies
must contact Facilities and Support Services to have them assign the Activity and Sub-Activity
code.

Accounting Template ID — for projects administered by Facilities and Support Services,
agencies must create an accounting template which contains the required accounting elements
(fund, department, unit, appropriation unit), plus any agency defined accounting elements and
the Activity and Sub-Activity codes assigned by Facilities and Support Services. The
accounting template should not contain an object or revenue source code. The Accounting
Template ID should be named with the first letter as assigned by the Finance and Administration
Cabinet followed by the Fund code (e.g. Health and Family Services project would be: HC***)

Budget Structure and Levels

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

Level 1 (Appropriation) — Fund, Department, Appropriation Unit

Level 2 (Allotment) — Fund, Department, Appropriation Unit, Bureau, Object




eMARS 320 Enacting Capital Projects in eMARS

eMARS Budget Structure

Level 1 | Appropriation C21H-758-CPTL

Level 2 | Allotment C21H-758-CPTL-CPTL-E701

Kentucky’s revenue budget structure is composed of two levels with the following chart of account
elements:

Level 1 (Budgeted Funding Summary) — Fund, Department

Level 2 (Budgeted Funding Detail) — Fund, Department, Revenue Source

eMARS Revenue Budget Structure

Level 1 | Budgeted Funding Summary | C21H-758

Level 2 | Budgeted Funding Detail C21H-758-Revenue Source

Budget Fiscal Year is not included as part of the capital budget or revenue budget structures in
eMARS. The budget fiscal year on all capital projects is “9999”. This will allow the project to continue
from one fiscal year to another for the life of the project.

Type of Capital Projects

There are two major types of capital projects: Line-item capital projects and non line—item capital
projects. Line-item capital projects are those projects which are authorized by the Appropriation Acts.
Non line-item capital projects are those projects which are authorized through statutory authority, or
projects that are less than the statutory dollar threshold but are procured by Facilities and Support
Services.

Non line-item capital projects under $600,000, to be financed from an Agency'’s line-item appropriation
pool, must consult with Facilities and Support Services, Division of Engineering and Contract
Administration on the proposed Project Estimate for the project. Non line-item capital projects that are
approved by the authority set forth in KRS Chapter 45A or by the enacted appropriations bill and are
greater that $600,000 must be reported to the Capital Project and Bond Oversight Committee.

Regardless of the type of capital project, each capital project must have the following documents
processed to establish the project:

e SAS-14 Account Maintenance form — this will establish the Fund for the capital project

e SAS-5 Capital Project form — this will authorize the budget and transfer of funds for the capital
project

e Capital Budget (BGE43) document — this will establish the Appropriation and Allotment for the
capital project

e Revenue Budget (BGR42) document — this will establish the budgeted funding for the capital
project
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o Transfer (JV2T) document — this will transfer cash for the capital project

Each of these documents will be covered in detail later in the manual. The type of capital project
determines where the BGE43 and BGR42 documents originate. The following table outlines these
differences:

Document Type KBUD eMARS

Original Appropriation to establish line-item project Appropriation X

Original Appropriation to establish non line-item project Appropriation

Appropriation modification to both line-item and non line-item project X
Appropriations
Original Allotments to establish line-item and non line-item project Allotments X

Allotment modifications to line-item and non line-item project Allotments

Original Revenue Budget to establish line-item project budgeted funding X

Original Revenue Budget to establish non line-item project budgeted funding X

Revenue Budget modifications to line-item and non line-item project
budgeted funding

3 — SAS-14 Account Maintenance

The SAS-14, Account Maintenance Form, is used to Establish, Inactivate or Change a Capital Project.
The form is split into two distinct sections: FUNCTION and FUND. For Capital Projects the Function
area should be left blank, this area is for operating accounts only. Drop down lists have been provided
for the Fiscal Year, Department, 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
Operating Accounts will be covered in the Chart of Accounts/Budget and Cash Control course material.

The SAS-14 form and instructions can be found on the eMARS website at:
http://finance.ky.gov/internal/eMARS/forms/.
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SAS-14 Commonwealth of Kentucky Date: 9/1/2010
08/t ACCOUNT MAINTENANCE FORM

O Establish Reason for Change:

O Inactivate

O change

Fv:[ ] pepm:[ |

ALLOTMENT (FUNCTION TYPE)

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

[ override Allotment From: |:I 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:  ® On Budget  Enter the Function Code this Fund is to be expended from:
O off Budget
For Capital Projects Only -
If the Capital Project is funded from Bond Proceeds are the Bonds:

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

L1

O General Fund Supported O Agency Bonds ® Not Funded from Bond Proceeds

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

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
[J override Cash From::l To::l
Provide justification for cash override:
Spending Revenue
] Require Sub-Function [] Require Sub-Function
[J Require Activity [] Require Activity
O Require Sub-Activity [] Require Sub-Activity
Agency Contact Governor's Office for Policy and Management
w >
oz Fund CAFR Fund
5 8 Fund Class |Category Fund Type |Fund Group |Type Investment Pool |Template ID
E g #N/A 0 #N/A #N/A
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REQUIRED ELEMENTS:

Establish — Requesting a new Capital Project

Inactivate — Requesting to inactivate a Capital Project

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:

Leave Blank

FUND AREA:

FUND — Complete this section when requesting to establish, inactivate or change a Capital
Project Fund.
0 Select Fund Type 0200 from the drop down list.

To inactivate or change an existing Capital Project, enter the Fund. To request a new
Capital Project, leave the Fund field blank. This Fund code will be assigned by the Office of
State Budget Director and submitted to Statewide Accounting Services for processing. They
will also notify the agency contact listed on the form that the Fund has been assigned.

o0 Enter the Capital Project name.

For Restricted Funds Only — Leave Blank.

For Capital Projects Only —

o If the Capital Project is funded from Bond Proceeds check the box whether they are General
Fund Supported or Agency Bonds?

0 Is the Capital Project funded from an existing Capital Project Bond Pool: Yes or No. If yes,
enter the Fund code for the Capital Project Bond Pool.

Does this Fund accrue interest income? —

o If the Capital Project does not accrue interest income leave this section blank.

o If the Capital Project does accrue interest income, check this box. The legal authority for the
accrual of interest income (ex: IRS-IRC Section 148 & 149) as well as the account
information where the interest income should post must be completed. Fund, Dept and
Unit 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 the Governor’s Office for Policy and Management. If
the interest posts to an operating budget fund, the Function field is also required. All
remaining fields are discretionary.

Override Cash — If requesting cash override on the Fund check this box. Justification and the

From/To dates for the override must be completed.

Spending and Revenue — If this project is maintained by Finance and Administration Cabinet,

Facilities and Support Services, check the “Require Activity” and “Require Sub-Activity” box on

Spending. Contact Facilities and Support Services at (502) 564-3155 ext. 224 to obtain an

Activity and Sub-Activity code.

Agency Contact — Enter the agency contact for this request.
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SAS-14 Commonwealth of Kentucky Date: 9/1/2010
08/10 ACCOUNT MAINTENANCE FORM
(® Establish Reason for Change:
O Inactivate
O Change

FY:[2011] DEPT:[ 670 |

FUNCTION

ALLOTMENT (FUNCTION TYPE)

Function Function Type

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

[ ] oOverride Allotment From: |:|

Provide justification for allotment override:

FUND

FUNCTION
Function Function
Fund Group (AP) Type (AL) Function Function Name
FUND
Fund Type Fund Fund Name
0200 DH-Golf Course and Club House

For Restricted Funds Only -
Is the Fund:  ® On Budget
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

Enter the Function Code this Fund is to be expended from:

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

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

[ 1

(® Not Funded from Bond Proceeds

[ 1

Enter the account information where the interest income should post:

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

[ oOverride Cash
Provide justification for cash override:

Revenue

[] Require Sub-Function
[] Require Activity

[] Require Sub-Activity

Spending

] Require Sub-Function
] Require Activity

[] Require Sub-Activity

Agency Contact

Governor's Office for Policy and Management

FINANCE
USE ONLY

Fund CAFR Fund
Fund Class Category Fund Type |Fund Group |Type Investment Pool |Template ID
CPTL 0200 CPTL INT
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Completed SAS-14’s should be submitted to the Office of State Budget Director for approval. If
requesting a new Capital Project, the Office of State Budget Director will assign the Fund code and
submit the form to Statewide Accounting Services for processing and notify the agency contact listed
on the form that the Fund has been assigned.

SAS-14 Account Maintenance forms are not required to establish a Line-item project. However, if the
project will be administered by Facilities and Support Services, the agency must contact Facilities and
Support Services at (502) 565-3155 ext. 224 to obtain an Activity and Sub-Activity code.

Once the Fund has been set up in eMARS, agencies will be able to view the Fund on the Fund (Fund)
table or the Valid Fund Department Combination (VFD) table. The Fund table is searchable by the
name but not by department. The Valid Fund Department table is searchable by Department but not by
the name.

Fund Table

To access the Fund table:

1. Go to Page Search on the secondary navigation panel and enter Fund in the Page Code field and
select Browse.

Page Search

Category : w

FPage Type: L

Description : |

Page Code : |FUI-JD“

Browse Clear

Description | Page Code
+  Fund FUND

First Prev Mext Last Open With Data

11
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2. Select Open With Data.

Fund
Menu Quidk Ssarch
Fiscal Year | Fund Hame Active | Effective From | Effective To
~ 2005 0100 General Fund Yes
2005 0300 Debt Service Fund Ye=z
2006 1100 Tranzportation Fund e
20058 1200 Federal Fund Yes

2006 1300 Agency Revenue Fund “ves

First Prav Maxt Last

Save Undo Delste Insert Copy Pasts Sesazrch Fh

—wGeneral Information

*Fi (i : ]
iscal Year: 2006 Effective From :
*Fund : (0100

*Mame |Genera| Fund Effective To
*Short Name |Genera| Active :
*Bank: |G1 Budgeting :

*EFT Bank: : |G17 Caomponent Unit :
*Master Bank : |31 Fool Fund ;

Wajor Fund :
General Capital Assets (GCA) Fund -
Responsibility Center Posting :

Allow Override of Responsibility Center Posting :

—|—|t|t|—|—|—|t|t|l‘|l‘|

Allow Megative Investment Balance :

3. Select Search

2 http://kyadvuat.state.ky.us - ... |: E”E|

Fiscal Year: |

Qk Clear Cancel

&) & Internet

12
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4. Enter the search criteria and select OKk.

2 http://kyadvuat.state.ky.us - ... |: E”E|

Fiscal Year: [200R
Fund :

Name : [*HVAC
2k Clear Cancel
@ ® Internet
Fund
IMenu Quide Ssarch
Fizcal Year | Fund Hame Active | Effective From | Effective To
s 2006 CX00 Governor's Manzion HVAC and Window Replacement Yes
2006 CZ37 Thompson Hall HWVAC Yes
20068 CZ4Z2 Replace HVACL System - Winchester OET res
2006 CZ55 Replace HVAC Flemingsburg Dist.Ofc. Yes

2006 CZ56 HWAC Maintsnance & Repair

First Prev Maxt Last

Save Undo Delsts |nsert Copy Pasts Sesarch ih

~wGeneral Information

*Fiscal Year : lf‘—
2006 Effective Fram :
*Fund : [CX00

*Mame : |Gc|~;ern|:|rs Mansion HWVAC Effective To :

*2hq \ \TRR i
hart Mame |.E::. Active :

*Bank: |G1 Budgeting :

*EFT Bank : |G1 Component Unit :
*Master Bank : |31 Fool Fund
Major Fund :

General Capital Assets (GCA) Fund ;
Responsikility Center Posting :

Allow Override of Responsibility Center Posting

—|ﬂ—|—|—|—|—|t|t|l‘|l‘|

Allow Megative Investment Balance :

13
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Valid Fund Department Combination Table
To access the Valid Fund Department Combination (VFD) table:

1. Go to Page Search on the secondary navigation panel and enter VFD in the Page Code field and
select Browse.

Page Search

Category | v|

Fage Type : | v|

Description : |

Page Code |"..-’FD*

Browse Clear

De=scription Page Code

~ Valid Fund Dept Combination “WFD

First Prev Mext Last Cpen With Data

2. Select Open With Data.

Valid Fund Department Combination

Menu Quids Search

Fiscal Year | Fund Fund Hame Department Department Hame
~ 2006 CX00 Governor's Mansion HVAC and Window Replacement 785 Department For Facilitiez Management
20068 CX01 FORAGE TESTING VAN 035 Department OF Agriculture
2006 CX0Z2 PACE - AGR ENHANCEMENT FUND 035 Department OF Agriculture
2008 CX03 LARGE SCALE TEST TRUCK 035 Department Of Agriculture
2008 CX04 Maintenance Pool ova Department Of Weterans Affairs

First Prew Mext Last

Ssve Undo Delste |nsert Coov Pasts Sgarch

*Fiscal Year: [2006
*Fund : |CX00

Governors Mansion HYAC and Window Replacement
*Department: |785
Department For Facilities Management

Invalid Fund Dept Combination

14
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3. Select Search

=

A http://kyadvuat.state.... |:||E|[X| |

Fiscal Year:
Fund :
Department :

Qk Clear Cancel

ﬁ Internet

4. Enter the search criteria and select Ok

r

2 http://kyadvuat.state.... |._ E|[Z|

Fiscal Year: |2006
Fund :

Department : |07

Qk Clear Cancel

ﬁ Internet

Valid Fund Department Combination

Menu Quids Search

Fiscal Year | Fund Fund Hame Department Department Hame
v 2006 CX05 Data Center Readiness 079 Cemmenwealth Office Of Technoleogy
2008 CX06 Ky Information Highway Expansion 06-08 079 Cemmenwealth Office Of Technolegy
2006 CXO07 Enterprize Server (z/05) Upgrade/Replacement 075 Cemmenwealth Office Of Technology
2008 CX08 Public Safety Comm. Infrastructure - KEWS 079 Cemmenwealth Office Of Technolegy
2008 CX09 Enterprize Preject Management Information System 079 Cemmenwealth Office Of Technology

First Prev Next Last

Save Undo Delete Insert Copy Paste Search

*Fiscal Year: (2006
*Fund : [CX05

[Diata Center Readiness

*Department : [079

Commonwealth Office Of Technology

Invalid Fund Dept Combination

15
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Exercise — Log in 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 the assigned Employee
ID by the Personnel Cabinet.

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

Required Fields | Values

User Name Enter the Student ID shown on your student card.

Note: User Names are case sensitive.

Password Enter the Password and click Login.

Note: Passwords are case sensitive.

ADVANTAGE

User Name:|

Password :| |

Copyright @ 2001, 2008
CGI-AMS Inc.
All Rights Ressrved.

Use of this softwars is subject to
CEI-AME licens=s agreement

AMSE Advantsge® is 8

registered trademsan of
CGI-AMS Inc

Add AMS Advantage to vour Favorites

The Home Page appears
eMARS Home Page

Welcome, Rachelle Wilkins Procurement Accounis Receivable Accounts Payable CostAccounting Budget

UAT Environment - FIN
» Me=zsage Center
r Search
» History
» Favorites
» Administration
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Exercise 1 — Review Valid Fund Department Combination Table

Scenario
Agencies need the ability to find the fund assigned to a particular capital project.

Task Overview

Use the Valid Fund Department Combination table to identify the fund for a particular capital project.

Procedures

1. Go to Page Search on the Secondary Navigation panel and enter VFD in the Page Code field and
select Browse.

Page Search

Category | v|

Fage Type : | v|

Description : |

Page Code |‘..-’FD*

Browse Clear

Description Page Code

~  Walid Fund Dept Combination “FD
First Prav Mext Last Cpen With Data

2. Select Open With Data.

Valid Fund Department Combination

Menu Quids Search

Fiscal Year | Fund Fund Hame Department Department Hame
~ 2008 CX00 Governer's Mansion HVAC and Window Replacement 785 Department For Facilitiez Management
20068 CX01 FORAGE TESTING VAN 035 Department OF Agriculture
2006 CX02 PACE - AGR ENHANCEMENT FUND 035 Department OF Agriculture
2008 CX03 LARGE SCALE TEST TRUCK 035 Department Of Agriculture
2008 CX04 Maintenance Pool ova Department Of Weterans Affairs

First Prew Mext Last

Ssve Undo Delste |nsert Cooy Faste Sgarch

*Fiscal Year: [2006
*Fund : |CX00

Governors Mansion HYAC and Window Replacement
*Department: |785

Department For Facilities Management

Invalid Fund Dept Combination
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Fiscal Year :

Fund :
Department :

Qk Clear Cancel

‘ Internet

4. Enter “2006" in the Fiscal Year field and the Department from the Student Card. Select Ok.

5. The Valid Fund Department Combination table will display based on the search criteria.

Valid Fund Department Combination

Menu Quidk Search

Fiscal Year | Fund Fund Name Department Department Hame
- 2006 CX05 Data Center Readinegs 079 Cemmonwealth Office Of Technology
2006 CX06 Ky Information Highway Expansion 06-08 -] Caemmonwealth Office Of Technology
2006 CX07 Enterpriee Server (2/05) Upgrade/Replacement 07e Cemmonwealth Office Of Technology
2006 CX08 Public Safety Comm. Infrastructure - KEVWS 079 Commonwealth Office Of Technelogy
2006 CX0% Enterprize Project Management Infermation System 079 Cemmonwealth Office Of Technology

First Prav Mext Last

Szve Undo Delsts Insert Copy Paste Sesrch

*Fiscal Year: |2006
*Fund : [CX05

Data Center Readiness

*Department : |079

Commaonwealth Office Of Technaology

Invelid Fund Dept Combination
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4 - SAS-5 Capital Projects

The SAS-5, Capital Project, form is used as the authority for the financial activity pertaining to capital
projects. The document is completed by the agency and submitted to the Finance and Administration
Cabinet, Facilities and Support Services, located on the First Floor of the Bush Building, 403 Wapping
Street. After Facilities and Support Services reviews and approves the SAS-5, it will then be forwarded
to the Office of State Budget Director often accompanied by the B210 form. This form is used to
establish the overall project scope for each allotment object. If assistance is necessary Facilities and
Support Services will help the agency in the development of the cost breakdown in order to complete
this document. The Office of State Budget Director checks for legal authority, funds availability,
timeliness and priority, and ensures the requested action is in compliance with the capital project
statutes.

Agencies are required to create the eMARS Appropriation (BGE43 Level 1), Allotment (BGE43
Level 2), Revenue Budget (BGR42), and Transfer (JV2T) documents.

The SAS-5 form and instructions can be found on the eMARS website at:
http://finance.ky.gov/internal/eMARS/forms/.
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Commonwealth of Kentucky

i Yate: 51712006
] CAPITAL PROJECT e
Fund Dept Unit Activity Ai:\lr::;y AccounhnlgDTemplate Project Manager
eMARS Document Numbers
Agency
Project
Name
Project Project
Location Estimate
Appropriation (BGE43 Level 1) Allotment (BGE43 Level 2) Receipts/Transfers (JV2T)
Event Type Amount (+/-) Object Amount (+/-) Object Amount {+/-)
Current Amount Current Amount Current Amount
IncreasefDecreasse
Increase/Decrease
Increase/Decrease
Increase/Decrease
Increase/Decrease
Revised Amount 0.00] Revised Amount 0.00{ Revised Amount 0.00]

Cash Transfers (JV2T)
BFY Fund Dept Unit Function | Object Description Amount

Revenue Budget (BGR42)
Rever‘;:}e dzource Current Amount Increase/Decrease Revised Amount JV2T Audit Check
0.00 Receipts/Transfers 0.004
Cash Transfers 0.004
Balance 0.004
Total 0.00 0.00 0.00
Event ; Event
Fund Dept Type Amount (+/-) Paol Insnsisa/Dadrease Fund Dept Type Amount (+/-)
Appropriation (BGE43 Level 1)
Depl. for Facilites and Supporl Services, Financs and Adminigtration Cabingl Faolicy and Budgel Analysl, Governor's Office for Policy and Management
Agency Signalure or's Office for Policy and Managamaenl
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Commonwealth of Kentucky

SASS Date: 5172006

22006 CAPITAL PROJECT Page 2 of 2
Cash Transfers (JV2T) Continued

BFY Fund Dept Unit Function | Object Description Amount

Project Description or Information:

CODE LISTING TO COMPLETE THE CAPITAL PROJECT FORM

APPROPRIATION (BGE43 LEVEL 1) EVENT TYPE JV2ZT TRANSFER FROM OPERATING FUND TO CAPITAL FUND

X001 Regular Budgst TEOC Will always be used to transfer from an Operating Fund to Capital Fund
X010 Other Budget Revision

X050 Maintenance Fool Appropriation M1 __ Plus the Operating Fund Type you're transferring from

X060 Appropriation from MNon-Maintenance Pool Example: M113 for 1300 Fund Type

XoTo Appropriation - Heritage Land Consarvation

X080 Appropriation - Coal Severance Tax

X500 Equipment/Purchase Contingency Fund JVIT TRANSFER FROM CAPITAL FUND TO OPERATING FUND

XB00 Emergency, Repair, Maintenance and Replacement

X640 Statewide Deferred Maintenance Fund T6_ _ Plus the Operating Fund Type you're transferring to

XBGE Backout for Closed Projects Example: T&13 for 1300 Fund Type

ALLOTMENT (BGE43 LEVEL 2) OBJECT NA1OC Will always be used to transfer from a Capital Fund to Operating Fund
E701 Architect and Engineer Fees

E703 General Construction

E704 Liens OPERATING FUND TYPES

E710 Computer Equipment

E712 Movable Equipment Furnishings 01  General Fund 03 DebtService Fund

EV17 Land/Right of Way 11 Transportation Fund 12  Federal Fund

E718 Legal and Administration Costs 13 Agency Revenue Fund 14  Other Special Revenue Fund
ET23 Ajrcraft and Related Equipment 21 State Parks Fund 22 State Fair Board Fund

EVz4 Special Mobile Equipment 28  Horse Park Commission Fund 32  Computer Services Fund
E725 Miscellaneous Expenses 35  Prison Industries Fund 36  Central Printing Fund

ET26 Agency Labor 37  Property Management Fund 65 Tobacco Fund

EVZ7 Agency Material and Equipment

E728 Service by Other Agencies

ET29 Capital Construction Grant

ET32 University Construction Reimbursement JVZT INTRA-FUND CODES - Capital Fund to Capital Fund

E734 Economic Development Bond Loans

Each Object Code will begin with an "M "ora™ T"
REVENUE SOURCE CODE (BGR42)

873 General Fund
BFEF Bond Fund 874 Federal Fund
BFCO Equipment/Purchase Contingency Fund 875 Bond Fund
BFDM Statewide Deferred Maintenance Fund &7e Emergency, Repair, Maintenance & Repl 1t Fund
BFEM Emergency Repair, Maintenance & Replacement Fund a7r7 Equipment/Purchase Conlingency Fund
BFFF Federal Fund a7s Agency Fund
BFGF General Fund 879 Investment Income Fund
BFII Investment Income 880 Other Fund
BFOF Other Fund 881 Road Fund
BFRD Road Fund 882 Capital Construction Surplus Fund
BFRF Agency Revenue Fund 883 Surplus Bond Proceads
BF3U Capital Construction Surplus Fund 884 Statewide Deferred Maintenance Fund
BFTE Tobacco Fund B85 Coal Severance
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SAS-5 Page 1 Instructions

Fund (Required) - A unique four (4) character code beginning with the letter (C) is assigned on the
SAS-14 Account Maintenance Form when requested by the agency and approved by the Office of
State Budget Director for new projects. (Example: C123).

Department (Required) - Three (3) character department code where the project is established
(Example: 670).

Unit (Required) - Four (4) character organizational element defined by the agency.

Activity - Four (4) character field that agencies must request from Facilities and Support Services for
all Facilities administered projects.

Sub-Activity — Two (2) character field that agencies must request from Facilities and Support Services
for all Facilities administered projects.

Accounting Template ID - 6 character field for the agency and Facilities use in order to specify an
accounting string for contracts and payment documents. For projects administered by Facilities and
Support Services agencies must create an accounting template which contains the required accounting
elements (fund, department, unit, appropriation unit), any agency defined accounting elements and the
Activity and Sub-Activity codes assigned by Facilities and Support Services. The accounting template
should not contain an object or revenue source code. The Accounting Template ID should be named
with the first letter as assigned by the Finance and Administration Cabinet followed by the Fund code
(e.g. Health and Family Services project would be: HC***)

Project Manager (Required) - Manager responsible for the project.
Agency (Required) - Name of agency where project is located.
Project Name (Required) - 60 characters as reflected on the SAS-14 Account Maintenance Form.

Project Location (Required) - The location of the project (Example: County, City, State Park, or
Building).

Project Estimate (Required) - Estimated cost of the project.

eMARS Document Numbers (Required) — Enter the eMARS document numbers. When creating the
eMARS documents (do not use automatic numbering) the document number should begin with “CPTL-"
followed by the Fund and a sequential number. (Example: CPTL-CY01-1).

APPROPRIATION (BGE43 LEVEL 1)
Information provided below is used to create the eMARS Appropriation (BGE43 Level 1) document to
establish or modify project Appropriation amounts.

Current Amount (Required) - Enter the total life-to-date Appropriation of the project.

Event Type - The drop-down provides a list of valid Appropriation event types (Example: X050).
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Amount - Enter the amount of the increase/decrease requested.

Revised Amount - This amount is automatically calculated by adding the increases and subtracting the
decreases from the Current Amount.

ALLOTMENT (BGE43 LEVEL 2)
Information provided here is used to create the eMARS Allotment (BGE43 Level 2) document to
establish or modify project Allotment amounts.

Current Amount (Required) - Enter the total Allotments to-date of the project.

Object - The drop-down provides a list of valid object codes (Example: E703).

Amount - Enter the amount of the increase/decrease requested.

Revised Amount - This amount is automatically calculated by adding the increases and subtracting the

decreases from the Current Amount.

RECEIPTS/TRANSFERS (JV2T)
The following section, Receipts/Transfers (JV2T), is used in creating the eMARS JV2T document.

Current Amount (Required) - Enter the total life-to-date receipts of the project.

Object - The drop-down provides a list of valid receipt codes (Example: N879).

Amount - Enter the amount of the increase/decrease requested.

Revised Amount - This amount is automatically calculated by adding the increases and subtracting the

decreases from the Current Amount.

CASH TRANSFERS (JV2T)
Information provided below, combined with the Receipts/Transfers section described above, are used
to create the eMARS JV2T document to transfer cash to and from the project.

BFY - Four (4) digit budget fiscal year associated with the source/destination cash account. If the
source/destination cash account is a capital account, enter “9999".

Fund - Four (4) character fund associated with the source/destination cash account.
Dept - Three (3) character department code associated with the source/destination cash account.
Unit - Four (4) character organizational element associated with the source/destination cash account.

Function - Four (4) character budgetary code associated with the source/destination cash account.
This field is required for operating source/destination accounts.

Object - Four (4) character object code associated with the source/destination cash account. The
drop-down list provides valid codes.
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Description — Sixty (60) character field provided for the name of the source/destination account.
Amount - Amount of the increase/ decrease associated with the source/destination cash account.
Additional lines are provided on the second page for Cash Transfers (JV2T) Continued Information.
REVENUE BUDGET (BGR42)

The information provided below is used to create the eMARS Revenue Budget (BGR42) document for
establishing/modifying the projects budgeted funding.

Revenue Source Code - Four (4) character revenue source code funding the project. The drop-down
provides a list of valid codes (Example: BFII).

Current Amount - Enter the life-to-date revenue budget for the revenue source code.
Increase/Decrease - Enter the amount of the increase/decrease requested.

Revised Amount - This field is automatically calculated by adding the increases and subtracting the
decreases from the Current Amount.

Total - The total entered above for all revenue source codes are automatically calculated.

POOL INCREASE/DECREASE APPROPRIATION (BGE43 LEVEL 1)

Pool Increase/Decrease Appropriation fields are REQUIRED if Appropriations are being transferred
from/to the source/destination pool account such as: Maintenance Pools, Appropriated Clearing
Accounts, etc. This information will be used to create the necessary eMARS Appropriation (BGE43
Level 1) documents for transferring the pool Appropriation amounts.

Fund - Four (4) character code pertaining to the Appropriation for a Capital Project (Example: C123)
Dept - Three (3) character department code where project is established (Example: 670).
Event Type - The drop-down provides a list of valid appropriation event types (Example: X050).

Amount - Enter the Appropriation increase/decrease amount requested.

SAS-5 Page 2 Instructions

Cash Transfers (JV2T) Continued — Additional lines (if necessary) have been provided for the JV2T
information. Follow the instructions from page 1 in completing this section.

Project Description or Information - This field provides narrative information so policy makers can
make informed decisions. The information should include all pertinent facts related to the requested
action(s).
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Commonwealth of Kentucky

SASL Diate:; 6/21/2006
i CAPITAL PROJECT Bgst or 2
; o Sub- | Accounting Template ;
Fund Dept Unit Activity Activity D Project Manager
CYO05 G670 UNIT 1234 oo CCYO05 Doug Price
MARS D t Number
Agency  Department of Parks & et
Project CPTL-CYO05-0
Name BL - Miscellaneous Campsite Repairs
Project Project
Location Blue Licks State Resort Park Estimate 11,500.00
Appropriation (BGE43 Level 1) Allotment (BGE43 Level 2) Receipts/Transfers (JV2T)
Event Type Amount (+/-) Object Amount (+/-) Object Amount {+/-)
Current Amount 0.00] Current Amount 0.00[ Current Amount Q.00
Increase/Decrease X050 11.,500.00] E701 5.000.00 NE79 11,500.00
Increase/Decrease E703 6,500.00
Increase/Decrease
Increase/Decrease
Increase/Decrease
Revised Amount 11,500.00] Revised Amount 11,500.00] Revised Amount 11,500.00|
Cash Transfers (JV2T)
BFY Fund Dept Unit Function Cbject Description Amount
9999 CZ86 670 UNIT T879 Investment Maintenance Pool -11,500.00
Revenue Budget (BGR42)
RB\!‘GI";I:L:)S dzource Current Amount Increase/Decrease Revised Amount JV2T Audit Check
BFII 0.00)] 11,500.00) 11,500.00 Receipts/Transfers 11,500.00)
Cash Transfers -11,500.00
Balance 0.004
Total 0.00 11,500.00 11,500.00
Event Event
FHis CloRt Type AUt Pool Increase/Decrease Eing L8Pl Type AmOUnE(#)
CZB86 670 X050 -11,500.00 Appropriation (BGE43 Level 1)
Depl. for Fagilites and Supporl Services, Finances and Adminiglration Cabinel Paolicy and Budgel Analysl, Governor's Office for Policy and Managemant
Agency Signalure i Buggel Drector, Governor's Office for Pelicy and Management
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—_— Commonwealth of Kentucky T
BAL ate: B/211.
Srigon CAPITAL PROJECT Poge2of 2

Cash Transfers (JV2T) Continued

BFY Fund Dept Unit Function | Object Description Amount

Project Description or Information:

The Department of Parks requests that a project be established to perform miscellaneous repairs to the campsites at Blue Licks State Resort
Park.

Subject to your approval, we are requesting the transfer of $11,500 from the Department's Miscellaneous Maintenance Pool (CZ86-670)
and allotted to the following object codes:
E701 - $5,000 and ET03 - $6,500

CODE LISTING TO COMPLETE THE CAPITAL PROJECT FORM

APPROPRIATION (BGE43 LEVEL 1) EVENT TYPE JV2ZT TRANSFER FROM OPERATING FUND TO CAPITAL FUND

X001 Regular Budget TBOC Will always be used to transfer from an Operating Fund to Capital Fund
X010 Cther Budget Revision

X050 Maintenance Pool Appropriation M1 __ Plus the Operating Fund Type you're transferring from

X060 Appropriation from Non-Maintenance Pool Example: M113 for 1300 Fund Type

XoTo Appropriation - Heritage Land Conservation

X080 Appropriation - Coal Severance Tax

X500 Equipment/Purchase Contingency Fund JV2T TRANSFER FROM CAPITAL FUND TO OPERATING FUND

XB00 Emergency, Repair, Maintenance and Replacement

X640 Statewide Deferred Maintenance Fund T6_ _ Plus the Operating Fund Type you're transferring to

XBGE Backout for Closed Projects Example: T&13 for 1300 Fund Type

ALLOTMENT (BGE43 LEVEL 2) OBJECT NA1OC Will always be used to transfer from a Capital Fund to Operating Fund
E701 Architect and Engineer Fees

E703 General Construction

E704 Liens OPERATING FUND TYPES

E710 Computer Equipment

E712 Movable Equipment Fumnishings 01  General Fund 03 DebtService Fund

EV17 Land/Right of Way 11 Transportation Fund 12 Federal Fund

E718 Legal and Administration Costs 13 Agency Revenue Fund 14  Other Special Revenue Fund
ET23 Ajrcraft and Related Equipment 21 State Parks Fund 22  State Fair Board Fund
EVz4 Special Mobile Equipment 28  Horse Park Commission Fund 32  Computer Services Fund
E725 Miscellaneous Expenses 35  Prison Industries Fund 36 Central Printing Fund

ET26 Agency Labor 37  Property Management Fund &5 Tobacco Fund

EVZ7 Agency Material and Equipment

E728 Service by Other Agencies

ET29 Capital Construction Grant

ET32 University Construction Reimbursement JVZT INTRA-FUND CODES - Capital Fund to Capital Fund

E734 Economic Development Bond Loans

Each Object Code will begin with an "N "ora™T"
REVENUE SOURCE CODE (BGR42)

873 General Fund
BFBF Beond Fund 874 Federal Fund
BFCO Equipment/Purchase Contingency Fund 875 Bond Fund
BFDM Statewide Deferred Maintenance Fund &7e Emergency, Repair, Maintenance & Repl 1t Fund
BFEM Emergency Repair, Maintenance & Replacement Fund a7r7 Equipment/Purchase Contingency Fund
BFFF Federal Fund a7s Agency Fund
BFGF General Fund 879 Investment Income Fund
BFII Investment Income 880 Other Fund
BFOF Other Fund 881 Road Fund
BFRD Road Fund 882 Capital Construction Surplus Fund
BFRF Agency Revenue Fund 883 Surplus Bond Proceads
BF3U Capital Construction Surplus Fund 884 Statewide Deferred Maintenance Fund
BFTE Tobacco Fund B85 Coal Severance
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5 — Capital Budget (BGE43) Document

The Capital Budget (BGE43) document is used to establish or modify an Appropriation or Allotment for
a capital project.

Let's look at how to create a Capital Budget Document (BGE43).

1. From the Capital Budgets Workspace, expand the Documents section on the page or select
Documents from the secondary navigation panel.

2} AMS Advantage - Microsoft Internet Explorer

" Ih\\ : ADVANTAGE Personalize  Help An:n:asslhlllty_L-:rg-nt

ome, Rachell Procuremert 2 ble Accounts able counting  Budget

Budget

Sawe Al Close Capital BudgEtS

Operating Budgets
Capital Budgets Meny

Incpuiries This area contains the inquiries and documents used to process and manage capital projects.
Documents

Management Budgets

- ¥ Inquiries
Thiz zection contains inquiries used to view appropriation, allotment, and cash balances for
capital projects.

Approprigtion Inguing (BGQEE LW
Allotment Inguing (BEGELWE
Eevenue Budget- Lewel 1 (BOG2ZLW1]
Fevenus Budget- Lewel 2 (BO42 W2
Cash Balances (CHALSD)

- % Documents
Thiz zection contains the documents used to establizh ar modify an appropriation, allotment, on
revenue budgetfor a capital project.

~'Capital Expense Budget (B G ESS)

Capital Revenue Budget (BERE
Transfers (IWET)

G ' Internet
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2. Select Capital Expense Budget (BGE43).

3 AMS Advantage - Microsoft Internet Explorer

DV‘ANT‘AG E Personalize Help Accessibility Logout

Budoet
Save Restart Save Al C i
Dol eers Document Catalog
Capital Budgets Creste

Inguiries
Documernts b
" Capital Expenze Buddet (f
Capital Revenue Buddget (| X
T Trensters(venn | Code |EIGE43 Unit : |

Management Budgets Dept - ,7 o |

whocument ldentifier

r PUser Information ]

r BDocument State ]

Browse Clear

| Actian Many I
Open ¥alidate Submit Copy
Code | Dept. | Unit 1] Comments | Version | Function | Phase | Status Date User ID Amount | Active
[ BGE43 085 UMIT  CPTL-CY02-0 M 1 Mew Final Submitted 3M706  bsimons 000 true
|:| BGE43 085 UMIT  CH1 7BESEL DG 01 Mo 1 Mew Firal Submitted 35306 rwilkins 000 true
|:| BGE43 450 UMIT 0600000003 Mo 1 Mew Firal Submitted 35306 fomes 000 true
[] BGE43 670  UMIT  CPTL-CYO1-0 ] 1 Mew Final Submitted  3M006  sgames 000 true
[ BGEs3 &0 UMIT  CPTL-CY01-1 [{a] 1 Mew Final Submitted 31506 throvles 000 true
[] BGE43 E7O URIT  CPTL-CH01-CLOSE [{s] 1 Mew Final Submittedd  3M506  throvles 000 true
|:| BGE43 670 UMIT  CESEJERNYYILEY ] Mo 1 Mew Firal Submitted 3806 soames 000 true
|:| BGE43 670 UMIT — CEISTTSWYRCOMNYCTR Mo 1 Mew Firal Submitted 3806 soames 000 true
|:| BGE43 TES QOSED BL1 0600000001 Mo 1 Mew Firal Submittedt  1M06  sweatherford 000 true
[ BGE43 785 QB0 BL10600000002 1] 1 Mew Final Submittedd  1H06  sweatherford 000 true
L First Prev Mext Last
Menu
b
< | 3
@ G G Internet
3. Complete the following information:
Dept Enter the requesting department number
Unit Enter a Unit code for the department
ID CPTL-FUND-# (Fund will equal the fund of

the project, # will be a sequential number
assigned by the user. Example: CPTL-
CYO00-0)

Select Create.
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——
eMARS

Document Catalog

Search

]
—whocument ldentifier

Code : [BGE43 Unit : [UNIT
Dept.: |570 D : [CPTL-CYO0-0

—wOther Options
Auto Mumbering . []

Create Template © []

Create

Ienu

4. Select Create.

Home ersonalize

ADVANTAGE

lkir

Accourts Rec

Procuremert  Bucoet

BGE43 - 670- CPTL-CY00-0- 1- New- Draft
| Action Marui I

Document View
+ Header Load Constraints
Appropristion Budoet Header

| fpproprefion Controls _

Expense Budget Transaction Date:|
Expense Controls )
Document Comments Budget Fy':

Document History .
Fiscal Year:

Document Reference

Future Triggering Period : ’7
StartDate:[
End Date : ’7

Created By rwilking
Created On : 037252006
Modified By © rwilkins
Modified On : 037262006

[ Save T L T Print T Valdale T Subrmif T Close ]

henu
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5. This is the Header of the document. Always enter “9999” in the Budget FY. The remaining fields
leave blank.

Personalize Help Accessibility

Budget |
Save Restart Save Al BGE43 - 670- CPTL-CY¥00-0- 1- New- Draft

| Action Mer |

Document View
+ Header Load Constraints
Appropristion Buddget Header

Appropration Controls .
Expense Buddet Tranzaction Date : i
Expense Controls ]
Document Comments Budget FY !9999
Document History P i-—
Document Reference Istalreat:
Future Triggerin, Period - [—
Start Date : |
End Date : [—

Created By @ rwilking
Created On : 03/25/2006
fodified By © rwilking
Modified On : 03/26/2006

[ swe [ o [ Fit [ vawsae [ suwmi [ ciose ]

Meny

6. Select Appropriation Budget from the secondary navigation panel.

Help Accessibility

A DVAANTA(} E Personalize
ment  Budiet : 1 = =) i

Budget |
Save Restart Save AIC | BGE43 - 670- CPTL-CY00-0. 1- New- Draft

Ll | Action Man I

Document View

7 Byorcpriaiion Budael _
Appropration Controls Inzert Mew Line [nsert Copied Line First Prew Mest Last
Expense Budget
Ebeise piE Appropriation Budget

Document Comments

Document History Action : Budget Fy: !_‘

w Event Type i_‘ Fiscal Year: ’7
Mame : | Period : !—
startDate: [T Fond:[ B
End Date : !7 Department : !_‘
Dallar Amount i— Appr Unit : ’—

Increase/Decrease Contact: !

Contact Mame

Cescription :

House Bill Mumber :

[ sawe Y unds | et J Vaidwe | Submt ] Ciose |

hlenu
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7. Use this screen to enter the Appropriation for the capital project. Select Insert New Line.

Personalize

Home G Accessibility

PIIRY.  ADVANTAGE

Procurement Budget Accounts Receivable Accourts Pavable Cost Accourting

| BGE43 - 670- CPTL-CY00-0- 1- New- Draft

| Actian Many I
”—eader
omm Budget FY | Fund | Department | Appr Unit | Dollar Amount | Increase/Decrease
+ Sppropristion Budget - B £ EE
Appropration Controls &% A Incresse
Expenze Budiet Insert Mew Line Insert Copied Line Firzt Prew Hesdt Last
Expense Cortrols

Document Comments

Document History Appropriation Budget
Document Refsrencs Action : | New v Budgst F -
Event Type : ]— Fiscal Year I—
Marme : | Perind : ]—
Statpate:[ Fund:[ B
End Diate ]—_ Department : ]—
Dallar Amaunt ]—_ Appr Unit I—
Increase/Decrease : | Increase v | Cuntact:f—

Cantact Mame :

Descliption :

Hause Bill Mumber : |

[ save Y e [ Ait Y Veidate |  Submt | Cioee ]

hdeny

8. The following table defines the fields used on the Appropriation Budget screen:

Action New or Modify. New if this is a new Appropriation. Modify if modifying an
existing Appropriation.

Event Type This is used to differentiate different “types” of Appropriation budgets such as:
Regular Budget, Maintenance Pool Appropriation and Other Budget Revision.

Name Leave blank. The capital project name is maintained on the Fund table.

Start Date Leave blank. The start date for the capital project is maintained on the Fund
table.

End Date Leave blank. The end date for the capital project is maintained on the Fund
table.

Dollar Amount Enter the dollar amount. Enter whole dollar values. Do not enter decimal

amounts unless closing the project.

Increase/Decrease Increase or Decrease indicator. Determines if the amount is an increase to the
budget or a decrease.

Budget FY Leave blank. It will be inferred from the Header.

Fiscal Year Leave blank. It will be inferred from the system date.
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P —

Period Leave blank. It will be inferred from the system date.

Fund Fund code assigned to the capital project.

Department Department code for the department responsible for the capital project.

Appr Unit “CPTL”

Contact Leave blank. Not used on this document.

Description May be used to enter a description.

House Bill Number Enter the year the Capital Project was established or the first year of the
biennium for line item capital projects.

9. Select Expense Budget from the secondary navigation panel.

3 AMS Advantage - Microsoft Internet Explorer

VANTAG E Home  Personalize Accessibility
Procurement  Budget Cool hle CioLrtin
BGE43 - 670- CPTL-CY00-0- 1- New- Draft
| Action Menu I

Document View

First Frew Mext Last

Header Z "
NG Budget FY | Fund | Department | Appr Unit | Bureau | Object | Dollar Amount | Increase/MDecrease

Inzert Mew Line Insert Copied Line

Appropration Cordrols

~ Expense Budiget

Expenze Cortrols Ferform Budget Rollup Smart Budget Rollup

Document Comments Expense Budget

Document Histol .

Document Reference Action : Budget P

Future Triggering Event Type | Fiscal Year :
Mame : | Feriod :

Start Date -
End Date :
Collar Amount ©

Increase/Decrease

Fund li
Department : ’7
Appr Unit - ’7
Bureau : li
obect:[ B
Cantact : ’7

Contact Name :

Description :

House Bill Mumber : |

r Save

T vnds [ et [ vaidae [ Sumit ]

Cloze ]

G Inkernet

32




eMARS 320 Enacting Capital Projects in eMARS

10. Use this screen to enter the Allotment(s) for the capital project. Select Insert New Line.

VAANT‘AG E Home Personalize Help Accessibility Logout

Procurement Budget  Acc cCol hle coounting

BGE43 - 670- CPTL-CY00-0- 1- New- Draft

| Action Menu I
Document View
Header Z "
TSR : Budget FY | Fund | Department | Appr Unit | Bureau | Object | Dollar Amount | Increase/Decrease
Appropration Cordrols &% ¥ Increasze
" Expense Budget Insert Hew Line Inzert Copied Line First Prew Hest Last
Expense Cortrols
Document Comments
Document History Perform Budget Rollup Smart Budget Rollup
Document Reference Expense Budget
Future Triggerin Action Budget FY :
Event Type : Fiscal Year:
Mame : | Feriod :
Start Date Fund :
End Date : Department ;
Dallar Amount ; Appr Unit
IncreaseiDecrease Bureau :
Object:

Contact :

Contact Mame :

Description

House Bill Mumber : |

[ Sawe J Unio  J Pt | vawdwe J  Submt J  Close |

Menu

@ Done G G Internet

11. The following table defines the fields used on the Expense Budget screen:

Action New or Modify. New if this is a new Allotment. Modify if modifying an existing
Allotment.

Event Type Enter XCAP if adding or modifying allotments, X666 if closing a capital project.

Name Leave blank. The capital project name is maintained on the Fund table.

Start Date Leave blank. The start date for the capital project is maintained on the Fund
table.

End Date Leave blank. The end date for the capital project is maintained on the Fund
table.

Dollar Amount Enter the dollar amount. Enter whole dollar values. Do not enter decimal
amounts unless closing the project.

Increase/Decrease Increase or Decrease indicator. Determines if the amount is an increase to the
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budget or a decrease.

Budget FY Leave blank. It will be inferred from the Header.

Fiscal Year Leave blank. It will be inferred from the system date.

Period Leave blank. It will be inferred from the system date.

Fund Fund code assigned to the capital project.

Department Department code for the department responsible for the capital project.

Appr Unit “CPTL”

Bureau “CPTL”

Object Enter the expenditure object code. Capital project Allotments are at the Object
level. Example: E703.

Contact Leave blank. Not used on this document.

Description May be used to enter a description.

House Bill Number

Enter the year the Capital Project was established or the first year of the
biennium for line item capital projects.

Let’s walk through the steps for the two types of capital projects:

Line-ltem Capital Project

The 2004-2006 Appropriation bill as enacted contains a line-item Appropriation for $875,000 funded
from the General Fund. The project is within the Finance and Administration Cabinet, Department of
Revenue. The Office of State Budget Director has assigned Fund — CY06 to the project and loaded the
Appropriation and Revenue Budget from the Appropriations bill into eMARS. The agency has
determined that the Allotments will be as follows:

E701 Architect and Engineer Fees $425,000
E703 General Construction $450,000
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1. From the Capital Budgets Workspace select Capital Expense Budget (BGE43) from the secondary
navigation panel under documents.

2 AMS Advantage - Microsoft Internet Explorer

DVAANT‘AG E : Persocnalize Help Accessibility Logout

ment  Budget

Budget

Save Rectart Save Al C
Operating Budgets Document Catalog
Capital Budgets Creste

Inguiries
Documents ok
~ Capital Expense Budget (F
Capital Revenue Budget (| .
T lestersgven || Code : |BGE43 Unit: |

Management Budgets Dept. : ’7 D |

whocument ldentifier

r bUser Information ]

r PDocument State ]

Browse Clear

| Actian Many I
Open Yalidate Submit Copy
Code | Dept. | Unit 1] Comments | Version | Function | Phase | Status Date User ID Amount | Active
[ BGE43 095 UMIT  CPTL-CY02-0 [{la] 1 Mew Final Submitted 3706 bsimons 000 true
[] BGE43 085 URIT  CHA FBGERL DG 01 M 1 Mew Final Submittedd 3306 rwilking 000 true
|:| BGE43 450 UMIT 0600000003 Mo 1 Mew Firal Submitted 35306 fomes 000 true
[] BGE4s 70 URIT  CPTL-CY01-0 [{la] 1 Mew Final Submitted  3M0M06  sgames 000 true
|:| BGE43 670 UMIT  CPTL-CY01-1 Mo 1 Mew Firal Submitted 3MS06  throvies 000 true
[] BGE43 E7O UMIT  CPTL-CY01-CLOSE 1] 1 Mew Final Submitted 31506 throyles 000 true
[ BGE43 E7O UMIT  CZEEJEMMYWILEY] M 1 Mew Final Submitted 3806 sgsmes 000 true
|:| BGE43 670 UMIT — CEISTTSWYRCOMNYCTR Mo 1 Mew Firal Submitted 3806 soames 000 true
|:| BGE43 TES QOSED BL1 0600000001 Mo 1 Mew Firal Submittedt  1M06  sweatherford 000 true
|:| BGE43 TES QOSED BL10S00000002 Mo 1 Mew Firal Submittedd  1M/06  sweatherford 000 true
First Prev Mest Last
Meny
w
< | &
@ G 0 Inkernet
2. Complete the following information:
Dept 130
Unit This will be different depending on the
department. For this example, we will use
UNIT.
ID CPTL-CY06-0

Select Create.
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Document Catalog

Search

sk
—whocument ldentifier

Code : [BGE43 Unit : [UNIT
Dept.: [130 ID : |CPTL-CYOB-D

Auto Mumbering : []
Create Template © []

Create

Menu

3. Select Create.

Bucleet

BGE43 - 130- CPTL-CY06-0- 1- New- Draft
| Actian Manu I

Document View

* Header Load Constraints
Appropriation Budaet Header
Approgration Controls -
Expense Budget Transaction Date

Expenise Cortrols
Document Comments Budget P Ii

Document History )
Fiscal Year:

Document Reference

Future Triggering Period:[
statDate: [
End Date li

Created By : rwilkins
Created On . D9/1802006
Moadified By : rwilkins
Modified On : 05/18/2006

r Save T Uy T Print T Validate T Submit T Cloze ]

henu
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Bulet

BGE43 - 130- CPTL-CY06-0- 1- New- Draft

| Actian Menu I

Document View

~ Header Load Constraints
Approgristion Budcet Header

Approgpration Controls -
Expense Budget Transaction Date
Expense Contrals )
Document Comments Budget - [3393

Document History Fi Iy . ’7
Document Reference Iscalvear.

Future Triggering Period

Start Date -

End Date :

Created By rwilkins
Created On ;0 051872006
Maodified By ; rwilking
Modified On: 050 82006

[ swe [ unde [ Pt [ vaigae [ Submit [ ciose ]

fdznu
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5. Select Expense Budget from the secondary navigation panel and then select Insert New Line.

VAANT‘AG E Home Personalize Help Accessibility Logout

Procuremert bile zcounting  Bucdget

BGE43 - 130- CPTL-CY06-0- 1- New- Draft

| Action Menu I
Document View
s :
A ppropriation Budaet : Budget FY | Fund | Department | Appr Unit | Bureau | Object | Dollar Amount | Increase/Decrease
Appropration Cordrols &% v Increasze
~ Expense Budget Inzert Mew Line Insert Copied Line First Prew Next Last

Expense Cortrols
Document Comments
Document Higtory Perform Budget Rollup Smart Budget Rollup
Document Reference Expense Budget

Future Triggering Action ; BudsetFy:[
Event Type : Fiscal Year:
Mame : | Period : ,7
Start Date ’7 Fund : li
End Date : ’7 Department ; ’7
Dallar Amount ; ’7 Appr Unit ’7
IncreaseiDecrease Bureau : ’7
ogect:[ B
Caontact : ’7

Contact Mame :

Description

House Bill Mumber : |

[ Sawe J Unio  J Pt | vawdwe J  Submt J  Close |

Menu

@ Done G Inkernet

6. Enter the following:

Action New. Even though the Appropriation already exists, this is the first time it has
been allotted.

Event Type XCAP

Name Leave blank. The capital project name is maintained on the Fund table.

Start Date Leave blank. The start date for the capital project is maintained on the Fund
table.

End Date Leave blank. The end date for the capital project is maintained on the Fund
table.

Dollar Amount 425000

Increase/Decrease Increase
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Budget FY Leave blank. It will be inferred from the Header.
Fiscal Year Leave blank. It will be inferred from the system date.
Period Leave blank. It will be inferred from the system date.
Fund CYO06

Department 130

Appr Unit “‘CPTL”

Bureau “CPTL”

Object E701

Contact Leave blank. Not used on this document.
Description Leave blank.

House Bill Number | 2004
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DVAANT,AG E Home Personalize Help Accessibility Logout

Procurement  Ac Lcoourts Pavable zounting  Bucloet

Budget S

Save Restan Save AIC | BGE43 - 130- CPTL-CY06.-0- 1- Mew- Draft
-0 1

Lcton s )
Header Budget FY | Fund | Department | Appr Unit | Bureau | Object | Dollar Amount | Increase/Decrease
Appropristion Budget H B BB l

Appropration Cortrols &% &
" Expenze Budiet

Expense Cortrals
Document Comments
Document History Ferform Budget Rollup Smart Budget Rollup
Document Reference Expense Budget

ERIENTIRE M) Action : Budget FY : l—
Event Type : W Fiscal Year: I—
Name | Period : l—
Start Date:l— Fund:lW
End Date:l— Depanment:|13‘0—
DollarAmount: [125000 Apprunit:[CcPTL B
Increasel/Decrease Bureau W
object:[E701 B
Caontact : l—

Contact Mame :

Increase

Inzert Mew Line Insert Copied Line

First Frew Mext Last

Description

House Bill Murnber I2DD4

{ sawe B Undo [ Pt [ vaidate [ Submit [ Ciose ]

Menu

# Internet

7. There are two ways to create a second line. Insert New Line will insert a new line. Using this
option, the user will have to enter all of the information for the line. If the second line is for the same

Appropriation but a different object, the easiest way is to copy the line and change only the fields
that need to change.

BGE43 - 130- CPTL-CY06-0- 1- New- Draft

Budget FY | Fund | Department
& By v

Insert Nemine Insert Copied Line

\
To copy the line, select the copy line icon.
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8. Select Insert Copied Line.

2 AMS Advantage - Microsoft Internet Explorer

ADVANTAGE

Budget
fzez fanan lzee BGE43 - 130- CPTL-CY06-0- 1- New- Draft

Home Personalize Help ssibility

LT Art: urting  Bucdcet

Document View

| Action Meny I

Header Budget FY | Fund | Department | Appr Unit | Bureau | Object | Dollar Amount | Increase/Decrease

Appropristion Buddget

Appropration Cortrols 3% CYOE 130 CPTL CPTL EFl1 $425,00000 Increase
7 o
Egpenee el b4 v CY06 130 CPTL CPIL ETM $425,000.00 Increase
Expense Cortrols
Document Comments Insert Mew Line Insert Copied Line First Prew Next Last
Document History
EEREE DU e Ha Perform Budaet Rollup Smart Budaet Rollup
(I Wl =L Expense Budget
Action Budget FY :I
Event Type I}{CAF’ Fiscal Year :I
Narme : | Perind :I
Start Date : Fund : ICYDB
End Date : Department : |130
Dollar Amount : [§425 000 00 Appr Unit: [CPTL
Increasel/Decrease Bureau ICPTL
Object : [E701
Contact :I

Contact Mame :

Description

House Bill Mumber

|2004

[

Save

) TN

T vaidae [ sumt | Close ]

Menu

G Inkernet
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9. Change the Dollar Amount to 450000 and the Object to E703.

3 AMS Advantage - Microsoft Internet Explorer

Home Personalize Help Accessibility Logout

Procurement i L C ing  Budget

BGE43 - 130- CPTL-CY06-0- 1- New- Draft

| Action Menu I
Header Z "
A ppropriation Budaet : Budget FY | Fund | Department | Appr Unit | Bureau | Object | Dollar Amount | Increase/Decrease
Appropration Cortrols 3% CYOE 130 CPTL CPTL E¥i $425,00000 Increase
" .
ExpEnss DLGHEL b
e Pl 4 v CYOE 130 CPTL CPTL  ETON $425,00000 Increase
Expense Cortrols
Document Comments Inzert Hew Line Inzert Copied Line First Prew Mesxt Last

Document History

mﬂ Perform Budget Rollup Smart Budget Raollup
ruture Iriggering
re lriggernn Expense Budget

Action | Mew v Budget FY :
Event Type : W Fiscal Year: ,7
Name : | Period:|
Start Date : ’7 Fund : ’W
End Date : ’7 Department : ’13‘07
Dollar Armourt : W Appr Unit: ’CF‘TLi
Increasel/Decrease Bureau W
object:[E7a ¥}
Caontact : ’7

Contact Mame :

Description

House Bill Murnber |2DD4

[ sawe [ tndo [ ot J vaidate | Submit ] Ciose ]

Menu

12

G Inkernet

10. Select the Validate button. If there are any errors, you will need to correct them and re-validate the
document until the document validates successfully.

o View Al {1 of 1} : Document validated successtully
BGE43 - 130- CPTL-CY06-0- 1- New- Draft

| Actian Maru I
Budget FY | Fund | Department | Appr Unit | Bureau | Object | Dollar Amount | Increazse/Decrease

8% ¥ 9353 CvO6 130 CPTL ZPTL ETN F42:3,000.00 Increaze
&% 9353 CYO5 130 CPTL CRPTL ETO3 F450,000.00 Increaze
Insert Mewo Line Insert Copied Line First Prew Mext Last

11. Select Close. Agencies are not permitted to Submit to workflow the Capital Budget (BGE43)
documents.

42



eMARS 320 Enacting Capital Projects in eMARS

Exercise 2 — Complete Capital Expense (BGE43) Line-ltem Project
Scenario

HB 380 of the 2006-2008 General Assembly enacted a capital project for $2,500,000 for a new
information system. The agency has determined that the $2,500,000 should be allotted as follows:

E710 Computer Equipment $2,500,000
Task Overview

Complete the Capital Expense Budget (BGE43) document to create the Allotments for the capital
project.

Procedures

1. From the Capital Budgets Workspace select Capital Expense Budget (BGE43) from the secondary
navigation panel under documents.

2 AMS Advantage - Microsoft Internet Explorer

DVAANT‘AG E : Persocnalize Help Accessibility Logout

ert  Budset
Save Restart Save AIC
Operating Budgets Document Catalog
Capital Budgets Creste

Inguiries
Documents ok
~ Capital Expense Budget (F
Capital Revenue Budget (| .
T lestersgven || Code : |BGE43 Unit: |

Management Budgets Dept. : ’7 D |

whocument ldentifier

r bUser Information ]

r PDocument State ]

Browse Clear

| Action Menu I
Dpen Malidate Submit Copy
Code | Dept. | Unit 1] Comments | Version | Function | Phase | Status Date User ID Amount | Active
[ BGE43 095  UNT  CPTL-CY02-0 [{ix} 1 Mew Final Submitted 3M706  bsimons 0.00 true
[] BGE43 095  UMT  CH17BGSBLDGI 01 Mo 1 Mew Final Submitted 3308 rwilking 0.00 true
[ BGE4s 450 UMIT 0600000003 Mo 1 Mew Firal Submitted 35306 fomes 000 true
[] BGE4s 70 URIT  CPTL-CY01-0 [{la] 1 Mew Final Submitted  3M0M06  sgames 000 true
D BGE43 670 UMIT  CPTL-CY01-1 Mo 1 Mew Firal Submitted 3MS06  throvies 000 true
[] BGE43 B70  UMT  CPTL-CY01-CLOSE s} 1 Mew Final Submitted 31506 throvies 0.00 true
[ BGE43 B70  UMT  CZSEJEMNYWWILEY1 Mo 1 Mew Final Submittedd 3808 sgames 0.00 true
[] BGE4s 70 UMIT — CEISTTSWYRCOMNYCTR Mo 1 Mew Firal Submitted 3806 soames 000 true
[ BGE4s 78S QOSED BL1 0600000001 Mo 1 Mew Firal Submittedt  1M06  sweatherford 000 true
D BGE43 TES QOSED BL10S00000002 Mo 1 Mew Firal Submittedd  1M/06  sweatherford 000 true
First Prev Mext Last
Menu
v
< | &
@ G 0 Inkernet
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2. Complete the following information:

Dept See Student Card

Unit UNIT

ID CPTL-Enter fund from Student Card-0
Example: CPTL-CY09-0

Select Create.

Document Catalog

Search
wk
whocument ldentifier

Code : [BGE43 Unit
Dept. : D |

wther Options
Auto Mumbering : []
Create Template: []

[
[11]
(1)
i

i
=]
C
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Personalize Help Accessibility

rement

Budget

Document View BGE43 - 130- CPTL-CY09-0- 1- New- Draft

g | Actian Many I

Approprigtion Bucdoet
Appropration Controls Load Constaints

Expense Budnet Header
Expense Cortrols .
Document Comments Transaction Date : I

Document History
Document Reference Budget F: I
Future Triggering )
Flscal‘r‘ear:l
Petiod : I
Start Date : I
End Date : I

Created By rwilking
Created On : 032572006
Modified By : rwilking
Modified On : 03/26/2006

[ sawe Y unde [ At | Vabdate | Submi ] Cices |

heny

4. Budget FY: 9999

I l\m\ ADVANTAGE . - ! . Personalize  Help  Accessibility

ot Procuremert  Budoet

i |2 CPTL-
Document View BGE43 - 130- CPTL-CY09-0- 1- New- Draft

¥ beader [ action Aterus ]

Appropristion Budget

| Sppropration Controls | pad Constraints
Expense Buddet Header

Expenze Controls -
Document Comments Transaction Date : I
Document History _

Document Reference Budget F: |9999|
Future Triggering .
Fizcal Year: I
Period :

Start Date :

End Date :

Created By rwilkins
Created On: 0372502006
Modified By © rwilking
Modified On : 03/26/2006

[ sawe Y unisc [ it Y vaidae J  Submt J  Ciose |

Meny
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5. Select Expense Budget from the secondary navigation panel and then select Insert New Line.

VANTAG E Home Personalize Help Accessibility Logout
Procurement Budget  Acc Cool bile COLItinG
Document View BGE43 - 130- CPTL-CY09-0- 1- New- Draft
Header -
—_—— Actian Meny
Appropristion Budget (ctontion ]
LS
 Expenss Budust : Budget FY | Fund | Department | Appr Unit | Bureau | Object | Dollar Amount | Increase/Decrease
Expensze Controls &% ¥ Increasze
Document Comments Insert New Line Insert Copied Line First Prew Mext Last
Document History
Document Reference
Future Triggering Perform Budget Rollup Smart Budget Rollup
Expense Budget
Action Budget Fy":
Event Type : Fiscal Year:
Mame : | Feriod :
Start Date Fund :
End Date : Department ;
Dallar Amount ; Appr Unit
IncreaseiDecrease Bureau :
Ohject :
Contact :
Contact Mame :
Description
House Bill Mumber : |
[ Sawe J Unio  J Pt | vawdwe J  Submt J  Close |
Menu
@ G G Internet

6. Enter the following:

Action New. Even though the Appropriation already exists, this is the first time it has
been allotted.

Event Type XCAP

Name Leave blank. The capital project name is maintained on the Fund table.

Start Date Leave blank. The start date for the capital project is maintained on the Fund
table.

End Date Leave blank. The end date for the capital project is maintained on the Fund
table.

Dollar Amount 2500000

Increase/Decrease Increase
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Budget FY Leave blank. It will be inferred from the Header.
Fiscal Year Leave blank. It will be inferred from the system date.
Period Leave blank. It will be inferred from the system date.
Fund See Student Card

Department See Student Card

Appr Unit “‘CPTL”

Bureau “CPTL”

Object E710

Contact Leave blank. Not used on this document.
Description Leave blank.

House Bill Number | 2006

7. Select the Validate button. If there are any errors, you will need to correct them and re-validate the

document until the document validates successfully.

8. Select Close. Agencies are not permitted to Submit to workflow the Capital Budget (BGE43)

documents.

Non Line-ltem Capital Project

The Department of Parks needs to make some repairs on the campsites at the Blue Lick State Resort
Park. The have determined that the cost of these repairs is $11,500 and will fund the repairs from their
2004-2006 Maintenance Pool. They have determined that the Allotments will be as follows:

E701 Architect and Engineer Fees $5,000
E703 General Construction $6,500

Fund CYO05 is assigned to BL-Miscellaneous Campsite Repairs project and Fund CZ86 is assigned to

the 2004-2006 Maintenance Pool for Parks.

1. From the Capital Budgets Workspace select Capital Expense Budget (BGE43) from the secondary

navigation panel under documents.
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Personalize Help

Sawve Restart Sawve Al C

Onerslinc i eors Document Catalog

Capital Budgets Creste
Inguiries

Documernts b

" Capital Expense Budget (f

Capital Revenue Budget (| .

T Tramsfers(vomy Code : [BGE43 Unit: |

Management Budgets Dept - I— D I

whocument ldentifier

r PUser Information ]

r PDocument State ]

Browse Clear

| Action Meny |
Dpen Yalidate Submit Copy
Code | Dept. | Unit 1D Comments | Version | Function | Phase | Status Date User ID Amount | Active
|:| BGE43 095 UMIT - CPTL-CY02-0 Mo 1 Mew Final Submittedd 3MT06  bsimons 000 true
|:| BGE43 095 UMIT  CH1 TBGEBLDGT 01 o 1 Mew Final Submittedd 30306 rwilkins 0.00 true
|:| BGE43 450 UMIT 0600000003 Mo 1 Mew Firal Submitted 3306 fomes 000 true
[] BGE43 B70  UMIT  CPTL-CYO1-0 (i) 1 Mew Final Submitted  3A006  sgames 000 true
|:| BGE43 670 UMIT  CPTL-CYO1-1 o 1 Mew Final Submitted] 3MS06  throvles 000 true
|:| BGE43 670 UMIT  CPTL-CYO1-CLOSE o 1 Mew Final Submittedd  3MS06  throyles 0.00 true
|:| BGE43 670 UMIT  CZEEJEMNYWWILEY o 1 Mew Final Submittedd 3806 sgames 000 true
|:| BGE43 670 UMIT  CEISTTSWYRCONYCTR Mo 1 Mew Firal Submitted 3806 sgames 000 true
|:| BGE43 TES QOSBD BL1 0800000001 Mo 1 Mew Final Submitted  1M0E  swestherford 000 true
|:| BGE43 TES OSBED BL10600000002 o 1 Mew Final Submittedd  1M06  swestherford 0.00 true
L First Prew Mext Last
henu
v
< | B
@ =] 8 Inbernet
2. Complete the following information:
Dept 670
Unit This will be different depending on the department. For this example, we will
use UNIT.
ID CPTL-CYO05-0

Select Create.
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Document Catalog

Search

wk

—whocument ldentifier

Code |EIGE43

Drept. : |B70

Uit [LNIT

ID: |CPTL-C Y050

Auto Murmbering . [
Create Template : []

Create

hienu

3. Select Create.

Budget s
Save Restart Save I T

~ Heaer

Appropristion Budoget

Appropration Controls

Expense Budaet

Expense Controls
Document Comments

Document History
Document Reference

Future Triggering

BGE43 - 670- CPTL-CY05-0- 1- New- Draft

Load Constraints
Header

Transaction Date :
Budget Fv
Fizcal Year:

Feriad :

Start Date

End Date

Created By :
Created On
Moadified By
Madified On

hdenu

=
=

rilkins
051 8/2006
rwilkins
05/ 8/2006

| Actian Merus I

r Save

Y s [ ma [ vawgse |

Subrmif

|

Cioze ]
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urement Budoet

Budget s
Save Restart Save Al G BGE43 - 670- CPTL-CY05-0- 1- New- Draft

B EPL ] Action Meru
Document View

" Header Load Constraints
Approprigtion Buddet Header
Appropration Controls
Expenze Budiget Transaction Date I
Expense Controls
Document Comments Budget Py I9999

Document History Fiscal ¥ |

Document Reference sra TR

Future Triggering Fetiod |

Start Date I
End Date : I

Created By rwilking
Created On: 050852006
Modified By . rwilkins
Modified On : 05/ 8/2006

[ sae [ tnde [ Pit [ vawate [ Submit [ ciose ]

fdenu

5. Select Appropriation Budget from the secondary navigation panel and select Insert New Line.

Z3 AMS Advantage - Microsoft Internet Explorer =
’, l\m\ ADVANTAGE Home  Personalize  Help  Accessibility
a 7 ] i unting  Budget

Budget

BGE43 - 670- CPTL-CY05-0- 1- New- Draft

Action Menu
Document View

W Budget FY | Fund | Department | Appr Unit | Dollar Amount | Increase/Decrease

Appropration Controls % s Increase
Expense Budget Inzert Hew Line Inzerd Copied Line First Frew Hest Last
Expense Cortrols
Document Comments
Document History Appropriation Budget

E::I:':ET’:: R':r:i’;e"ce Action - Budget Fy I—
Event Type | I Fiscal Year : I
Mame : I FPeriod : I—
Start Date © I Fund : I—
End Date I— Depanment:l—
Diallar Armount © I— Appr Unit I—
Increase/Decrease | Contact - I—

Contact Mame :

Description

House Bill Mumber :

[ save Y wndo [ Fnt  J  vaidae [ Subemt | Gibse ]

Meny

@ G ' Inkernet
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6. Enter the following Appropriation information:

Action New.

Event Type X050 — Maintenance Pool Appropriation

Name Leave blank. The capital project name is maintained on the Fund table.

Start Date Leave blank. The start date for the capital project is maintained on the Fund
table.

End Date Leave blank. The end date for the capital project is maintained on the Fund
table.

Dollar Amount 11500

Increase/Decrease Increase

Budget FY Leave blank. It will be inferred from the Header.

Fiscal Year Leave blank. It will be inferred from the system date.

Period Leave blank. It will be inferred from the system date.

Fund CY05

Department 670

Appr Unit “‘CPTL”

Contact Leave blank. Not used on this document.

Description Leave blank.

House Bill Number | 2004
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A DVANTAG E Home Personalize Help ssibility Logout
rement nts R bl Arit urting — Bucloet
BGE43 - 670- CPTL-CY05-0- 1- New- Draft
|| Action Mer ]
Document View
Header z
= A—ro ton Budaet : Budget FY | Fund | Department | Appr Unit | Dollar Amount | Increase/Decrease
Appropration Controls &% v Increase
Expense Buddet Insert New Line Insert Copied Line First Prew Nest Last
Expense Contrals
Document Comments
Document History Appropriation Budget
Document Reference - .
Future Triggering Action - Budget F : |
Event Type : |><D50 Fiscal Year : I
Mame : I Period : I
Start Date : | Fund : [CY05
End Date : I Department - IE?D
Dollar Amount : [11500 ApprUnit:ICPTL
IncreasefDecrease : Contact - l—
Contact Mame :
Description :
House Bill Murnber : IQDDfi
[ sawe [ nde [ it [ vaddae [ Submit [ Ciose ]
Menu
=] 8 Inbernet
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7. Select Insert New Line. This line will be used to reduce the Appropriation on the 2004-2006
Maintenance Pool project. Multiple documents are not necessary.

2 AMS Advantage - Microsoft Internet Explorer | ”'X

DVAANT;AG E Home Personalize Help Accessibility Logout

Procurement ble counting  Bucoet
Budget o
Save Restat Save Al C BGE43 - 670- CPTL-CY05-0- 1- New- Draft
Bt CFP i G
| Actian Manu |
Document View
Header o
Appropration Controls &% Cw0s B0 CPTL 11,500,000 Increase
Expense Budget Bz .
Expense Cortrols % noresse
Document Comments Insert Hew Line Insert Copied Line First Prew Newt Last
Document History
Document Reference .
P r—— Appropriation Budget
Action ©| Mew v Budget FY :
Event Type : Fiscal Year:
Mame : | Perind :
Start Date - Fund :
End Date : Department ;
Dollar Araunt : Sapr Unit -
IncreaseIDecrease: Contact - ’7
Contact Name :
Description :

House Bill Mumber : |

[ Sawe [ Umic Pt | vakwe |  Submt ] Close |

Menu

@ Done G 4 Internet

8. Enter the following Appropriation information:

Action Modify

Event Type X050 — Maintenance Pool Appropriation

Name Leave blank. The capital project name is maintained on the Fund table.

Start Date Leave blank. The start date for the capital project is maintained on the Fund
table.

End Date Leave blank. The end date for the capital project is maintained on the Fund
table.

Dollar Amount 11500

Increase/Decrease Decrease

53




eMARS

320 Enacting Capital Projects in eMARS

Budget FY Leave blank. It will be inferred from the Header.
Fiscal Year Leave blank. It will be inferred from the system date.
Period Leave blank. It will be inferred from the system date.
Fund CZ86

Department 670

Appr Unit “CPTL”

Contact Leave blank. Not used on this document.
Description Leave blank.

House Bill Number

2004

~ Appropristion Budget
Appropration Controls
Expense Budget
Expensze Controls

Document Comments

Document History
Document Reference

Future Triggering

2} AMS Advantage - Microsoft Internet Explorer

ADVANTAGE

==X
Home Personalize Help Accessibility Logout
Procurement j G rting  Bucloet
BGE43 - 670- CPTL-CY05-0- 1- New- Draft
| Action Menw |
&% YOS B70 CPTL $11,500.00 Increase
&% ¥ Increase
Inzert Mew Line Insert Copied Line First Prew Wesxt Last
Appropriation Budget
Action Budget Fy": I
Event Type |}<D50 Fiscal Year: I
Mame : | Feriod : I
Start Date : | Fund : [CZ56
End Date : I Department : IE?D
Dollar Amount : [17500 Appr Unit: [CPTL
Increase/Decrease : Contact - l—
Contact Mame :
Description
House Bill Murnber I2DD4
[ save Y umde [ Fit [ vadwe [ Sumt [ ciose ]
Menu
G 0 Inkernet
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9. Select Expense Budget from the secondary navigation panel and Insert New Line.

3 AMS Advantage - Microsoft Internet Explorer

ElE)X]

ADVANTAGE

Procurement

Budget

Home Personalize

Bucioet

Help

BGE43 - 670- CPTL-CY05-0- 1- New- Draft

Header
Appropristion Buddget
Appropration Cordrols

&% By v

| Action Meny I

Budget FY | Fund | Department | Appr Unit | Bureau | Object | Dollar Amount | Increase/Decrease

Increasze

~ Expense Budiget
Expense Cortrols

Inzert Hew Line Insert Copied Line

First Prew Next Last

Document Comments
Document History
Document Reference
Future Triggering

Perform Budget Rollup Smart Budget Rollup
Expense Budget

Event Type :I

Budget Fy": I
Fiscal Year :I

Name:l

Start Date :|
End Date : I
Dollar Amount :I

Period : I—
Fund : I—
Departrment ; l—
Appr Unit - l—

Accessibility

IncreaseiDecrease Bureau : I
Object :|

Contact :I

Contact Mame :

Description

House Bill Mumber :I

[ Sawe J Unio  J Pt | vawdwe J  Submt J  Close |

Menu

@ Done

G G Internet

10. Enter the following Allotment information:

Action New.

Event Type XCAP

Name Leave blank. The capital project name is maintained on the Fund table.

Start Date Leave blank. The start date for the capital project is maintained on the Fund
table.

End Date Leave blank. The end date for the capital project is maintained on the Fund
table.

Dollar Amount 5000

Increase/Decrease Increase
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Budget FY Leave blank. It will be inferred from the Header.
Fiscal Year Leave blank. It will be inferred from the system date.
Period Leave blank. It will be inferred from the system date.
Fund CY05
Department 670
Appr Unit “CPTL”
Bureau “CPTL”
Object E701
Contact Leave blank. Not used on this document.
Description Leave blank.
House Bill Number | 2004
2 AMS Advantage - Microsoft Internet Explorer | X
A DV-ANTAG E Home Personalize Help Accessibility Logout
Procurement CCoLrt: bile coounting  Bucdget
BGE43 - 670- CPTL-CY05-0- 1- New- Draft
|| Action Mens ]
Appropristion Budoet
Appropration Controls 3% v Increase
" Expense Budget Insert Mew Line Insert Copied Line First Frew Mest Last
Expense Controls
Document Comments
Document History Ferform Budget Rollup Smart Budget Rollup
Document Reference Expense Budget
(L LT L | Action Budget FY:I
Event Type : I}{CAF’ Fiscal Year: I—
Name:l Period:l—
Start Date:l— Fund:lW
End Date :I Department : IB?'D—
Dallar Armount : ISDDD Appr Unit: ICF'TI_—
Increase/Decraase Bureau W
object: [E701 I
Contact:l
Contact Mame
Description :
House Bill Murmnber : |ZDD4
[ save [ wnas [ fit [ vawdae [ Sumit [ ciose ]
Menu
@ G 0 Internet
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11. Select the copy line icon and then Insert Copied Line.

A AMS Advantage - Microsoft Internet Explorer || =1 ||:'X
A DVAN AG E Home Personalize Help Accessibility ogout
Pr ent i = L urtine Budget
Budget
estart Save Al BGE43 - 670- CPTL-CY05-0- 1- New- Draft
| Action Meny |
Document View —
Header Z "
TSR : Budget FY | Fund | Department | Appr Unit | Bureau | Object | Dollar Amount | Increase/Decrease
Appropration Cortrols 3% CY05s &70 CPTL CPTL EFl1 $5,000.00 Increase
~ Expense Budget o
Epene s B b4 v Cv0s 670 CPTL CPIL ETM $5,000.00 Increase
Expense Cortrols
Document Comments Insert Mew Line Insert Copied Line First Prew Hewt Last
Document History
EEREE DU e Ha Perform Budaet Rollup Smart Budaet Rollup
(I Wl =L Expense Budget
Action Budoet By I
Event Type I}{CAF’ Fiscal Year: I
Narme : | Period : I
Start Date : | Fund : [CY05
End Date : I Department : IE?D
Dollar Amount : [§5 000.00 Appr Unit: [CPTL
Increasel/Decrease Bureau ICPTL
Object : [E701
Caontact : I
Contact Mame :
Description
House Bill Murnber I2DD4
[ sawe [ tndo [ ot J vaidate | Submit ] Ciose ]
Menu
Done G G Internet
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12. Change the Dollar Amount to 6500 and the Object to E703.

) AMS Advantage - Microsoft Internet Explorer

A DV;ANT;AG E Home Personalize Help Accessibility Logout

Procurement COo = = 3 ourting  Budget

Budget

BGE: 1 CPTL- 01 | Actian Many I

Document View

Header 2 -
e onrition Budost Budget FY | Fund | Department | Appr Unit | Bureau | Object | Dollar Amount | Increase/MDecrease

Appropration Controls 8% [ss i =i} CPTL CPTL E¥O1 F3,00000 Increasze

- >
Expense Budoet ¥ v Y05 B70 CPTL CPTL  E7OM $5,00000 Increase
Expenze Cortrols

YT — Insert Hew Line Insert Copied Line First Prew Nest Last

Document History

m‘_‘w Perform Budget Rollup Smart Budget Rollup
Future Triggering
re ‘riggerin Expense Budget

Action Budget Fy I
Event Type : W Fiscal Year: I—
Mame | Period : I—
Start Date:l— Fund:lw
End Date : I— Department . IE?'D—
Dallar Amourt : IBSDD— Appr Unit : ICF'TI_—
IncreaseiDecrease ; Bureau : W
Object: [E703 3%
Contact: l—

Contact Mame

Description :

House Bill Murnber : I2DD4

[ sae J  wnde [ et J vaidate | Submt ] Ciose ]

Menu

@ G 0 Inkernet

13. Select the Validate button. If there are any errors, you will need to correct them and re-validate the
document until the document validates successfully.

o view AN {1 of 1) : Document validated successiully
BGE43 - 670- CPTL-CY05-0- 1- New- Draft
Actian Many
Budget FY | Fund | Department | Appr Unit | Bureau | Object | Dollar Amount | Increase/Decrease
o ¥ 99939 CyY05 G670 CPTL CPTL E¥O1 F5,000.00  Increase
&b 95993 CY05 BY0 CPTL CPTL E703 F6,500.00  Increase
Insert Mew Line Insert Copied Line First Prev Mext Last

14. Select Close. Agencies are not permitted to Submit to Workflow the Capital Budget (BGE43)
documents.
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Exercise 3 — Complete Capital Expense (BGE43) Non Line-ltem Project

Scenario

Your agency has a Maintenance Pool that will be used to perform Roof Repair. The cost of the Roof
Repair is $76,000. The agency has determined that the money should be allotted as follows:

E703 General Construction $73,000
E701 Architect and Engineer Fees $3,000
Task Overview

Complete the Capital Expense Budget (BGE43) document to create the Appropriation and Allotments
for the capital project and reduce the pool appropriation.

Procedures

1. From the Capital Budgets Workspace select Capital Expense Budget (BGE43) from the secondary
navigation panel under documents.

2} AMS Advantage - Microsoft Internet Explorer

ADVANTAGE . . O Personalize

Budget  Accourts R

Help Accessibility Logout

Procuremert

Budget

Save Restart Sawve MIC
Operating Budgets Document Catalog
Capital Budgets Creste

Inojuiries:
Documernts ek
~ Capitsl Expense Budget (F
Capital Revenue Budget (| .
T Tramsfersvam Code : |BGE43 Unit: |

Management Budgets Dept - ,7 D |

whocument ldentifier

r kUser Information ]

r PDocument State ]

Browese Clear
| Action Menu I
Dpen Malidate Submit Copy
Code | Dept. | Unit 1D Comments | Version | Function | Phase | Status Date User ID Amount | Active
D BGE43 095 URIT  CPTL-CY02-0 [{la] 1 Mew Final Submitted  3MTA06  haimons 000 true
[ BGE43 095  UNT  CH17BGSBLDGI01 ] 1 Mew Final Submitted 3306 rwilking 000 true
[ BGE43 450  UMT  0B00000003 o 1 Mew Firal Submitted 30306 fomes 000 true
[ BGE43 E7O URIT  CPTL-CY01-0 [{la] 1 Mew Final Submitted  3M0M06  sgames 000 true
[ BGE4s 570 URIT  CPTL-CY01-1 [{la] 1 Mew Final Submitted 31506 throvles 000 true
D BGE43 B7O URIT  CPTL-CYO01-CLOSE [{la] 1 Mew Final Submitted 3506 throyles 000 true
[0 BGE43 B70  UNT  CZEEJEMNYWILEY1 ] 1 Mew Final Submitted 3806 sgames 000 true
[ BGE43 B70  UMT CZSTTSWYRCOMYCTR Ma 1 Mew Firal Submittedd 3806 sgames 000 true
D BGE43 TBS QEB0 BL10E00000001 [{la] 1 Mew Final Submitted  1M06  sweatherford 000 true
[] BGE4s 78S QSB0 BL1 0600000002 [{la] 1 Mew Final Submitted  1M06  sweatherford 000 true
L First Prew Mext Last
Menu
b
@ G 0 Inkernet
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2. Complete the following information:

Dept See Student Card

Unit UNIT

ID CPTL-Enter ID Fund from Student Card-0
Example: CPTL-CY09-0

Select Create.

Document Catalng

Search

Fhk
=Document ldentifier

Code |EEGE43

Dept. :

w0ther Options
Auto Mumbering : []
Create Template : []

L]
in
L1
i

i
=]
s

Unit :

ID: |
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Personalize Help Accessibility

rement

Budget

Document View BGE43 - 130- CPTL-CY09-0- 1- New- Draft

g | Actian Many I

Approprigtion Bucdoet
Appropration Controls Load Constaints

Expense Budnet Header
Expense Cortrols .
Document Comments Transaction Date : I

Document History
Document Reference Budget F: I
Future Triggering )
Flscal‘r‘ear:l
Petiod : I
Start Date : I
End Date : I

Created By rwilking
Created On : 032572006
Modified By : rwilking
Modified On : 03/26/2006

[ sawe Y unde [ At | Vabdate | Submi ] Cices |

heny

4. Budget FY: 9999

I l\m\ ADVANTAGE . - ! . Personalize  Help  Accessibility

ot Procuremert  Budoet

i |2 CPTL-
Document View BGE43 - 130- CPTL-CY09-0- 1- New- Draft

¥ beader [ action Aterus ]

Appropristion Budget

| Sppropration Controls | pad Constraints
Expense Buddet Header

Expenze Controls -
Document Comments Transaction Date : I
Document History _

Document Reference Budget F: |9999|
Future Triggering .
Fizcal Year: I
Period :

Start Date :

End Date :

Created By rwilkins
Created On: 0372502006
Modified By © rwilking
Modified On : 03/26/2006

[ sawe Y unisc [ it Y vaidae J  Submt J  Ciose |

Meny
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5. Select Appropriation Budget from the secondary navigation panel and then select Insert New Line.

| http://kyadvuat.state.ky.us - AMS Advantage - Microsoft Internet Explorer

" I\m\ ADVANTAGE Home  Personalize  Help  Accessibility _L-:g-:ull

Welcome, Rachelle Wilkins Procurement Accounts Receivable Accounts Payable CostAccounting Budget

BGE43 765 CPTL-CY03-0 1
Document View BGE43 - 765- CPTL-CY09-0- 1- New- Draft

Header -
| Action Meny I
Appropriation Budget

Appropration Controls "
7 Expenze Bud Budget FY Fund Deparlment Appr Uit Dollar Amount IncreaserDe{:rease .

Expenze Controls 3% v Increase
Document Comments Insert New Line Insert Copied Lins First Prav Next Last
Document History
Document Reference

Future Triggering Appropriation Budget

Action : BudgetFY : |
Event Type : I— Fiscal Year: l—
Name | Period : l—
Start Date:l— Fund:l—

End Date :I Department:l
Dollar Amount : I Appr Unit: I
Increase/Decrease : C-Jntal:t:l

Contact Mame :

Description :

House Bill Number :

@ COpening page http:/kyadvuat.state. ky.usjuat/finfAdvantage;;jsessionid =00000aI0040mgplabhYmjiahS 3H: - 1. ® Internet

6. Enter the following:

Action New.

Event Type X050 — Maintenance Pool Appropriation

Name Leave blank. The capital project name is maintained on the Fund table.

Start Date Leave blank. The start date for the capital project is maintained on the Fund
table.

End Date Leave blank. The end date for the capital project is maintained on the Fund
table.

Dollar Amount 76000

Increase/Decrease Increase
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Budget FY Leave blank. It will be inferred from the Header.
Fiscal Year Leave blank. It will be inferred from the system date.
Period Leave blank. It will be inferred from the system date.
Fund Enter Non-line Item Fund from Student Card
Department See Student Card

Appr Unit “‘CPTL”

Contact Leave blank. Not used on this document.
Description Leave blank.

House Bill Number | 2006

7. Select the copy line icon.

BGE43 - 130- CPTL-CY09-0- 1- New- Draft

:ﬁ;«

Budget FY | Fund | Department | A

Zopy Line

Inzert i et Copied Line

8. Select Insert Copied Line.

9. Change the following information:

Action

Change to Modify

Increase/Decrease

Change to Decrease

Fund

Enter Maintenance Pool Fund from Student Card
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10. Select Expense Budget from the secondary navigation panel and then select Insert New Line.

VANTAG E Home Personalize Help Accessibility Logout
Procurement Budget  Acc Cool bile COLItinG
Document View BGE43 - 130- CPTL-CY09-0- 1- New- Draft
Header -
—_—— Actian Meny
Appropristion Budget (ctontion ]
LS
 Expenss Budust : Budget FY | Fund | Department | Appr Unit | Bureau | Object | Dollar Amount | Increase/Decrease
Expensze Controls &% ¥ Increasze
Document Comments Insert New Line Insert Copied Line First Prew Mext Last
Document History
Document Reference
Future Triggering Perform Budget Rollup Smart Budget Rollup
Expense Budget
Action Budget Fy":
Event Type : Fiscal Year:
Mame : | Feriod :
Start Date Fund :
End Date : Department ;
Dallar Amount ; Appr Unit
IncreaseiDecrease Bureau :
Ohject :
Contact :
Contact Mame :
Description
House Bill Mumber : |
[ Sawe J Unio  J Pt | vawdwe J  Submt J  Close |
Menu
@ G G Internet

11. Enter the following:

Action New. Even though the Appropriation already exists, this is the first time it has
been allotted.

Event Type XCAP

Name Leave blank. The capital project name is maintained on the Fund table.

Start Date Leave blank. The start date for the capital project is maintained on the Fund
table.

End Date Leave blank. The end date for the capital project is maintained on the Fund
table.

Dollar Amount 73000

Increase/Decrease Increase
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Budget FY Leave blank. It will be inferred from the Header.
Fiscal Year Leave blank. It will be inferred from the system date.
Period Leave blank. It will be inferred from the system date.
Fund Enter Non-line Item Fund from Student Card
Department See Student Card

Appr Unit “‘CPTL”

Bureau “CPTL”

Object E703

Contact Leave blank. Not used on this document.
Description Leave blank.

House Bill Number | 2006

12. Select the copy line icon.

BGE43 - 130- CPTL-CY09-0- 1- New- Draft

Budget FY | Fund | Department | A
3% v
Inzert AF ert Copied Line
Copy Line

13. Select Insert Copied Line.
14. Change the Dollar Amount to 3000 and the Object to E701.

15. Select the Validate button. If there are any errors, you will need to correct them and re-validate the
document until the document validates successfully.

16. Select Close. Agencies are not permitted to Submit to workflow the Capital Budget (BGE43)
documents.
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6 — Revenue Budget (BGR42) Document
Revenue Budget (BGR42) document is used to record the budgeted funding for a capital project.

Let’s look at how to create a Revenue Budget (BGR42) document.

1. From the Capital Budgets Workspace select Capital Revenue Budget (BGR42) from the secondary
navigation panel under documents.

23 AMS Advantage - Microsoft Internet Explorer =] ad

0N VANTAGE

Home Personalize Help Accessibility Logout
Procurement Yele) able coounting  Budget

Budget

Save Al Close =
Dperating Budet Capltal BUdgets

Capital Budgets
INguiries. This area tainz the inquiries and d ts uzsed to process and manage capital projects.
Documerts

Management Budgets

Menu

% Inquiries
Thiz section contains inquiries used to view appropriation, allotment, and cash balances for capital projects.

~ Appropriation Inquir (BO43LW)

Allotment Inguing (BOS3LWE
Bewenue Budget- Level 1 (BO42LW1Y

Eevenue Budget- Level 2 (BRAZLVE)
Cash Balances (CHALSOY

= Documents
This zection contains the documents uzed to establizsh or modify an appropriation, allotment, or revenoe budget for a capital

project.

+ Capital Expense Budget (BEE43)

+ Capital Revenue Budget (BGRAZ]
Transfers (IWZT)

@ Done G ® Internet

2. Complete the following information:

Dept Enter the requesting department number

Unit Enter a Unit code for the department

ID CPTL-FUND-# (Fund will equal the fund of the project, # will be a sequential
number assigned by the user. Example: CPTL-CY00-0)

Select Create.
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eMARS

Document Catalog

Search

sk
—whocument ldentifier

Code : [BGR42 Unit: [UNIT
Dept.: |570 I [CPTL-CYO0-0

—wther Options
Auto Mumbering : []

Create Template . []

Create

hlenu

3. Select Create.

Personalize Help Accessibility

VRS, ADVANTAGE

Accourts B

Procuremert  Bucost

BGR42 - 670- CPTL-CY00-0- 1- New- Draft

| Action Many I

Document View
~ Header Load Constraints
SUmmaty: Revenue Header

Summary Controls —
Detail Revenue Trangaction Date I

Detail Cortrols ;

Document Comments Budget Py I

Document History Fi Iy E Ii
Document Reference IBealrear:
Future Triggerin, Period - '7
Start Date |

End Date : |

Created By : rwilkins
Created On : 0302602006
Modified By : rwilking
Modified On : 0326/2006

[ Save T Lindy T Prirt T Waldate T Submit T Cioze ]

hdeny
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4. This is the Header of the document. Always enter “9999” in the Budget FY. The remaining fields

leave blank.

Budget

Sawve Restart Zave Al

Document View
+ Header

P

BGR42 - 670- CPTL-CY00-0- 1- New- Draft

Personalize

Load Constraints

Sumimary Revenue

Header

Summary Controls

Detail Revenue
Detail Controls
Document Comments
Document History
Document Reference

Future Triggering

Transaction Date
Budget Fy :
FiscalYear:

Feriod :

Start Date : 1
End Date : l

Created By rwilkins
Created On : 03/26/2006
Modified By : rwilking
Modified On : 03/26/2006

I Action Many I

r Save

T Lindz

T it J e [

Submit

T

Cioze

]

heny

Help

Accessibility

5. Select Detail Revenue from the secondary navigation panel.

B

Procurement

BGR42 - 670- CPTL-CY00-0- 1- New- Draft

Budoet

Personalize

Help Accessibility

Summary Revenueg
Surnmary Controls

Insert Hew Line Insert Copied Line

" Detail Revenus
Dretail Cortrals
Document Comments

Document History
Document Reference

Future Triggering

Budget FY | Fund | Department | Rewvenue | Dollar Amount | Increase/Decrease

| Actian Maru I

First Prev Hext Last

Ferform Budget Rollup Smart Budget Rallup
Detail Revenue

Action :

TR

Event Type

Name:i

StatDate: [ [
- El
—

End Date
Collar Amount

Increase/Decrease :

House Bill Mumber :

Budget FY ;
Fiscal Year:
Period :
Fund :
Department ;
Revenue

Contact:

Contact Mame :

Cescription

r Save

T

Vatdale |

o J  mit Y

Submit

i §

Cioss

1

Meny
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6. Use this screen to enter the budgeted funding for the capital project. Select Insert New Line.

A AMS Advantage - Microsoft Internet Explorer

Personalize Help

ent  Budoget

Budget
2z lave BGR42 - 670- CPTL-CY00-0- 1- New- Draft

E ke | Action Meny |

Document View

| Header Budget FY | Fund | Department | Revenue | Dollar Amount | IncreaseMecrease

mary Revenue

Summary Controls &% v Increasze
" Detail Revenue Inzert Mew Line Insert Copied Line First Prenw et Last

Detail Controls
Document Comments

Document Higtory Perform Budget Rollup Smart Budget Rollup
Document Reference Detail Revenue

Future Triggering Action ;| Mew v Budget FYZI—
Event Type :I Fiscal Year :I
Marme :I Period : I—
Start Date:l— Fund:l—
End Date:l— Depanment:l—
Dallar Amount ; l— Revenue : I—
IncreaseiDecrease : Contact - l—

Contact Mame :

Description

House Bill Mumber

[ Sae [ Umo Pt [ vawdwe J  Sumt  J Ciose |

G G Internet
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7. The following table defines the fields used on the Detail Revenue screen:

Action New or Modify. New if this is a new Revenue Budget. Modify if modifying a
Revenue Budget.

Event Type Use XREV for the original Revenue Budget and XRMD for any modifications to
the Revenue Budget.

Name Leave blank. The capital project name is maintained on the Fund table.

Start Date Leave blank. The start date for the capital project is maintained on the Fund
table.

End Date Leave blank. The end date for the capital project is maintained on the Fund

table.

Dollar Amount

Enter the dollar amount. Enter whole dollar values. Do not enter decimal

amounts unless closing the project.

Increase/Decrease Increase or Decrease indicator. Determines if the amount is an increase to the
budget or a decrease.

Budget FY Leave blank. It will be inferred from the Header.

Fiscal Year Leave blank. It will be inferred from the system date.

Period Leave blank. It will be inferred from the system date.

Fund Fund code assigned to the capital project.

Department Department code for the department responsible for the capital project.

Revenue Enter the revenue source. Each revenue source for capital projects begins
with “BF” (Budgeted Funding).

Contact Leave blank. Not used on this document.

Description May be used to enter a description.

House Bill Number

Enter the year the Capital Project was established or the first year of the
biennium for line item capital projects.
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8. Select Smart Budget Rollup.

BGR42 - 670- CPTL-CY00-0{ 1- New- Draft

| Actian Maru I
o v Increaze
Inzert New Line Insert Copisd Ligs First Prav Next Lest
Perform Budget Rollug Smart Budget Rollup
Detail Revenue
Action : Budget FY :
Event Type : Fiscal Year .
MName : | Period
Start Date . Fund :
End Date Department :
Dallar Amount: Revenue :
Increase/Decrease Contact:
Contact Mame :
Description ;

House Bill Number

r Save T Lindz T Frirt T Valdale T Sl T Cloze ]

Menu

This will create the Summary Revenue line for the document that is required to process the document.

Line-ltem Capital Project
For line-item capital projects, the Revenue Budget (BGR42) documents will be loaded from BRASS.

Non Line-ltem Capital Project

Let's walk through the steps for the Non Line-ltem Capital Project. From our previous example, the
Department of Parks is requesting to make some repairs on the campsites at the Blue Lick State Resort
Park. We have created the Capital Expense Budget document and now need to create the Revenue
Budget document to record the budgeted funding.
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1. From the Capital Budgets Workspace select Capital Revenue Budget (BGR42) from the secondary
navigation panel under documents.

A AMS Advantage - Microsoft Internet Explorer |

'l I\i‘\\‘\ ADVANTAGE Home  Personalize  Help  Accessibility  Logout

Procurement i hle Lecounting  Budget

Budget
Save Al Close =
Operating Budgets Capltal BUdgets
Capital Budgets heny

Inguiries: Thiz area contains the inquiries and documents used to process and manage capital projects.
Cocuments

Management Budgets

- Inquiries
This section contains inguiries used to wiew appropriation, alletment, and cash balances for capital projects.

~ Appropriation Inquiry (BOA3LL)
Allotment Inguiny (BRA2LWEY
Bevenue Budget- Lewvel 1 (BO2LWTY
Revenue Budget- Lewel 2 (BQAZLVE)

Cash Balances (CBALSD

% Do
Thizs section contains the documents used to establish or modify an appropriation, allotment, ar revenue budget for a capital
project.

~ Capital Expense Budget (BGESE)
+ Capital Revenue Budget(BERAZ)
Transfers (2T

@ Done G 4 Internet

2. Complete the following information:

Dept 670

Unit This will be different depending on the
department. For this example, we will use
UNIT.

ID CPTL-CYO05-0

Select Create.
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Document Catalog

Search

sk

—whocument ldenmtifier

Code : [BGR42 Unit : [UNIT
Dept.: [570 ID: |CPTL-CYO5-0

Auto Mumbering - []
Create Template . []

Create
hlenu

3. Select Create.

BGR42 - 670- CPTL-CY05-0- 1- New- Draft

Budget

| Actian Manu I
Document View
~ Header Load Constraints
Summary Revenue Header
Summary Controls -
Detail Revenus Transaction Date :
Detail Controls
Document Comments Budget Fy':
Document History Fi v ) ’7
Document Reference Iscal vear.
i | 9 .
Future Triggering Periad - ’7
Start Date
End Date :
Created By ; rwilking
Created On @ 05/18/2006
todified By rwilking
Modified On @ 051872008
[ sawe Y s Y At vatgwe [ swet [ ciose ]

hdenu
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4. This is the Header of the document. Always enter “9999” in the Budget FY. The remaining fields
leave blank.

Bucoet

| Actian Menu I

~ Header Load Constraints
Summary Revenue Header
Sumimary Controls =
el FEwEmE Tranzaction Date

Detail Controls
Document Comments Budget FY : [9993
Document History .

Fizcal Year:

Document Reference

Future Triggering Pariod:[
Statpate:|
End Date : Ii

Created By : rwilkins
Created On @ 051182006
Modified By : rwilkins
wodified On ;0501 272006

[ save [ nds Y Pt [ vaidae | sumit J  Ciose ]

fenu
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5. Select Detail Revenue from the secondary navigation panel.

2 AMS Advantage - Microsoft Internet Explorer

ADVANTAGE

Bucioet

Budget
fzsfamar lzeet] BGR42 - 670- CPTL-CY05-0- 1- New- Draft

| Action Meny I

————————————————— Budget FY | Fund | Department | Revenue | Dollar Amount | Increase/Decrease
Summary Revenue - - - .
Insert Mew Line Insert Copied Line First Prew Mext Last
Summary Cortrols
~" Detail Revenue
Detail Controls Perform Budget Rollup Smart Budget Rollup
Document Comments Detail Revenue
Document History o
Document Reference Action : Budget FY: I

Future Triggering Event Type ; I— Fiscal Year l—
Marme :I Period :I
statpate: [ [ Fund:[ B
End Date:l— Department:l—
Dallar Amount l— Revenue : l—
IncreaseiDecrease : Contact - l—

Contact Mame :

Description

House Bill Mumber :

[ Sawe [ Umioc  J Pt | ek J Submt J Cose |

Menu

L Done G G Internet
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6. Use this screen to enter the budgeted funding for the capital project. Select Insert New Line.

A AMS Advantage - Microsoft Internet Explorer

Home Personalize Help

Bucioet

Budget
2z lavz BGR42 - 670- CPTL-CY05-0- 1- New- Draft

E s | Action Many I

Document View

| Header Budget FY | Fund | Department | Revenue | Dollar Amount | IncreaseMecrease

mary Revenue

Summary Controls &% v Increasze
" Detail Revenue Inzert Mew Line Insert Copied Line First Prenw et Last

Detail Controls
Document Comments

Document Higtory Perform Budget Rollup Smart Budget Rollup
Document Reference Detail Revenue

Future Triggering Action ;| Mew v Budget FYZI—
Event Type :I Fiscal Year :I
Marme :I Period : I—
Start Date:l— Fund:l—
End Date:l— Depanment:l—
Dallar Amount ; l— Revenue : I—
IncreaseiDecrease : Contact - l—

Contact Mame :

Description

House Bill Mumber

[ Sae [ Umo Pt [ vawdwe J  Sumt  J Ciose |

Done G G Internet
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7. Enter the following budgeted funding information:

Action New

Event Type XREV

Name Leave blank. The capital project name is maintained on the Fund table.

Start Date Leave blank. The start date for the capital project is maintained on the Fund
table.

End Date Leave blank. The end date for the capital project is maintained on the Fund
table.

Dollar Amount 11500

Increase/Decrease Increase

Budget FY Leave blank. It will be inferred from the Header.

Fiscal Year Leave blank. It will be inferred from the system date.

Period Leave blank. It will be inferred from the system date.

Fund CYO05

Department 670

Revenue BFII

Contact Leave blank. Not used on this document.

Description Leave blank.

House Bill Number | 2004
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This will create the budgeted funding for the non line-item capital project.

Home Personalize Help Accessibility Logout

Procurement bl zcounting  Bucdget

BGR42 - 670- CPTL-CY05-0- 1- New- Draft

| Action Menu I
Headl
| Deader 0000 Budget FY | Fund | Department | Revenue | Dollar Amount | IncreaseMecrease
SUMmary Revenue -
Summary Controls &% v Increasze
" Detail Revenue Inzert Mew Line Insert Copied Line First Prenw et Last
Detail Controls

Document Comments

Document History Perform Budget Rollup Smart Budget Rollup
Document Reference Detail Revenue
(LU e LT Action ; Burget FY :
Event Type W Fiscal Year:
Mame : | Period : ,7
Start Date ’7 Fund : W
End Date : ’7 Department ; ’6.’-"07
Collar Amount ’115007 Revenue : IW
Increase/Decrease Contact - ’7

Contact Mame :

Description

2004

House Bill Mumber

[ Sae [ Umo Pt [ vawdwe J  Sumt  J Ciose |

@ G G Internet

8. Select Insert New Line and enter the following information to reduce the budgeted funding for the
line-item capital project that is being used to fund the repairs on the campsites at the Blue Lick
State Resort Park.

Action Modify

Event Type XRMD

Name Leave blank. The capital project name is maintained on the Fund table.

Start Date Leave blank. The start date for the capital project is maintained on the Fund
table.

End Date Leave blank. The end date for the capital project is maintained on the Fund
table.

Dollar Amount 11500
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Increase/Decrease Decrease

Budget FY Leave blank. It will be inferred from the Header.
Fiscal Year Leave blank. It will be inferred from the system date.
Period Leave blank. It will be inferred from the system date.
Fund CZ86

Department 670

Revenue BFII

Contact Leave blank. Not used on this document.
Description Leave blank.

House Bill Number | 2004

This will reduce the budgeted funding for the line-item capital project.

3 AMS Advantage - Microsoft Internet Explorer

Home Personalize Help Accessibility Logout

Budget

BGR42 - 670- CPTL-CY05-0- 1- New- Draft

| Actian Many I
Header
——————————————— Budget FY | Fund | Department | Rewenue | Dollar Amount | Increase/Decrease
Summary Revenue -
Summary Controls & Cy0s B70 BFIl F$11,500.00  Incresse
~ Detail Revenue B
y 1
Detail Cortrols % nerease
Document Comments Inzert Mew Line Insert Copied Linge First Prev Mest Last

Document History
Fnocum:_"_t Refe_rence FPerform Budget Rollup Smart Budget Rollup
Future Triggering i

re ‘riggerin Detail Revenue

Action | Maodify v Budget FY':
Event Type : [¥RMD Fiscal Year :
Mame : | Feriod :

Start Date Fund : |CZ36
End Date Department: [570

Dollar Amount : [11500 Revenue ; |BFI
IncreaseiDecrease : Contact - ,7

Contact Mame

Description :

2004

House Bill Mumber :

{ sae X umdo  J  fist | vaidate | Submt ] Ciose ]

Menu

@ G 0 Internet
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9. Select Smart Budget Rollup.

2} AMS Advantage - Microsoft Internet Explorer

Budget -~
Zave Restart Save MIC

|| Action mrerw |

Document View

Heacler

— Department | Revenue | Dollar Amount | Increase/Decrease

SUMmary Revenus -

Summary Controls &% ~ CY05  B70 EFIl $11,500.00  Incresse
+" Detail Revenue Bz

Detail Controls 3 9955 E70 EFIl $11,500.00 Decrease
Document Comments Insert New Line Insert Copied Lie First Prev Mest Last

Document History

mw Perform Budget Rollup| Smart Budget Rallup
ruture Iriggering i
w1t Detail Revenue

Action Budget FY |9999—
Event Type : W Fiscal Year : |2DD?'—
| Period : |1—
StanDate:l— Fund:lw
End Date:lW Department:lE?'D—
Dollar Amaunt : W Revenue : IW
IncreasefDecrease | Contact - l—

Contact Name :

Mame :

Diescription :

2004

House Bill Mumber :

[ sawe J umio Pt | vabdwe J  Submit J  Close |

Menu

This will create the Summary Revenue lines that are required to complete the document.
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10. You can click the Summary Revenue link from the secondary navigation panel to see that the
summary revenue lines have been created as show in the screen shot below.

2 AMS Advantage - Microsoft Internet Explorer

Home Personalize Help Accessibility

Procurement Budget

BGR42 - 670- CPTL-CY05-0- 1- New- Draft

BGR: 1 CPTL-
Document View
Header
" Sumimary Revenue

I Action Wany I
Budget FY | Fund | Department | Dollar Amount | Increase/Decrease

Summary Controls & - 9998 Cv0s 670 F11,500.00  Increase
SR % 9999 ©7eE B0 $11,500000 Decrease

Dietail Cortrols
Document Comments
Document History
Document Reference
Future Triggering

Inzert Hew Line [nsert Copied Line First Prew Next Last

Summary Revenue

Event Type I}{REV

Mame |

Budget FYy : (3999
Fiscal Year: [2007
Period : |1

Start Date : |
Endt Date : [12/3172040
Dallar Armount : |$1 1,600.00

Fund : ICYDS
Department : IE?D
Contact : I

Contact Mame

Increase/Decrease | Increase %

Description :

House Bill Mumber

[ sawe [ Umo Pt | vaidwe J Submt || Cose ]

Menu

0 Inkernet

11. Select the Validate button. If there are any errors, you will need to correct them and re-validate the
document until the document validates successfully.

10 View All {1 of 1) : Document validated successtully
BGR42 - 670- CPTL-CY05-0- 1- New- Draft

Actian Meny

Budget FY | Fund | Department | Dollar Amount | Increase/Decrease

&t ~/ 9983 C¥05 670 F11 50000  Increase
& 9953 CI56 G670 11 50000 Decrease

Insert Mewu Line Insert Copied Line First Prew Next Last

12. Select the Close button to close the document. Agencies are not permitted to Submit to Workflow
the Capital Revenue Budget (BGR42) documents.

81



eMARS

eMARS 320 Enacting Capital Projects in eMARS

Exercise 4 — Complete Revenue (BGR42) Non Line-ltem Project
Scenario

Your agency has a Maintenance Pool that will be used to perform Roof Repair. The cost of the Roof
Repair is $76,000. The funding for the Maintenance Pool is from Investment Income.

Task Overview

Complete the Revenue Budget (BGR42) document to create the Budgeted Funding for the capital
project and reduce the Budgeted Funding for the Maintenance Pool.

Procedures

1. From the Capital Budgets Workspace select Capital Revenue Budget (BGR42) from the secondary
navigation panel under documents.

‘2 AMS Advantage - Microsoft Internet Explorer

!_\ DV;AN T;AG E Personalize Help Accessibility Logout

Procuremnert Buddet I = e = urtinc

Sauve Al Close
Operating Budgets
Capital Budgets
Ingjuiries
Documents
Management Budgets

Capital Budgets

Thiz area contains the inquiries and documents used to process and manage capital projeacts.

= Inquiries
Thiz section contains inquiries used to view appropriation, alletment, and cash balances
for capital projects.

Appropriation Inguiny (B2

Allotment Inquing (BREILWEY

Budgeted Funding - Lewel 1 (BQG2LW1

Budgeted Funding - Lewel| 2 (BES2 W3
+ Cash Balanees (CEALSQ)

% Documents
This section contains the documents used to establish or modify an appropriation,
allotment, or revenue budget for a capital project.

~'Capital Expenze Budget (BGED2)
Capital Revenue Budget (BEREE2Y
Transfers (JW2T)

‘ Inkernet
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2. Complete the following information:

Dept See Student Card

Unit UNIT

ID CPTL-Enter ID Fund from Student Card-0
Example: CPTL-CY08-0

Select Create.

Document Catalog

Search
Fh

whocument ldentifier
Code : [BGR42 Unit :
Dept. : | D |

w0ther Options
Auto Mumbering: []
Create Template . []

Create

IMenu
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Home Personalize

Help Accessibility

JURtine

Procurement  Bucget

Budget
i ook o el BGR42 - 670- CPTL-CY08-0- 1- New- Draft

I Actian Men |

Document View

~ Headdsr Load Constraints
Summary Revenue Header

Summary Cortrols —
Dietail Revenue Trangaction Date i
Dietail Controls J

Document Comments Budget Py I

Document History Fi Iy : i—

Document Reference 16eakrBats

Future Triggerin Period - I—

Start Date |

End Date : |

Created By rwilking
Created On 040952006
modified By reilkins
Moaodified On ;. 04/0802006

[ sawe T e [ Pt [ vabdate J Submt | Coze |

henu

4. This is the Header of the document. Always enter “9999” in the Budget FY. The remaining fields
leave blank.

ADVANTAGE _ _ _ _ EX

Bucoet

Accessibility

Procuremert

Budget s
Save Restart Save MIC

BGR42 - 670- CPTL-CY08-0- 1- New- Draft

| Action Menu I

Document View

+ Header Load Constraints
SLMIMmErY Revenue Header

Summary Controls i
Dol enlie Transaction Date : |
Dietail Controls ;

Document Comments Budget Py |9999|

Document History Fi Iy . l—

Document Reference (e

Future Triggering Period - |

Start Date |

End Date - |

Created By : rwilking
Created On: 04/08/2006
Modified By : rwilkins
Modified On : 04/09/2006

[ Sawe Y vmo [ Pt [ aigate | Subez | Close ]

hdenu
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5. Select Detail Revenue from the secondary navigation panel.

2 AMS Advantage - Microsoft Internet Explorer,

ADVANTAGE

E
Sawe Restart Sawe Al C i

Document View
Header
Summary Revenue

Summary Controls
" Detail Revenue

Dietail Cortrols:
Document Comments
Document History
Document Reference
Future Triggering

BGR42 - 670- CPTL-CY08-0- 1- New- Draft

Personalize  Help sibility  Logout

rting

Budget FY | Fund | Department | Revenue | Dollar Amount | Increase/MDecrease

Inzert Mew Line Insert Copied Line

| Actian Meny |

First Prev Mest Last

FPerform Budget Rollup Smart Budget Rollup
Detail Revenue

Action :

Event Type : I

Name:l

Start Date :|
End Date :I
Dallar Amount I

IncreasefDecrease

BudgetFy: [

Fiscal Year: I—

Period : I—
Fund : l—
Department : l—
Revenue : l—

Cantact: I

Contact Mame :

Description :

House Bill Mumber :

[ sae [ tnie T At [ vaiae [ Susmit |

Cioss ]

Menu

0 Inkernet

85



eMARS 320 Enacting Capital Projects in eMARS

6. Use this screen to enter the budgeted funding for the capital project. Select Insert New Line.

2 AMS Advantage - Microsoft Internet Explorer,

Home Personalize Help Accessibility Logout

Procurement  Bucoet O e u C B.coountin

BGR42 - 670- CPTL-CY08-0- 1- New- Draft

| Action My |
Document View
Header Budget FY | Fund | Department | Rewenue | Dollar Amount | IncreaseDecrease
Summary Revenue -
Summary Cortrols 3 v clease
+ Detail Revenue Insert Hew Line Insert Copied Line First Prew Nest Last
Dietail Cortrols
Document Comments
Document History Ferform Budget Rollup Smart Budget Rollup
Documnent Reference Detail Revenue
Future Triggerin Actian - Budget FY':
Evant Type © Fiscal Year:
Mame : | Feriod :
Start Date ; Fund ;
End Date : Diepartmant :
Dallar Amount : Revenue ;

IncreaseiDecrease | Increase | ¥ contact:[ B

Contact Mame :

Description :

House Bill Mumber :

[ Sawve [ undc | et J vaidae [ Submt ] Chse ]

Menu

0 Internet

7. Enter the following budgeted funding information:

Action New

Event Type XREV

Name Leave blank. The capital project name is maintained on the Fund table.

Start Date Leave blank. The start date for the capital project is maintained on the Fund
table.

End Date Leave blank. The end date for the capital project is maintained on the Fund
table.

Dollar Amount 76000

Increase/Decrease Increase

Budget FY Leave blank. It will be inferred from the Header.
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Fiscal Year Leave blank. It will be inferred from the system date.
Period Leave blank. It will be inferred from the system date.
Fund Enter Non-line Item Fund from Student Card
Department See Student Card

Revenue BFII

Contact Leave blank. Not used on this document.
Description Leave blank.

House Bill Number | 2006

8. Select Insert New Line and enter the following information to reduce the budgeted funding for the

Maintenance Pool project that is being used to fund the repairs.

Action Modify

Event Type XRMD

Name Leave blank. The capital project name is maintained on the Fund table.

Start Date Leave blank. The start date for the capital project is maintained on the Fund
table.

End Date Leave blank. The end date for the capital project is maintained on the Fund
table.

Dollar Amount 76000

Increase/Decrease Decrease

Budget FY Leave blank. It will be inferred from the Header.

Fiscal Year Leave blank. It will be inferred from the system date.

Period Leave blank. It will be inferred from the system date.

Fund Enter Maintenance Pool Fund from the Student Card

Department See Student Card

Revenue BFII

Contact Leave blank. Not used on this document.

Description Leave blank.

House Bill Number | 2006
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9. Select Smart Budget Rollup.

10. You can click the Summary Revenue link from the secondary navigation panel to see that the
summary revenue lines have been created.

11. Select the Validate button. If there are any errors, you will need to correct them and re-validate the
document until the document validates successfully.

12. Select the Close button to close the document. Agencies are not permitted to Submit to Workflow
the Capital Revenue Budget (BGR42) documents.

7 — Capital Project Accounting Templates

Accounting Templates should be established for each capital project. The Accounting Template ID
should begin with the prefix as assigned by the Finance and Administration Cabinet followed by the
fund assigned to the capital project (e.g.: FCY00). Capital Project accounting transactions require the
Fund, Dept, Unit, and Appr Unit. Appr Unit will always be a value of "CPTL". Refer to the eMARS
110: Chart of Account manual for instructions on creating Accounting Templates.

Projects administered by Facilities and Support Services will require that an Accounting Template be
established. This Accounting Template must contain the Fund, Dept, Unit, Appr Unit, Activity, and
Sub-Activity codes. The Activity and Sub-Activity codes will be assigned by Facilities and Support
Services.

Direct billing agencies (e.g. COT, Printing, etc.) will also require that Accounting Templates be
established so that these agencies will be able to bill the Capital Project.

8 — On/Off Budget Transfers

A Transfer (JV2T) document is used to move cash between funds. The Commonwealth will use the On
Budget transfer to move cash from one fund to another, decreasing the budget as well as the cash.
The Off Budget transfer will be used to move cash between funds with no budgetary impact.

Transfer document details:
e The Transfer (JV2T) document will be approved centrally.
e The sum of the accounting lines must always equal zero (0).
e Three event types! will be used:
0 XCO01 (On-Budget Transfer Out) — will be used to transfer the funds out of a budget.

0 XCO02 (Off-Budget Transfer Out) — will be used to transfer funds that do not affect a
budget.

0 XCO03 (Transfer In) — will be used to receive the funds. The dollar amount associated
with this event type will always be a negative value so that the total value of the
accounting lines will equal zero (0).

e Objects codes (which begin with a “T”) are used to make transfers out of a fund.

¢ Revenue Source codes (which begin with an “N”) are used to make transfers into a fund.

* An event type is a higher level accounting activity assigned to a document’s accounting line. Event types are covered in more detail in the eMARS 201: General
Accounting course.
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How a capital project is budgeted determines whether the cash transfer to the capital project is an on
budget transfer or an off budget transfer.

If the transfer from an operating budget account to a capital project was included as a part of the
operating budget’'s appropriation, then the transfer shall be an on budget transfer. If the transfer was
not included as a part of the operating budget’'s appropriation, then the transfer shall be an off budget
transfer.

In both examples, the transfer from the operating budget would be coded with an object code of T60C.

Transfer balancing will be done at the fund type roll-up.

Let's look at how to create and complete the Transfer (JV2T) document.

1. From the Capital Budgets Workspace, expand the Documents section on the page or select
Documents from the secondary navigation panel.

2} AMS Advantage - Microsoft Internet Explorer |:||E”z

', I\m DVANTAG E Home Personalize Help Accessibility Logout
Procurement  Accounts Receivable  Accounts Pavable  Cos counting  Budget
Budget
= Capital Budgets
Operating Budgets
Ideny

Capital Budgets
Inquities This area contains the inguiries and documents used to process and manage capital projects.
Documents

Management Budgets

% Inquiries
Thiz section containg inquiries uzed to view appropriation, allotment, and cash balances for capital projects.

¥ Appropriation Inquin (BO43LYT
Allotment Inguiny (BRG3LWE
Bevenue Budget- Level 1 (BR92LW1Y
Revenue Budget- Level 2 (BRIZLVE)
Cazh Balances (CBALSOY

r ¥ Documents
Thiz section contains the documents uzed to establish or modify an appropriation, allotment, or revenue budget for a capital

project.

Capital Expense Budget (BGES3)
+ Capital Revenue Budget (BGRIZ)

+ Transfers (W2 T)

&l =) 4 Internet
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2. Select Transfers (JV2T). On the Document Catalog screen select Create.

Wielcome, Rachels Yyilkins

Budget

Document Catalog

Procurement

Budget Ac itz hle

Sawe Restart Sawe MIC
Operating Budgets
Capital Budgets

Incuiries
Documents

Search

d

Capital Expense Budget (1 rwDocument ldentifier

Capital Revenue Budget (]

+ Tranzters (JV2T)
Management Budpets

Dept. :

Code : [2T Unit:

D |

~w0ther Options
Auto Murnbering : []
Create Template: [

Create
Ienu

3. Complete the following information:

Dept Enter the requesting department number
Unit Enter a Unit code for the department
ID CPTL-FUND-# (Fund will equal the fund of

the project, # will be a sequential humber
assigned by the user. Example: CPTL-
CYO00-0)

Select Create.

Budget

Document Catalog

Procurement

ourts Rece

Bludoet

Save Restart Save Al &
Operating Budgets
Capital Budgets

Inguiries
Documents

Search

sk

Capital Expense Budcet (1 rwhocument klentifier
Capital Revenue Budget (1
~ Transfers (JW2T)

Management Budgets

Dept. : 670

Caode : JW2T Unit: JURIT

ID ¢ |CPTL-CYO0-0)

—wOther Options
Auto Murnbering . []

Create Template . []

Create
Ienu
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4. This is the Header of the document. You can enter information in the Document Name and
Document Description fields. Leave the Record Date, Budget FY, Fiscal Year and Period

blank.

ElE)X]

3 AMS Advantage - Microsoft Internet Explorer

DVANTAGE

Logout

Personalize Help Accessibility

Home

Bucioet

Accourts R

Procuremert

Budget

JV2T - 670- CPTL-CY00-0- 1- New- Draft

| Action Meny I

L4

General Information ~
rwGeneral Information

Document Information

Accounting
Posting Document Mame :

Document Comments

Document History Fecord Date - I
Document Reference
Future Triggering Budget FY": I
Fiscal Year: I
Feriod : I

Diocurment Description :

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

r PDocument Infor

Top

[ sawe N tndo [ ot vaidate |  Submit ] Ciose ]

Menu

@ G Inkernet
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5. Select Accounting from the secondary navigation panel and then select Insert New Line.

Header
" Accourting

Procurement

JV2T - 670- CPTL-CY00-0- 1- New- Draft

Budnet  Ac

Personalize Help Accessibility Logout

General Information
Reference

#% By v

1}

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

| Action Meny |

Insert Mew Line Insert Copied Line

Fund Accounting

First Frev o To Mext Last

Detail Accourting

Posting

Document Comments

Document History
Document Reference

Future Triggering

Fh
rwGeneral nformati
Event Type : Fiscal Year:
Accounting Template Budget FY:
Feriod :

Line Description :

Charge Class

Charge Class Rate : |

Line Amount

Line Closed Amount :

Charge Units : |

Bank:

Line Closed Date :

r PReference ]

r bFund Accounting ]

r bDetail Accounting ]

Top

[ sawe [ umio  J Pt | vawdwe J  Submt ] Close |

Menu

L e

6. The following table defines the fields used on the JV2T in the General Information section:

Event Type XCO01 — On-Budget Transfer Out

XCO02 — Off-Budget Transfer Out

XCO03 — Transfer In
Accounting Select the appropriate accounting template from the pick list.
Template

Line Description

May be used to enter a description.

Line Amount

Enter the dollar amount. Transfer Out dollar amounts should be entered as a
positive amount and Transfer In amounts should be entered as a negative amount.

Fiscal Year

Leave blank unless this is during the two book period at the beginning of a new
fiscal year. During this period, you may need to enter the previous fiscal year if the
transaction should post to the old fiscal year.
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Budget FY For Capital Project accounting lines enter “9999”. For Operating accounting lines,
leave blank unless this is during the two book period at the beginning of a new
fiscal year. During this period, you may need to enter the previous fiscal year if the
transaction should post to the old fiscal year.

Period Leave blank unless this is during the two book period at the beginning of a new
fiscal year. During this period, you may need to enter 13 if the transaction should
post to the old fiscal year.

Charge Class Leave blank.
Charge Class Leave blank.
Rate

Charge Units Leave blank.

7. Expand the Fund Accounting and Detail Accounting sections.

=Fund Accounting

Fund : Ii Department Ii DBSA li

SubFund:[ unit:[ supoBsA:|

Object:[  Swbunt:[ DeptObject:|

Sub Ohject: Ii Appr Unit | Dept Revenue li
Revenue Ii BSA: Ii
Sub Revenue Ii Sub BSA: Ii

=hetail Accounting

Major Frograrm :

Location : Reporting

Frogram : |

Phasze:
Frogram Period :

Sub Location Sub Reporting

Activity ; Task:

Sub Activity ; Sub Task:

THT

Function : Task Order

T

Sub Function :

This majority of this information should be populated from the accounting template selected for the line
once the document is validated.
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The following is a list of the Object or Revenue codes that will be used for Capital Projects:

Operating Account to Capital Project
Transfer Out

Transfer In

T60C Operating Transfer to Capital Projects Fund

N101
N103
N111
N112
N113
N114
N121
N122
N129
N132
N135
N136
N137
N165

Operating Transfer from General Fund

Operating Transfer from Debt Service Fund
Operating Transfer from Road Fund

Operating Transfer from Federal Fund

Operating Transfer from Agency Revenue Fund
Operating Transfer from Other Special Revenue Fund
Operating Transfer from State Parks Fund

Operating Transfer from State Fair Board Fund
Operating Transfer from Horse Park Fund

Operating Transfer from Computer Services Fund
Operating Transfer from Prison Industries Fund
Operating Transfer from Center Printing Fund
Operating Transfer from Property Management Fund
Operating Transfer from Tobacco Fund

Capital Project to Operating Account
Transfer Out

Transfer In

T601
T603
T611
T612
T613
T614
T621
T622
T629
T632
T635
T636
T637
T665

Operating Transfer to General Fund

Operating Transfer to Debt Service Fund
Operating Transfer to Road Fund

Operating Transfer to Federal Fund

Operating Transfer to Agency Revenue Fund
Operating Transfer to Other Special Revenue Fund
Operating Transfer to State Parks Fund

Operating Transfer to State Fair Board Fund
Operating Transfer to Horse Park Fund

Operating Transfer to Computer Services Fund
Operating Transfer to Prison Industries Fund
Operating Transfer to Center Printing Fund
Operating Transfer to Property Management Fund
Operating Transfer to Tobacco Fund

N10C Operating Transfer from Capital Project Fund
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Capital Project to Capital Project
e T873 or N873 Intra-Fund Transfer General Fund
e T874 or N874 Intra-Fund Transfer Federal Fund
e T875 or N875 Intra-Fund Transfer Bond Proceeds
e T876 or N876 Intra-Fund Transfer Emergency, Repair, Maintenance and Replacement Fund
e T877 or N877 Intra-Fund Transfer Equipment/Purchase Contingency Fund
e T878 or N878 Intra-Fund Transfer Agency Fund
e TB879 or N879 Intra-Fund Transfer Investment Income
e T880 or N880 Intra-Fund Transfer Other Funds
e T881 or N881 Intra-Fund Transfer Road Fund
e T882 or N882 Intra-Fund Transfer Capital Construction Surplus
e T883 or N883 Intra-Fund Transfer Surplus Bond Proceeds
e T884 or N884 Intra-Fund Transfer Statewide Deferred Maintenance Pool
e T885 or N885 Intra-Fund Transfer Coal Severance

In the Fund Accounting section, enter either an Object or Revenue code.

Select Validate. If there are no errors, you will receive a message “Document validated
successfully”.

|ﬂ View All {1 of 3} : Document validated successtully |

10. Select submit. This is the only document that you will submit. Remember that on the BGE43 and
BGR42 you will not submit these documents.

If the JV2T contains a line with a department other than your department you will receive an error. This
error is because of security at the department level. If this is the case, you will not be able to submit the
document. Include the document information on the SAS-5 and it will be processed by OSBD as if it
had been submitted.

Z} AMS Advantage Errors - Microsoft Internet Explorer B ] 4

Error Messages

kenu

Component Context Severity | Override Mes=age
ABS_DOC_ACTE WENMD =1 ACTGE =1 Error “alues in the organization fields are not authorized for the current user.

|§| Done I_ l_ I_ Local inkranek A
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eMARS|IT==

Think back to our Line-ltem Capital Project example. The Appropriations Bills includes a project for the
Department of Revenue for $875,000 which is funded from the General Fund. Since this is a General
funded project the operating budget authority for this project is included in the Capital Construction
Appropriation and Allotments (GNRL-31-CC00-CC01-0100-6).

1. From the Capital Budgets Workspace select Transfers (JV2T). On the Document Catalog screen
select Create.

ghle  Accounts Pavable

Procurement Budget Accourts R

Budget

Save Restart Sawe MIC
Operating Budnets Document Catalog

Capital Budgets Search

Incjulirie s
Documents b
Capital Expense Budget (1 rwDocument ldentifier
Capital Revenue Budget (| .
T Transters(vZT) Code D V2T Unit:

Management Budpets Dept - Ii o “

~w0ther Options
Auto Murnbering : []
Create Template: [

Create

Ienu

2. Complete the following information:

Dept 130
Unit UNIT
ID CPTL-CY06-0

Select Create.
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3. This is the Header of the document. Enter “Scanner Replacement” in the Document Name field.

X]

3 AMS Advantage - Microsoft Internet Explorer

DVANTAG E Home Personalize Help Accessibility Logout
= 2 urting  Budget

Budget

JV2T - 130- CPTL-CY06-0- 1- New- Draft

| Action Merw_|
L4

General Information ~
rwGeneral Information

Document Information
Accounting
Posting
Document Comments

Document History Recard Date : I

Document Reference

Future Triggering Budget Fy' : I
Fiscal Year :I
Feriod :I

Diocurment Description :

Scanner Replacement

Document Mame :

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

r PDocument Informati ]

Top

[ sawe N tndo [ ot vaidate |  Submit ] Ciose ]

Menu

@ G G Internet
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4. Select Accounting from the secondary navigation panel. Select Insert New Line.

A AMS Advantage - Microsoft Internet Explorer |Z”:”z

A DV‘ANT‘AG E Home Personalize Help Accessibility Logout

Procurement i L C ing  Budget

Budget

JV2T - 130- CPTL-CY06-0- 1- New- Draft

| Action Meny |
| Hoader - Accounting Line | Line Amount | Line Closed Amount | Event Type | Ref Doc Dept Code
" coourting -
General Information &% ¥ 1]
Reference Inzert Mew Line Insert Copied Line First Prew Go To Newxt Last
Fund Accounting
Detail Accounting
Pasting sk
Lo b b it ~wGeneral Information

Document History

Document Reference Ewvent Type : I Fizcal Year: I
Eus s aenre Accounting Template:l— Budget FYiI
Period :I
Line Description ; Charge Class:l—

Charge Class Rate :|

Line Amount:l Charge Units :I
Line Closed Amount

Line Closed Date Elank:I

r PReference ]

r BFund Accounting ]

 kDetail Accounting ]

Tap
[ sawe [ tndo [ ot J vaidate | Submit ] Ciose ]
Menu
@ Done G G Internet

5. Enter the following information in the General Information

Event Type XCO01 — On-Budget Transfer Out

Accounting Template | GCCO0O0 — Accounting Template for Capital Construction Account
Line Description Leave blank.

Line Amount 875000

Fiscal Year Leave blank.

Budget FY Leave blank.

Period Leave blank.

Charge Class Leave blank.
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Charge Class Rate Leave blank.

Charge Units Leave blank.

6. Expand the Fund Accounting section. Enter “T60C” in the Object field.

3 AMS Advantage - Microsoft Internet Explorer

Home Personalize Help Accessibility Logout

F/IRY.  ADVANTAGE

Budget
Save Restart Save Al JV2T - 130- CPTL-CY06-0- 1- New- Draft
| | Action Meny |
Document View
Header = - - -
General Information &% ¥ o
Reference Insert New Line Insert Copied Line First Prew Gro To Next Last
Fund Accounting
Detail Accounting
Posting sk
Document Comments ~wheneral Information
Document History
Document Reference Event Type : I}{CD1 Fiscal Year: I
Future Triggering
Accounting Template IGCCDD Budget FY:I
Period :I
Line Description : Charge Class :I
Charge Class Rate :|
Line Amaunt : IB?SDDD Charge Units :I
Line Closed Amount
Line Closed Date : Elank:l
r PReference ]
r=Fund Accounting
Fund :I Depanment:l OEISA:I
Sub Fund :I Unit:l Sub OEISA:I
Ohject: [TEOC Sub Unit:l DeptObject:I
Sub Ohject || Appr Unit:l Dept Revenue :I 1
Revenue :I EISA:I
Sub Revenue :I Sub EISA:I
A
< | =
@ Done G G Internet




eMARS 320 Enacting Capital Projects in eMARS

7. Select Insert New Line. Enter the following information in the General Information section:

Event Type XCO03 — Transfer In

Accounting Template | FCY06 — Accounting Template for Scanner Replacement Project.
Line Description Leave blank.

Line Amount -875000

Fiscal Year Leave blank.

Budget FY Enter “9999".

Period Leave blank.

Charge Class Leave blank.

Charge Class Rate Leave blank.

Charge Units Leave blank.

8. Expand the Fund Accounting section. Enter “N101” in the Revenue field.

Welcome, Rachelle Wilkins Budget Procurement Accounts Receivable Accounts Pavable CostAccounting

JV2T 130 CPTL-CYD6-0 1 JV2T - 130- CPTL-CYD6-0- 1- New- Draft
Document View | Action Menu I
Header
" Accounting Accounting Line | Line Amount | Line Closed Amount | Event Type | Ref Doc Dept Code
General Information X -
T | B 0 S875,000.00 XKoo
Fund Accounting b4 v 0
Dietail A ti
- = Insert Mew Line Insert Copied Line First Prev Bg To Mext Last
Posting

Document Comments

Document Histo dhk
Document Reference

e an ~®General Information

EventType:[XC03 B FiscalYear:[
Accounting Template : [FCY06 B BudgetFy:[9999
Period:[ ‘

Line Description : Charge Class : l—

Charge Class Rate : |

Line Amount : -875000 Charge Units: | -
Line Closed Amount :

Line Closed Date : Bank: q

r kReference

~=Fund Accounting
Fund : ,7 Department : ,7 COBSA: ,7
subFund:[ unit:[ suboBSA:[
object:|  swunit:[ DeptObject:|
subObject:]|  Apprumit:]  DeptRevenue:|
Revenue: [N101 Bsa:[

€D Internet & 10
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9. Select Validate. The fields from the templates will populate the Fund Accounting and Detailed
Accounting sections.

—=Fund Accounting
Fund : W Department : [7B5 QOBSA Ii
SubFund:[ Unit: [T suboBsA: [
Object : [TBOC subunit:| DeptObject: [
Sub Ohject : li Appr Unit | Dept Revenue li
Fevenue Ii BSA Ii
Sub Revenue Ii Sub BEA Ii

—whetail Accounting

Major Frogram :

Location : Reparting

P :
Sub Location Sub Reporting ; rograrm
FPhase:

Activity Task:

T
1

Sub Activity Suh Task:

|

Ii

Ii

Ii Frograrm Period
Ii

Function : |CCEI2 Task Order :

W

Sub Function :

—=Fund Accounting
Fund : W Department : |13E|7 DBSA Ii
SubFund:[ Unit: Junm suboBsA:[
Object:|  Swbunit:| DeptObject:|
Sub Ohject Ii Appr Unit |CF'TL Dept Revenue : Ii
Revenue W BSA Ii
Sub Revenue : Ii Sub BEA Ii

—whetail Accounting

Sub Function :

Location : Ii Reparting : | Major Program :
Sub Location: [ Sub Reporting: [ Program : |
actiity: [ Task: [ phase: [
Sub activity: | subTask:[ Program Period: [
Function | Task COrder Ii
—
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One of the accounting lines is for a department outside of your security settings. Because of this, you
will receive the following error. This error is expected and will be corrected by OSBD. If you have any
other errors, they will need to be corrected before submitting the SAS-5 Capital Project form. For this

example, you will not be able to submit the document because of the error.

43 AMS Advantage Errors - Microsoft Internet Explorer -0 x|

Error Messages

fenu

Message

Component Context Severity | Override
“alues inthe organization fields are not authorized for the current user.

AR DOC_ACTG WEMD =1 ACTG =1 Error

l_ I_ I_ [EE Local intranst 7

|@ Done
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eMARSIS

Exercise 5 — Complete Transfer (JV2T)

Scenario

Your agency has a Maintenance Pool that will be used to perform Roof Repair. The cost of the Roof
Repair is $76,000. The funding for the Maintenance Pool is from Investment Income.

Task Overview

Complete the Transfer document to transfer the Cash from the Maintenance Pool to the Roof Repair
project.

Procedures

1. From the Capital Budgets Workspace select Transfers (JV2T). On the Document Catalog screen
select Create.

Accournts Rec

Budcet

Procurement

Budget

Save Restant Sawve Al C
Operating Budnsts Document Catalog

Capital Budgets Search
Inguiries:
Documerts sk
Capital Expense Budget (1 rwDocument ldentifier
Capital Revenue Buddet () ) o
+ Trangsfers (J¥2T) Code [ WAT Lnit:

Management Budgets Dept. D |

—w0ther Options
Auto Mumbering : [
Create Template : [7]

Create
Ienu

2. Complete the following information:

Dept See Student Card

Unit UNIT

ID CPTL-Enter ID Fund from Student Card-0
Example: CPTL-CY08-0

Select Create.
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Document Catalog

Search

sk
whocument ldentifier

Code : [JV2T Unit - |
Dept. :I D |

=0ther Options
Auta Mumbering : [
Create Template : []

Create

Menu

3. This is the Header of the document. Enter “Roof Repair” in the Document Name field.

ZM http://kyadvuat.state_ky.us - AMS Advantage - Microsoft Internet Explorer

P/  ADVANTAGE ~

Accounts Receivable Budaget

Personalize Help Accessibility Logout

Welcome, helle Wilkins Procurement Accounts Payable Cost Accountin

JW2T 785 CPTL.
Document View JV2T - 765- CPTL-CY08-0- 1- New- Draft

General Information
Document Information Fh
Accounting
Posting
Document Comments
Document History Document Mame :
Document Reference

Future Triggering Record Date :|
Budget FY:I
FiscaIYear:I

Period l—

Document Description : I

r®General Information

Roof Repair

Actual Amount : $0.00
Closed Amount : $0.00
Closed Date :

r kDocument Information 1

[ sawe J unao [ fant [ vaidae | Submt | Ciose ]

o Internet
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4. Select Accounting from the secondary navigation panel. Select Insert New Line.

3 AMS Advantage - Microsoft Internet Explorer

A DV‘ANT‘AG E Personalize Help Accessibility Logout

Procurement  Budget

Budget

JV2T - 130- CPTL-CY09-0- 1- New- Draft

| Action Meny |
| Hoader - Accounting Line | Line Amount | Line Closed Amount | Event Type | Ref Doc Dept Code
" coourting -
General Information &% ¥ 1]
Reference Inzert Mew Line Insert Copied Line First Prew Go To Newxt Last
Fund Accounting
Detail Accounting
Pasting sk
Lo b b it ~wGeneral Information

Document History

Document Reference Ewvent Type : I Fizcal Year: I
Eus s aenre Accounting Template:l— Budget FYiI
Period :I
Line Description ; Charge Class:l—

Charge Class Rate :|

Line Amount:l Charge Units :I
Line Closed Amount

Line Closed Date Elank:I

r PReference ]

r BFund Accounting ]

 kDetail Accounting ]

Top

[ sawe [ tndo [ ot J vaidate | Submit ] Ciose ]

Menu

@ G Inkernet

5. Enter the following information in the General Information

Event Type XCO02 — Off-Budget Transfer Out

Accounting Template | Enter Accounting Template Transfer Out from Student Card
Line Description Leave blank.

Line Amount 76000

Fiscal Year Leave blank.

Budget FY Enter “9999”

Period Leave blank.

Charge Class Leave blank.
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Charge Class Rate Leave blank.

Charge Units Leave blank.

6. Expand the Fund Accounting section. Enter “T879” in the Object field.
7. Select Insert New Line. Enter the following information in the General Information section:

Event Type XCO03 - Transfer In

Accounting Template | Enter Accounting Template Transfer In from Student Card
Line Description Leave blank.

Line Amount -76000

Fiscal Year Leave blank.

Budget FY Enter “9999”

Period Leave blank.

Charge Class Leave blank.

Charge Class Rate Leave blank.

Charge Units Leave blank.

Expand the Fund Accounting section. Enter “N879” in the Revenue field.

Select Validate. The fields from the templates will populate the Fund Accounting and Detailed
Accounting sections. The document should Validate Successfully.

10. Select Submit.
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eM ARSI/

9 — Inquiry Screens
How will you know when your SAS-5, Capital Project, form has been processed? There are two ways:
e Create a Favorite to the Document Catalog

e Use the Capital Budget Inquiry screens

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 document catalog page with pre-
populated information as a favorite by performing the following steps:

1. Click Document Catalog from the secondary navigation panel.

= AMS Advantage - Windows Internet Explorer

[N VANTAGE R A T

Procurement Accounts Payable Accounts Receivable Budget Cost Accounting

Welcome, Rachelle Wikins

€MARS Production
* Message Center

- Search Document Catalog

Create

Document Catalog

infoAdvantage &bk
» History .
» Favorites =D Identifier
» Administration Code I Unit |

Dept D

r BUser Information 1

r bD State 1

Browse Clear

Actian Manu
Open Walidate Submit Copy
Code | Dept. | Unit | ID | Comments | Version | Function | Phase | Status | Date | User ID | Amount | Active

First Prev Next Last
Menu

2. Inthe Code field, enter “BGE43, BGR42, JV2T” and in the ID field enter “CPTL-“

¢~ AMS Advantage - Windows Internet
fey o /I

Home  Personalize  Help  Accessibilty  Logout

Procurement Accounts Payable Accounts Receivable Budget Cost Accounting

€MARS Production
|» Message Center

|+ Search Document Catalog

Create

Document Catalog

[ nroadvantace o
: :.::::fes w0 Identifier
[> Administration Code - [43. BGRAZ. JV2TH Unit - |

Dept. o [CPTL-

[ PUser Information ]

 bD State ]

Browse Clear

Action Manu
Open Validate Submit Copy

Code | Dept. | Unit | ID | Comments | Version | Function | Phase | Status | Date | UserID | Amount | Active

First Prev Next Last
Meny
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3. Right click on the page and select Add to Favorites from the new menu displayed.

/= AMS Advantage - Windows Internet Explorer

By,  ApvanTAGE e e we s e

| Welcome, Rachelle Wilkins Procurement  Accounts Pavable Accounts Receivable Budaet Cost Accounting

| eMARS Production
|* Message Center

|+ Search Document Catalog

Create

infoAdvantage &k
| » History
|» Favorites

|+ Administration Code - [43 BGR42 JV2TH Unit - |

Dept. o [CPTL-

rwDocument ldentifier

r bUser Information

r pDocument State

Browse Clear

Field Level Help
Page Help
Open Validate Submit Copy Print Page

Add To Favorites

Code | Dept. | Unit | ID | Comments | Version | Function | Phase | Status | Date | User ID | Amount | Active
First Prev Next Last
Menu

4. Enter a name to assign to the favorite — for example “Capital Budget Documents”.

F
Explorer User Prompt

Script Prompt:

Cancel

Enter a name for thiz favorite:

|Eapital Budget Documents

5. Click OK. A message displays indicating the favorite was added.

Iﬂ View All (1 of 1) : The favorite was successfully added. |
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6. Click Favorites in the secondary navigation panel to see the entry you just created.

Function Group
Function Type
Function

Sub Functions
Fund

Fund Reguirementz
WFDE

Valid Fund-Dept
Appropriation
Allotment

Object

AP Summary

AL Sumrnary
Object Summary
Capital AP

Capital AL

Capital RB

Cash Balances
Accounting Journal
Paid Procard Docs
Procard Admin
Accounting Template
Doc Cat - Budgets
Capital Budget Documents

7. Select this entry to open the document catalog page with the information pre-populated.

= AMS Advantage - Windows Internet Explorer,

Home  Personalize  Help  Accessibility  Logout

Accounts Pavable Accounts Receivsble Budget CostAccounting

Procurement

€MARS Production
» Message Center

Document Catalog

Create
sk
wDocument ldentifier

Code - [BGE43 BGR42 B Unit - |

Dept - | D [CPTL-

Sub Functions
Fund

Fund Reguirements

WFDF [ bUser Information ]

Walid Fund-Dept
Appropriation C bDocument State ]
Allotment
Object 22 Cle
AP Summary

| Alsummery [EEEE

Obiect Summary sal .
e Open Validate Submit Copy

Code | Dept. | Unit | ID | Comments | Version | Function | Phase | Status | Date | User ID | Amount | Active

First Prev Next Last
Menu

Doc Cat - Budgets
Capital Budget Documents

» Administration

8. In the ID field after the “CPTL-“, enter the fund and sequential number for the documents in
guestion (i.e. CPTL-CS89-1).
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9. Select the Browse link or hit the <Enter> key.

Home  Personalize  Help  Accessibility

Logout

Welcome, Rachelle Wilkins Budget Procurement Accounis Receivable Accounts Payable CostAccounting

Training 1 Financial
» Message Center

- Search Document Catalog

Create
Document Catalog
infoAdvaniage =1y
» History .
+ Favorites =D Identifier
i Code - [BGE43, BGRa2 . Unit - [

Dept ID - [CPTL-CS89-1

r BUser Information 1

D State 1

Actian Maru

Open Validate Submi Copy

Code | Dept. | Unit ID Comments | Version | Function | Phase Status Date | UserID | Amount | Acfive
[] BGE43 075 UNIT CPTL-CS89-1 Mo 1 New Final Submitted 81010 rwilking 0.00 true
[ BGR42 075 UNIT CPTL-CS89-1 No 1 New Final Submitted 81010 rwilking 0.00 true
0 Jwat 075 UNIT CPTL-C8831 Mo 1 New Final Submitted 81010 rwilkins 0.00 true
First Prev Next Last
HMenu

10. The documents will be displayed. The Phase column will display “Final” when the documents have
been processed. If user's need to see the date the documents were processed, open the document
and the “Modified On” date shown on the Header is the date the document was processed.

7JAMS Advanioge -Windows ternet Explocer [ ]&[x

2,114,104, 1! /I i greBF:

{ “Rh ADVANTAGE Home  Personalize  Help  Accessibility  Logout

Welcome, Rachelie Wilkins: Budget Procurement Accounts Receivable Accounts Payable Cost Accounting

BGE43

feamesiiE- BGE43 - 075- CPTL-C589-1- 1- New- Final

| Action Meny

Load Constraints

Header
Document Comments Transaction Date - [08/10/2010
Document History

Document Reference Budget FY |9999
Future Triggering
Fiscal Year |
Period |
Start Date I
End Date - [12/31/2040

Created By : rwilkins
Created On - 08/10/2010
Madified By : rwilkins
Modified On - 09/01/2010

[ew Y Pt Y ooyrowad | Clese ]
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There are four Capital Budget inquiry screens available in eMARS to break down the budget balances
and look at the individual transactions that make up the budget balances. They are:

Appropriation Inquiry (BQ43LV1)
Allotment Inquiry (BQ43LV2)

Revenue Budget — Level 1 (BQ42LV1)
Revenue Budget — Level 2 (BQ42LV2)

In addition to the inquiry screens, there is a Cash Balance (CBALSQ) inquiry screen which is used to
establish and track cash balances.

These inquiry screens can be accessed from the Budget Workspace under Capital Budgets.

Procurement A 3 2 cocounts Payable  C ccounting  Budget

Budget

Operating Budgets

Sawe Al Cloze

Capital Budgets

Capital Budgets bdeny

|nouiries

This area contains the inquiries and documents used to process and manage capital projects.

Documents
Management Budgets

= Inquiries
Thizsection contains inquiries used to view apprapriation, allotment, and cash balances far capital projects.

+ Apprapriation Inquirg (BE43LVY
Allotment Inguing (B QG2 LW2)
Bevenue Budget- Lewvel 1 (BO421LW1Y
Bevenue Budget - Lewvel 2 (BOS2 WY
Cash Balancez (CBALSIY
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Appropriation Inquiry
The Appropriation Inquiry page provides information for Capital Project Appropriation balances.

1. On the Budget Workspace, select Capital Budgets from the secondary navigation panel.

2 AMS Advantage - Microsoft Internet Explorer

DV;ANT‘;AG E Home Personalize Help Accessibility

Budoet

S Capital Budgets

Operating Budgets

Capital Budgets
INciuiries This area contains the inquiries and documents used to process and manage capital projects.
Documents

Management Budpets

hlenu

~ % Inquiries
Thiz zection contains inquiries used to view appropriation, allotment, and cazh balances for capital projects.

Approprigtion Inquirg (BOA210
Allotment Inguiry (BQ4ZLW2
Eevenue Budget - Lewvel 1 (BOQ42LWTY
Rewenue Budget - Lewvel 2 (BQA21 020
Cash Balances (CEBALSDY

r b Documents
Thizzection contains the documents used to establish or modify an appropriation, allotment, or revenue budget for a capital
project.

2. Select the Appropriation Inquiry (BQ43LV1) link.

Bucget

Budget

Save Restart Sawe Al C = =

Operating Budacts Appropriation Budget
Capital Budgets

Inguiries
~" Appropriation Inguiry (BE.
Allatment Incuiry (BG4 30Y
Rewvenus Budiet - Level 1 ——
iz Bl - Lpvdl 2 A Search - Microsoft Internet ... [= |[3][X]
Cash Balances (CHALSG e i—
Documerts

Management Budgets BFY : | Uncommitted : |

flenu Quick Search

BEY | Fund | Department | Appropriation | Current Budget | Encumbered | Actual Expenses | Unobligated

First Frev Mext Last

Fund : Unobligated : |

Department ended focned |

Appropriation :

expended Cazh : |

k Clear Cancel

Fotual Expenzes : |

r bBudgeted Amounts ]

 BGeneral Information ]

Top
Modified Budget Line Controls Hext Lewel
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3. The Search popup box will appear that will allow you to define the search criteria. The following
table defines the fields in the Search box:

BFY The Budget Fiscal Year for all Capital Projects is “9999”. You can enter the “9999”
or leave this field blank.

Fund The fund assigned to the Capital Project.

Department The department associated with the Capital Project.

Appropriation The Appropriation assigned to all Capital Projects is “CPTL”. You can enter the

“CPTL" or leave this field blank.

Select Ok.

i AMS Advantage - Microsoft Internet Explorer

DVAANT,AG E Home Personalize Help Accessibility Logout

Procuremert OO = courting  Bucoet

Budget
Save Restart Save AIC . e
s | Appropriation Budget
Capital Budgets

Inguiries
DIA ropriation Inguiry (BQ BFY | Fund | Department | Appropriation | Current Budget | Encumbered | Actual Expenses | Unobligated

" Aliotrment Incuiry (BE43LY ~ 9999 CYOE 130 CPTL $a75,000.00 F0.00 F0.00 57500000
Revenue Budnet - Level 1 First Prev Mext Last

Revenue Buddet - Level &
Cash Balances (CBALSG

Menu Quick Search

Documents Hxamn ok
Management Budgets rwExpense Actuals

Purchase Reservatians : W Q, Uncommitted : ’W
Fre- Encumbered : ’3;0007 2, Unobligated ; ’W
Encumbered ; W ), Unespended Aecrued - ’W

fecrued Expenses : ’3;0007 ), Unexpended Cash : ’W
Cash Expenses : W 2, fotual Expenses ; W

rewBudgeted Amounts

Adopted ’W ), Budget Reserve : ’3;0007

Alocated : ’3;0007 ), Original Budget : ’W

Amendments : ’W T4 Curent Budget : ’W
Trmnster In : ’3;0007 2,
Transfer Out ; W Q,
Carry Forward : ’3;0007 Q,
Reversions: [fO00 Q4

r kGeneral Information ]

Top
hodified Budget Line Contrals Mext Level

=] 8 Inbernet
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4. The following tables defines some of the key fields on the Appropriation Inquiry page:

Budget Actuals

Encumbered

Money set aside in anticipation of a future expenditure.

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.)

Unobligated

Current Budget — Encumbered — Accrued Expenses — Cash Expenses

Unexpended Cash

Current Budget — Cash Expenses

Actual Expenses

Accrued Expenses + Cash Expenses

Budgeted Amounts

Adopted Line-item Capital Projects
Amendments Non Line-item Capital Projects
Original Same as Adopted

Current Budget

Adopted + Amendments

5. The magnifying glass next to some of the fields will provide a drill down to the documents that make
up the amount in the field. This can be a useful tool when troubleshooting issues and to determine
when documents have posted.

Welcome, Rachelle Wikins

Bu

[- /o4

e Help  Accessibility  Logout

Budget Procurement Accounts Receivable Accounts Payable Cost Accounting

= Detail Transaction Listing

| Capital Budgets

I
| Operating Budaets
|
| Inquiries

v BGE43

Doc Code | Doc Dept Doc ID

Wenu Quick Search

Document ldentifier
CPTL-CYOS-MEW BGE43 130 CPTL-CYDB-NEW

First Prev Next Last

Search

Doc ID

Doc Code !BGE43 Adopted |5875.000.00
Doc Dept 1130

CPTL-CY06-NEW

OK|| Cancel |

6. The Next Level link at the bottom of the screen will display the Allotment Inquiry screen for the
selected Appropriation.
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Allotment Inquiry
The Allotment Inquiry page provides information for Allotment balances.
1. On the Budget Workspace, select Capital Budgets from the secondary navigation panel.

3 AMS Advantage - Microsoft Internet Explorer,

Home  Personalize  Help  Accessibility

F/IRs. ADVANTAGE

Budget

=i Al Cl =
Operating Budgets = = Capltal B Udg ets

Capital Budgets
Inguities Thiz area contains the inquiries and documents used to process and manage capital projects.
Documerts

Management Budgets -

= Inquiries

This section contains inguiries used to view appropriation, allotment. and cash balances for capital projects.

Mlenu

Appropriation Inguing (BOE3 LYY
Allotment Inguiry (BOG3LW2Y

Bevenue Budget- Lewel 1 (BRI2LW1]
Bevenue Budget- Lewal 2 (BOJ2LWEY

Cash Balances (CHALSOY

This section contains the documents used to establish or modify an appropriation, allotment, or revenue budget for a capital
roject.

" b Documents
P

2. Select the Allotment Inquiry (BQ43LV2) link.

Procuremert

Budaet

Budget

ave Restart Save Al C EXpEI'ISE BUdQEt

Menu Quick Search

Inq:merz e ————— Department | Appropriation | Bureau | Object | Current Budget | Encumbered | Actual Expenses | Unobligated
Appropristion Inouirye (BE: .

+ Alctmert Inouiry (BRaaly, | e Med Last
Revenue Budget - Level 1

Revenue Budget - Level &
Cash Balances (CRALSG

Documents:

Management Budgets

22 Search - Microsoft Internet ... |:||§|rz|

EFY :

Uncommitted :

’7
Fund : Unobligated : I—
Department : lpended Aoanied - I—
Appropriation : ,— expended Cash : l—
Bureau : fiotual Bepenses - I—
— Ohject :
Cl Ok Clear Cancel
[ POETTETAT TOT I
Top

hodified Budget Line Contrals Prewious Level|

3. The Search popup box will appear that will allow you to define the search criteria. The following
table defines the fields in the Search box:

BFY The Budget Fiscal Year for all Capital Projects is “9999”. You can enter the “9999”
or leave this field blank.

Fund The fund assigned to the Capital Project.
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Department The department associated with the Capital Project.

Appropriation The Appropriation assigned to all Capital Projects is “CPTL”. You can enter the

“CPTL” or leave this field blank.

Bureau The Bureau assigned to all Capital Projects is “CPTL”. You can enter the “CPTL”"
or leave this field blank.
Object Defines the object of expenditure.
Select Ok.
2 AMS Advantage - Microsoft Internet Explorer
A DVANTAGE Home Personalize Help Accessibility Logout
3 & Accou NECE s Pa £ at Ao iny  Budget
Budget
Zave Restart Save Al C
Operating Budgets Expense BUdQEt
Capital Budgets Menu Quick Search
Inq:lrleri riation Inguiry (BG Department | Appropriation | Bureau | Object | Current Budget | Encumbered | Actual Expenses | Unobligated
[~ Allctment Inquiry (BR43L v 9999 CYOE 130 CPTL CPTL  ETON §$425,000.00 $0.00 $0.00  $425,000.00
Revenue Budget - Lewvel 1 9999 CYO6 130 CPTL CPTL E703 $450,000.00 F0.00 $0.00  §F4a0,000.00
Revenue Budget - Level ¢ First Prev Nest Last
Cash Balances (CEALSE
Documerts
Management Budgets seach  Fh
rwExpense Actuals
Purchase Reszervations : |0 00 Q; Uncommitted : |$425 00000
Pre-Encumbered : |0 00 Q; Unobligated : |§425 O00.00
Encumbered : |0 00 Q; Unexpended Accrued : (425 O00.00
Fecrued Evpenzes ;|0 00 Q; Unexpended Cash : 425 O00.00
Cazh Ewpenses : |§0.00 Q; Fetual Evpenzes : |F0. 00
r wBudgeted Amounts
Adopted : (§0 00 Q; Budget Rezerve : |§0 00
Hlocated - %000 24 Original Budaet : |50.00
Amendments : F428 00000 4 Coument Budget : $425,000.00
Transter In : {000 Q;
Transter Out : {000 Q;
Carry Forward : {§0 00 Q;
Reversionz : |§0. 00 Q;
—  kGeneral nformati ]
¥ Top
i l hodified Budget Line Controlz Frevious Level
@ G 0 Internet

4. The following tables defines some of the key fields on the Allotment Inquiry page:

Budget Actuals

Encumbered Money set aside in anticipation of a future expenditure.

Accrued Expenditures where the payment has been authorized but payment has not been

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

Unobligated

Current Budget — Encumbered — Accrued Expenses — Cash Expenses

Unexpended Cash

Current Budget — Cash Expenses

Actual Expenses

Accrued Expenses + Cash Expenses

Budgeted Amounts

Amendments

All Allotment amounts will be defined as Amendments

Current Budget

Adopted + Amendments

5. The magnifying glass next to some of the fields will provide a drill down to the documents that make
up the amount in the field. This can be a useful tool when troubleshooting issues and to determine
when documents have posted.

6. The Previous Level link at the bottom of the screen will display the Appropriation Inquiry screen for
the selected Allotment.
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Exercise 6 — Review Appropriation and Allotment Inquiry Pages

Scenario

Review the budget inquiry pages to ensure sufficient balances.

Task Overview

Open the Appropriation and Allotment Inquiry pages for a capital project.

Procedures

1. On the Budget Workspace, select Capital Budgets from the secondary navigation panel.

23 AMS Advantage - Microsoft Internet Explorer

/I

Sawve Al Close
Dperating Budpets
Capital Budgets
Inouiries
Documerts
Management Budnets

Capital Budgets

DVANTAGE

Procuremert

Home

Budget

Personalize

heny

This area containsthe inquiries and documents used to process and manage capital projects,

= Inquiries
This section contains inquiries used to view appropriation, allotment, and cash balances for capital projects.

Approprigtion Ingquing (BE43LW]
Allotment Inguine (BR42LWEY
Eevenue Budget - Level 1 (BR42LYV1Y
Revenue Budget- Level 2 (BRAZLVEY
Cash Balances (CBALSOY

L

b Documents
This section contains the documents used to establish or modify an appropriation, allotment, or revenue budget for a capital
roject.

Help Accessibility

2. Select the Appropriation Inquiry (BQ43LV1) link.

Budget

Save Restant Sawe AT

Operating Budgets
Capital Budgets
Inguiries
~" Appropristion Inguiry (Be
Allotment [nouiry (Bod50Y
Revenue Budiet - Lewvel 1
Revenue Budget - Level =
Cash Balances (CHALSG
Documents
Management Budgets

Appropriation Budget

Procurement

Buclet

BFY | Fund
First Prew Mest Last

Department | Appropriation

Menu Quick Search

Current Budget | Encumbered | Actual Expenses | Unobligated

BFv:|

Fund :

Department :
Appropriation :

k Clear Cancel

Uncommitted

Unobligated ;
Boended Aocned ;@
expended Cash ;
fotual Bepenzes

r FBudgeted Amounts

r BGeneral Information

Top
Modified Budget Line Controls Newxt Level
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3. The Search popup box will appear that will allow you to define the search criteria. The following
table defines the fields in the Search box:

BFY The Budget Fiscal Year for all Capital Projects is “9999”. You can enter the “9999”
or leave this field blank.

Fund See Student Card

Department See Student Card

Appropriation The Appropriation assigned to all Capital Projects is “CPTL”. You can enter the

“CPTL" or leave this field blank.

Select Ok.

i AMS Advantage - Microsoft Internet Explorer

DVAANT,AG E Home Personalize Help Accessibility Logout

Procuremert OO = courting  Bucoet

Budget
Sawve Restart Sawve Al C = =
rerseasesemnny | Appropriation Budget
Capital Budgets
Incjuiries
~ Appropristion Inguiry (B
Allotmert Inguiry (BR43LY ¥ 9993 CY03 E70 CPTL
Revenue Budnet - Level 1 First Prev Mext Last
Revenue Buddet - Level &

Menu Quick Search

BFY | Fund | Department | Appropriation | Current Budget | Encumbered | Actual Expenses | Unobligated
$11,500.00 F0.00 $11,251 57 24543

Cash Balances (CBALSG s N &k
Documents =24
Management Budgets rwExpense Actuals

Purchase Reservatians : W Q, Uncommitted : ’W
Fre- Encumbered : ’3;0007 2, Unobligated ; ’W
Encumbered ; W ), Unespended Aecrued - ’W

fecrued Expenses : ’3;0007 ), Unexpended Cash : ’W
Cash Expenses : W 2, fotual Expenses ; W

rewBudgeted Amounts

Sdopted © W O4 Pudaet Reserve ; ’350007

Hlocated ; ’3;0007 ) Original Budget ; ’350007

Amendmerts : W Q0 cument Budger : W
Tenstern: [§O.00 Sh
Tnsterow: [f000 9
Camy Foard: [§0.00 TR
Reversions: [fO00 Q4

r kGeneral Information ]

Top
hodified Budget Line Contrals Mext Level

=] 8 Inbernet
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4. The Next Level link at the bottom of the screen will display the Allotment Inquiry screen for the
selected Appropriation.

2 AMS Advantage - Microsoft Internet Explorer

'l Ih\ DVANTAGE Home  Personalize  Help  Accessibliity  Logout
Rach ' - s - S -

Buroet

Budget
Save Rectart Sawe M
Operating Budgets
Capital Budgets
Incjuiries

~ Appropristion Inouiry (BG

Expense Budget

Menu Quidk Search

BFY | Fund | Department | Appropriation | Bureau | Object | Current Budget | Encumbered | Actual Expenses | Unobligated

“Allotment Inguiry (EQ43LY v 9993 CYOS E70 CPTL CPTL  ET12 $5,000.00 $0.00 $4,551 .57 F143.43
Revenue Budcet - Level 1 99585 Cv03 E7O CPTL CPTL E727 F6,500.00 $0.00 $6,400.00 F100.00
Revenue Budcet - Level 2 First Prew Mest Last

Cash Balances (CHALSG

Documents
Management Budgets

Search ¥ k
r*Expense Actuals

Purchase Reservations : |$UUU— 2, Uncommitted ; |$1;.1843—
Pre- Encumbered © lﬂiDDD— Q Unobligated : |$11-1843—
Encumbered : |$UUU— ), Unexpended fecrued : |$1;.1843—

foonied Expenses ; lﬂiDDD— Q) Unespended Cash |$1.-.1843—
Cash Expenses : W Q, Zfetual Expenzes : W

r*Budgeted A it

svopted: [IO0 | N st Resene: [§000
mcaes: [JOO0 A Ouanal Busset - [§0.00
smendments: [FEO0000 | % Cument budger - [§5,000 00
Transter In : IM— Q‘
Transfer Out : IM— Q
Camy Fornward : IM— Q
Rewersions : IM— Q‘

—  bGeneral Information ]

¥ Top
£ > Modified Budget Line Controls Previous Lewel
|@ G 4 Internet
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Revenue Budget — Level 1

The Revenue Budget — Level 1 Inquiry page provides information on the total funding for a Capital
Project.

1. On the Budget Workspace, select Capital Budgets from the secondary navigation panel.

2 AMS Advantage - Microsoft Internet Explorer

DVANTAGE . Personalize  Help

Save Al Close
Operating Budgets
Capital Budgets
Inguiies This area contains the inquiries and documents used to process and manage capital projects,
Documents
Management Budgets

Capital Budgets

Meny

~ % Inquiries
Thizzection contains inquiries used to view appropriation, allotment, and cash balances for capital projects.

Appropriation Inguiny (BO43LW1)
Allotment Inguiry (BR42LY2Y
Revenue Budget- Lewvel 1 (BRIZLWY
Fevenue Budget- Level 2 (BOIZLWEY
Cazh Balances (CBALSOY

r b Documents
Thizzection contains the documents uzed to establish ar modify an appropriation, allotment, or revenue budget for a capital
project.

2. Select Revenue Budget — Level 1 link.

Budet

Budget
Save Restart Sawve Al C -
P —— Revenue Budget 42: Level 1
Capital Budgets
Inguiries

Appropristion Inouiry (BEs
Allottnernt Inguiry (BG4SLY

~ Revenue Budget - Lewvel |

|

henu Quidt Search

BFY | Fund | Department | Current Budget | Total Revenue | Unrecognized Revenue
First Prew Mext Last

Revenue Budnet - Level 2 3 Search - Microsoft Inte... [= |[B1|[X]
Cash Balances (CRALSO =
Documents
Management Budgets BFV : | Total Rewenue ; |

Fund : —
Department : I

Ck Clear Cancel ——

Unrecognized Rewenue |

POLHH P

Billed Uneamed/Deferad Fevenue : |

r BBudgeted Amounts ]

r bGeneral Information ]

Top
Modified Budget Line Controls Mewxt Lewel
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3. The Search popup box will appear that will allow you to define the search criteria. The following
table defines the fields in the Search box:

BFY The Budget Fiscal Year for all Capital Projects is “9999”. You can enter the “9999”
or leave this field blank.

Fund The fund assigned to the Capital Project.

Department The department associated with the Capital Project.

Select Ok.

i AMS Advantage - Microsoft Internet Explorer

I/ DVANTAGE N

Budget

Save Restart Save AIC

Operating Budgets
Capital Budgets
Incjuiries
Appropristion Inguiry (BE.
Allatment Inguiry (BE43LY

Personalize Help Accessibility Logout

Procurement  Ac L = ahle courting  Bucoet

Revenue Budget 42: Level 1

BFY | Fund | Department | Current Budget | Total Revenue | Unrecognized Revenue

~ 9989 CYOE 130 FE75,000.00 $875,000.00 $a75,000.00

Menu Quick Search

~ Revenue Budget - Level 1
Revenue Buddet - Level &

First Frev Mext Last

Cash Balances (CBALSG
Documents
Management Budgets

Search sk
- *Revenue Actuals

Unbiled Eamed Rewenue © |$DDD— Lo} Total Revenue © IW

Billed Eamed Revenue © |$UUU— O Unrecognized Reverue © IW
Collected Eamed Revanue : IW Q
Collected Uneamed/Deferred Revenue © |$UUU— Lo
Billed Unearmed/Deferrsd Revenue © la;uuu— Q

rewBudgeted Amounts

MIW 2y o inalBudet:lW
Pllocated : lmm— O curens Budam : [§875,000.00
Amendments : lﬂiDDD— Q
Camy Forward : |$UUU— 2,
Reversions : lﬂiDDD— Q
Transters : la;uuu— Q

r PGeneral Information ]

Top
Modified Budget Line Controls Mext Level

=] 8 Inbernet
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4. The following tables defines some of the key fields on the Allotment Inquiry page:

Revenue Actuals

Billed Earned
Revenue

Revenue that has been billed (Project Billing) but not received

Collected Earned
Revenue

Revenue that has been received

Total Revenue

Billed Earned Revenue + Collected Earned Revenue

Budgeted Amounts

Adopted

Original Budgeted Funding for the Capital Project

Amendments

All modifications to the budgeted funding for the Capital Project

Current Budget

Adopted + Amendments

5. The magnifying glass next to some of the fields will provide a drill down to the documents that make
up the amount in the field. This can be a useful tool when troubleshooting issues and to determine
when documents have posted.

6. The Next Level link at the bottom of the screen will display the detailed Budgeted Funding for the
selected Capital Project.

Revenue Budget — Level 2

The Revenue Budget — Level 2 Inquiry page provides information on the detail funding for a Capital

Project.

1. On the Budget Workspace, select Capital Budgets from the secondary navigation panel.

3 AMS Advantage - Microsoft Internet Explorer

’ I\‘\\ . [Q: DVANTAAGE Home Personalize Help Accessibility ]

Budget

Sawe Al Close
Operating Budgets
Capital Budgets
Incjuiries
Documents
Management Budgets

Capital Budgets

Procurement — Acc ble  Accounts able  Cost Acc ing  Budget

hlenu

Thiz area contains the inquiries and documents used to process and manage capital projects,

- % Inquiries
Thizszection contains inquiries used to wiew appropriation, allotment, and cash balances for capital projects.

Appropriation Inguirg (BOS3LWY
Allotment Inguiny (BRFILYEY
Eewvenue Budget - Lewel 1 (BOQ2LAY
Bevenue Budget- Lewel 2 (BR4ZLVEY
Cazh Balances (CEALSDY

- b Documents
This section contains the documents used to establizh or modify an appropriation, allotment, or revenue budget for 3 capital

project.

123




eMARS 320 Enacting Capital Projects in eMARS

2. Select the Revenue Budget — Level 2 link.

Procurerment

Sccourting  Budiet

Budget
Save Restart Sawe Al C R
e Revenue Budget42: Level 2
Capital Budgets
Inq:lrlerz T ——— : BEY | Fund | Department | Revenue Source | Current Budget
First Prev Mest Last

fenu Quick Search

Total Revenue | Unrecognized Revenue

Allotment Inguiry (BEEELY
Revenue Budiget - Lewvel 1

Qk Clear Cancel f—vo

_ " Revenue Budgst - Level 2 A Search - Microsoft Intern... [= |[B |&|
Cash Balances (CEALSR - =
Documerts
Management Budgets HE | :2, Total Rewvenue ¢ |
Fund: ':-_2; Unrecognized Rewenue |
Department : Q,
Revenue Source : I :2;

 BBudgeted Amounts

 BGeneral Information

Top
Modified Budget Line Controls Prewious Lewel Suppored Expense Budgets

3. The Search popup box will appear that will allow you to define the search criteria. The following
table defines the fields in the Search box:

BFY The Budget Fiscal Year for all Capital Projects is “9999”. You can enter the “9999”
or leave this field blank.

Fund The fund assigned to the Capital Project.

Department The department associated with the Capital Project.

Revenue Source | Defines the source of the revenue.

Select Ok.
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i AMS Advantage - Microsoft Internet Explorer

I

Save Restart Save AIC

Operating Budgets
Capital Budgets
Incjuiries

Appropristion Inguiry (BE.

DVANTAGE

Procuremert

Revenue Budget 4

2: Level 2

Home Personalize

Bucioet

Menu Quick Search

BFY | Fund | Department | Revenue Source | Current Budget | Total Rewenue | Unrecognized Revenue

allotment Inguiry (BCA3LY v 9999 CYOE 130 BFGF $75,000.00 $0.00 $0.00
Revenue Budoet - Level | 9399 CY0E 130 oy §0.00  $875,000.00 $575,000.00

~ Revenue Budnet - Level 2
Cash Balances (CBALSG

First Frev Mest Last

Documents
Management Budgets

Search Fhk

- *Revenue Actuals

Unbilled Earmed Revenue

Collected Eamed Revenue

Collected Uneamed/Deferred Revenue

:|$D.DD Q

[s0.0m N
:|$D.DD Q

: |$DDD Q; Unrecognized Rewenue : |$DDD

Billed Eamed Rewvenue

Total Rewvenue : |$DDD

Help

Accessibility

Billed Uneamed/Defermed Reverue : |$D.DD Q

rwBudgeted Amounts

MW 2 od inalBudet:lW

Alocated : |$UUU— ), Curent Budget © IW
s [T
Carry Forward : |$UUU— Q
Reversions : la;uuu— Q
st BT Q

r PGeneral Information ]

—  Tep

Modified Budget Line Controls Previous Lewel upported E:

Budgets

|

# Internet

4. The following tables defines some of the key fields on the Allotment Inquiry page:

Revenue Actuals

Billed Earned
Revenue

Revenue that has been billed (Project Billing) but not received

Collected Earned Revenue that has been received

Revenue

Total Revenue Billed Earned Revenue + Collected Earned Revenue
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Budgeted Amounts

Adopted Original Budgeted Funding for the Capital Project
Amendments All modifications to the budgeted funding for the Capital Project
Current Budget Adopted + Amendments

5. The magnifying glass next to some of the fields will provide a drill down to the documents that make
up the amount in the field. This can be a useful tool when troubleshooting issues and to determine
when documents have posted.

6. The Previous Level link at the bottom of the screen will display the summarized Budgeted Funding
for the selected Capital Project.
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Exercise 7 — Review Revenue Budget Inquiry Pages

Scenario
Review the Revenue budget inquiry pages to verify budgeted funding.

Task Overview

Open the Revenue Budget Inquiry pages.

Procedures
1. On the Budget Workspace, select Capital Budgets from the secondary navigation panel.

il AMS Advantage - Microsoft Internet Explorer

Homse Personalize Help Accessibility

Buget

NN DVANTAGE

Budget

Save Al Close =
Operating Budet Capltal BUdQEtS

Capital Budgets
Ingpuiie & Thiz area contains the inquiries and documents used to process and manage capital projects,
Documents

Management Budgets

hdeny

- Inquiries
This section contains inguiries used to view appropriation, allotment, and cash balances for capital projects.

Appropriation Inguiry (BRE3LWVY
Allotment Inguiny (BRG2LYEY
Rewenue Budget- Lewvel 1 {BQJZLYW1Y
Revenue Budget- Level 2 (BRAZLWVE)
Cazh Balances (CBALSOY

r b Documents
Thizzection contains the documents used to establish or modify an appropriation, allotment, or revenue budget for a capital

project.

2. Select the Revenue Budget — Level 2 link.

Blucleiet

Budget
Sawve Restart Save Al C T -
Opersting Budgets Revenue Budget42: Level 2
Capital Budgets
l”q:'r'erz e e Ea BFY | Fund | Department | Revenue Source | Current Budget | Total Revenue | Unrecognized Revenue
Allctment Inguiry (BGaaly | o CUEY Net Last
Eevenue Budget - Level 1 —
~ Revenue Budget - Level 2 3 Search - Microsoft Intern... [= |[B1|[X]
Cash Balances (CBALSD =

Menu Quick Search

Docutmerts
Management Budgets BFY : | £ Tetal Revenus : |

Fund :

2
Q;
Department : [ Q;
o
o

Unrecognized Revenus : |

Revenue Source :

Lk Clear Cancel v

r BBudgeted Amounts

r BGeneral Information

Top
hodified Budget Line Controls Previous Level Supported Expense Budgets
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3. The Search popup box will appear that will allow you to define the search criteria. The following
table defines the fields in the Search box:

BFY The Budget Fiscal Year for all Capital Projects is “9999”. You can enter the “9999”
or leave this field blank.

Fund See Student Card

Department See Student Card

Revenue Source | Leave blank

=19

" I\m\ ADVANTAGE Home  Personalize  Help  Accessibilty  Logout

Welcome, Rachelle Wilkins Procurement Accounts Receivable Accounts Payable CostAccounting Budget

| http://kyadvuat.state.ky.us - AMS Advantage - Microsoft Internet Explorer

Budget s

| Revenue Budget 42: Level 2

Menu Quidk Search
Inquiries -
el BFY | Fund | Department | Revenue Source | Current Budget | Total Revenue | Unrecognized Revenue
Allotment Inauiry (BQ43LY ~ 9999 CY09 130 BFGF $875,000.00 50.00 50.00
Revenue Budget - Level 1 9999 CY09 130 N101 50.00 5875,000.00 5875,000.00
¥ Revenue Budget - LevelZ First Prav Next Last
Cash Balances (CBALSQ
Documents

Search sk
r*Revenue Actuals

Siles Eares Revere - [§0.00 Q,  Unrecognized Revenve ©
Collected Esrned Revenus : lw— Q&
Colzoted Urasrred Defarred Raverus I$UUU— Qb
=0 Uresrmed Defzred Reveanus : IUUU— Q&

~*Budgeted Amounts

socczs - [§75.00000 | R onana muceer: [§675,00000
sssssres [S000 0 Y Curensuscer: [§B76,00000

\ FoT A

Fo T

coesers {000 Q
rassres SOOI

r bGeneral Information

Mcdified Budget Line Controls Previous Level Supported Expense Budgets

0 Internet
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4. The Previous Level link at the bottom of the screen will display the summarized Budgeted Funding
for the selected Capital Project.

2 AMS Advantage - Microsoft Internet Explorer

DVAANT,AG E Home Personalize Help Accessibility Logout

Procurement co Ao iny  Budoget

Budget
Save Rectart Save Al C .
OnerelinsHnimcs Revenue Budget 42: Level 1
Capital Budgets

Menu Quidk Search

T Allctment Inguiry (EQ43LY v 9993 CY0DS 130 $575,000.00 $575,000.00 $575,000.00
Revenue Buddet - Level 1 First Prew Mext Last
~" Revenue Budget - Level &
Cash Balances (CHALSG
Documents Search sk
Management Budgets - *Revenue Actuals

Unbilled Eamed Revenue : |$UUU— Q Total Rewenus © IW

Biled Esrmed Revenue ; lﬂiDDD— ) Unrecognized Revenue ; IW
Collected Eamed Revenue : IW N
Colleted Uneamed/Deferred Revernue © la;uuu— Q
Billedd Unearmed/Deferred Revenue © |$UUU— Lo

r PBudgeted A it ]

 bGeneral Information ]

Top
Modified Budget Line Contralz Mext Level

@ Cone G 0 Inkernet

Cash Balances

The Cash Balance Summary (CBALSQ) page will display the available cash balance for a fund (Capital
Project).

1. On the Budget Workspace, select Capital Budgets from the secondary navigation panel.
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2 AMS Advantage - Microsoft Internet Explorer

ADVANTAGE

Budget
Save Al Close
Operating Budgets

Capital Budgets

Personalize

Capital Budgets
Incuiries
Documents
Management Budgets

This area contains the inquiries and documents used to process and manage capital projects,

Meny

~ % Inquiries

Appropriation Inguiny (BO43LW1)
Allotment Inguiry (BR42LY2Y
Revenue Budget- Lewvel 1 (BRIZLWY
Fevenue Budget- Level 2 (BOIZLWEY
Cazh Balances (CBALSOY

Thizzection contains inquiries used to view appropriation, allotment, and cash balances for capital projects.

r b Documents

project.

Thizzection contains the documents uzed to establizh or modify an appropriation, allotment,

ar revenue budget for a capital

Help

Accessibility

2. Select the Cash Balances link.
| http://kyadvuat.state.ky.us - AMS Advantage - Microsoft Internet Explorer

DVANTAGE

Budget -
Save Restart Save AIC

Cash Balance Summary

me Personalize

Budget

Dperating Budgets
Capital Budgets
Inquiries
Appropriation Ingui
Allotment Inguiry (BQ43L%
Revenue Budget - Level |
Revenue Budget - Level 2
~ Cash Balances (CBALSQ
Documents
Management Budgets

Fund
BOQ General
0300 Debt Service
1100 Read
1200 Federal
1300 Agency Rev
13RV
1400
1500
2100
2200

Name

(341,909 518.87)
20.00

(541,914,499 76)
20.00

5124 .889,171.28
(57,351,313.22)
§1,860,950.29
S0.00
(51,600.00)
S0.00

59,935 800.00
S0.00

(57,351,260 34)
S1,851,085.29
50.00
(51,500.00)
50.00
$9,925,900.00

50.00

Rec Clearing
Other Rev
Invest Pools
Parks

Fair Board

Menu Quidk Search

Cash Balance | Adjusted Cash Balance | Available Cash Balance
(S41,914,499.76)
30.00
£124,889,171.28
(57,351,313.22)
$1,860,950.29
50.00
(81,600.00)
50.00
$9,935,900.00

50.00

First Prev Next Last

Fund: W

T —
I —
Fending Decrease Cash W
Adjusted Cash Balance : W

Ayailable Cash Balance : |($41,914,.499.76)

Cash Balance
Pending Increase Non-Cash :
Fending Decrease Mon-Cash :

Fending Increase Cash :

Accepted Increase Mon-Cash

Accepted Decrease Mon-Cash

Cash Balance Minimum

Cash Balance Detail Cash Balance Summary Maintenance

Help

Logout

0 Internet
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3. Click Search.

Budoet

Procurement Accounts

Budget
S3ve Restart Sawve Al C
e e Cash Balance Summary
Capital Budgets
Incjuiries

Menu Quick Search

A e s (e Fund Hame Cash Balance | Adjusted Cash Balance | Available Cash Balance
Allotment Incuirs (B3 ~ MO0 General (F305,000 653.04) (§305,005 6E63.93) (%305,005 BEZ.93)
Eevenue Budoet - Level 1 0Pk i L0100 E0.00 F0.00

3 Search - Microsoft Internet Explorer |Z||E|FX|

FEevenue Budaet - Level = 42 F125502 11042
~" Cazh Balances (CBALS0 (7,351 QT2
Diocuments R

¥1,860920.29
] F0.00
()] (F1 B00.00
] F0.00
no 9,935 800,00

22000 Fair Board 0000 $0.00 F0.00
First Frew Mext Last

Management Budgets

Available Cash Balance : |

Dk Clear Cancel

Search

4. The Search popup box will appear that will allow you to define the search criteria. The following
table defines the fields in the Search box:

Fund The fund assigned to the Capital Project.

Available Cash Balance | The available cash of the fund.

Select Ok.
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i AMS Advantage - Microsoft Internet Explorer

TN

DVANTAGE

Budget
Save Restart Save AIC
Operating Budgets

Cash Balance Summary

Home Personalize

Bucioet

Capital Budgets
Incjuiries
Appropristion Inguiry (BE.
Allatment Inguiry (BE43LY

~ OB 06 FE75,000.00

F875,000.00

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

$875,000.00

Revenue Budnet - Level 1 First Prev Mext Last

Revenue Buddet - Level &

Menu Quick Search

~ Cash Balances (CBALSG

Documerts
Management Budgets Fund

Search

Fending Increase Mon-Cash
Fending Decrease Mon-Cash

Fending Increase Cash

Awailable Cash Balance

Cash Balance :

Pending Decrease Cash :
Accepted Increase Mon-Cash
Accepted Decrease Mon-Cash
Adjusted Cash Balance :

Cash Balance Minimum :

:ICYDE

|$8?5 000.00

:|$D.DD
:|$D.DD
:|$D.DD

ECTEEE

© %575 ,000.00

Cazh Balance Detail Cash Balance Summary Maintenance

Help  Accessibility

Logout

<
@ Done

# Internet

5. The Available Cash Balance is the cash available in the fund.
Pending Increase Cash — Pending Decrease Cash.

It is calculated as Cash Balance +
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Exercise 8 — Review Cash Balance Inquiry Pages
Scenario
Determine the available amount of cash for a particular project.

Task Overview
Open the Cash Balance Inquiry page to determine amount of available cash.

Procedures
1. On the Budget Workspace, select Capital Budgets from the secondary navigation panel.

il AMS Advantage - Microsoft Internet Explorer

Personalize

Buget

F/IRY.  ADVANTAGE I : ~

Budget

Save Al Close =
Operating Budet Capltal BUdQEtS

Capital Budgets
Ingpuiie & Thiz area contains the inquiries and documents used to process and manage capital projects,
Documents

Management Budgets

hdeny

- Inquiries
This section contains inguiries used to view appropriation, allotment, and cash balances for capital projects.

Appropriation Inguiry (BRE3LWVY
Allotment Inguiny (BRG2LYEY
Rewenue Budget- Lewvel 1 {BQJZLYW1Y
Revenue Budget- Level 2 (BRAZLWVE)
Cazh Balances (CBALSOY

r b Documents
Thizzection contains the documents used to establish or modify an appropriation, allotment, or revenue budget for a capital
project.

Help

Accessibility
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2. Select the Cash Balances link.

A AMS Advantage - Microsoft Internet Explorer

Save Restart Sawe I C
Operating Budgets
Capital Budgets
Incjuiries

Appropristion Inguiry (BE.
Allotment Inguiry (BEE3LY

Revenue Budget - Level 1
Revenue Budoet - Level &

~ Cash Balances (CHALSG
Documents

Management Budgets

Cash Balance Summary

Home Personalize

Bucioet

Fund Name Cash Balance

~ 000 General (F300,127 540.73) ($300,132,521 B2)
0300  Dekt Service $0.00 F0.00
1100 Road $1,432139.35 F125502,11042

1200 Federal
1300 Agency Rewv

(37,351 414.34)
$1 861 ,065.29

(§7 351 967 22)
1,860,950 29

13RY  Rec Clearing $0.00 F0.00
1400 Cther Rev (1,600,007 (1,600,007
1500 Invest Pools F0.00 F0.00
2100 Parks $9,935,900.00 $9,935,900.00
2200  Fair Board $0.00 F0.00

Adjusted Cash Balance | Available Cash Balance

(§300,132 521 62)
$0.00

3125 502,110.42
($7 351 967 22)
1,860,350.29
$0.00

($1 500 .00)

$0.00

8,035 800.00
$0.00

First Prew Mext Last

Menu Quidk Search

Search

Fund :
Cash Balance :

Fending Increase Mon-Cash ;

: |$5 B35.271.54

Pending Decrease Mon-Cash

Fending Increase Cash ;

Fending Decrease Cash :

: |$26 325.00

Accepted Increase Non-Cash

Accepted Decrease Mon-Cash .
Adjusted Cash Balance :
Cash Balance Minimum :

Awailable Cash Balance

ID1DD

(5300127 540.73)

|$1 B00.00

|$5,513.??
|$1D,494.66

|$19 075 958.54

($300,132 521.62)

|$D.DD

($300,132 521.62)

Cazh Balance Detail Cash Balance Summary Maintenance

G Inkernet
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Home  Personalize  Help  Accessibility  Logout

Buclget

Budget
| Save Restart Save AIC
| Operating Budgets
Capital Budgets Menu Quick Search

Ingquiries =
Appropristion Incuiry (BE. Available Cash Balance

Allotment Inguiry (BO4aLY v 0100 Genersl £F300,127 540.73) ($300,132,521 52) ($300,132,521 52)

Revenue Budcet - Level 1 e i L0 F0.00
Reverus Budget - Level - 2l Search - Microsoft Internet Explorer, | F125,502,110.42

~ Cash Balances (CBALSG

Documents
Management Budgets

(37,351 967 .22)
$1,560,950.29
.00 $0.00
(uLu] (F1,600.007
.00 $0.00
oo $9 935 900,00
2200  Fair Board F0.00 F0.00 F0.00
First Prev Mext Last

Available Cash Balance : I

Ok Clear Cancel

= Search

Fund : W
Cash Balance : [(§300,127 540.73)
Fending Increase Mon-Cash © W
Pending Decrease Mon-Cash : W
Fending Increase Cash : W
Fending Decrease Cash : W
Accepted Increase Mon-Cash ¢ W

Accepted Decrease Mon-Cash : [§19 075 988 54
Adjusted Cash Balance : |($300,132 521 62)
Cash Balance Minimurm : {&TD-D_D—
Available Cash Balance : |($300,132 521 62)

< » o Cash Balance Detail Cash Balance Summany Maintenance

_ D D Inkernet

4. The Search popup box will appear that will allow you to define the search criteria.

Fund See Student Card

Available Cash Balance | Leave blank
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i AMS Advantage - Microsoft Internet Explorer

TN

DVANTAGE

Budget
Save Restart Save AIC
Operating Budgets

Cash Balance Summary

Home Personalize

Bucioet

Capital Budgets
Incjuiries
Appropristion Inguiry (BE.
Allatment Inguiry (BE43LY

~ YO8 670 24543

$245.43

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

24543

Revenue Budnet - Level 1 First Prev Mext Last

Revenue Buddet - Level &

Menu Quick Search

~ Cash Balances (CBALSG

Documerts
Management Budgets Fund

Search

Fending Increase Mon-Cash
Fending Decrease Mon-Cash

Fending Increase Cash

Awailable Cash Balance

Cash Balance :

Pending Decrease Cash :
Accepted Increase Mon-Cash
Accepted Decrease Mon-Cash
Adjusted Cash Balance :

Cash Balance Minimum :

:ICYDB

|$248 43

:|$D.DD
:|$D.DD
:|$D.DD

: |$248.43

Cazh Balance Detail Cash Balance Summary Maintenance

Help  Accessibility

Logout

<
@ Done

# Internet

5. The Available Cash Balance is the cash available in the fund.
Pending Increase Cash — Pending Decrease Cash.

It is calculated as Cash Balance +
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10 -

Closing (Inactivate) a Capital Project

Our previous discussions centered on establishing a capital project. Once a project is complete, it must
be closed. When closing a capital project, there are several steps that should be followed. The steps
differ if there is cash remaining or not.

The following steps should be taken when closing a project with a cash balance:

All Encumbrances and Pre-Encumbrances must be liquidated prior to closing the project.
All transactions must be final (no pendings).
Accrued Expenses must be zero.

The SAS-5 Capital Project form must be completed by the agency and sent to Facilities and
Support Services. Following the review and approval by Facilities and Support Services, the
SAS-5 will be forwarded to the Office of State Budget Director for final processing.

The SAS-14 Account Maintenance form should be completed to Inactivate the Capital Project
Fund and attached to the SAS-5.

A Capital Budget (BGE43) document should be completed to close the project. Event Type
X666 should be used on the Appropriation Budget and Expense Budget lines.

A Transfer (JV2T) document should be completed to transfer the remaining cash back to the
appropriation source.

Once the SAS-5 form has been processed and the documents finalized, the SAS-14 form will be sent to
Statewide Accounting Services to be processed to inactivate the Capital Project fund.

If the Capital Project’'s cash balance is zero then you only have to complete an SAS-14 Account
Maintenance form to Inactivate the Capital Project Fund.

Let's look at closing a capital project with a cash balance:

1. Before closing a capital project, you should verify the amounts to be used on the SAS-5 and the
eMARS documents. You should look at the following tables:

Appropriation and Allotment Inquiry
Revenue Budget — Level 2
Cash
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2. From the Budget Workspace, select Capital Budgets.

Personalize Help Accessibility

Budget

Save Al Close
Operating Budgets
Capital Budgets
INciuiries This area contains the inquiries and documents used to process and manage capital projects.
Documents
Management Budgets

Capital Budgets

hlenu

~ % Inquiries
Thiz zection contains inquiries used to view appropriation, allotment, and cazh balances for capital projects.

Approprigtion Inquirg (BOA210
Allotment Inguiry (BQ4ZLW2
Eevenue Budget - Lewvel 1 (BOQ42LWTY
Rewenue Budget - Lewvel 2 (BQA21 020
Cash Balances (CEBALSDY

r b Documents
Thizzection contains the documents used to establish or modify an appropriation, allotment, or revenue budget for a capital
project.

w

Select Appropriation Inquiry.

Budcet

urement

Budget
Save Hestart Sawe Al C = =
Operating Budgets Approprlatlon Budget
Capital Budgets
Incjuiries
~" Mppropristion Inguiry (BE
Allatment Incguiry (BE430 Y
Revenue Budoget - Level 1 S
[EieiEmue EeE - ey A Search - Microsoft Internet ... |'.
Cazh Balances (CHALSE ——
Document =
Management Budgets

Menu Quick Search

BEY | Fund | Department | Appropriation | Current Budget | Encumbered | Actual Expenses | Unobligated

First Prew Mext Last

=1

BFY :

Uncommitted : |

|

Fund: Unobligated : |
Ii
|

Department : ended fecrued ; |

Appropriation : expended Cash : |

frtual Expenses : |

r BBudgeted Amounts ]

r BGeneral Information ]

Top
Modified Budget Line Controls Mext Level

4. The Search popup box will appear. Enter the fund for the project and select Ok.
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Procuremert A g 1 ble ( ing  Budget
Budget s
Save Restart Sawe Al P
Operating Budgets Approprlatlon BUdQEt
Capital Budgets Manu Quick Search

Incjuiriess — -

7 Appropriation Inguiry (GG BFY | Fund | Department | Appropriation | Current Budget | Encumbered | Actual Expenses | Unobligated
Allotmert Inguiry (BE43LY ~ 89985 CY05 E70 CPTL F11,500.00 F0.00 F11,251 57 F248.43
Revenue Buddget - Level 1 First Prev Next Last
Revenus Budget - Level »

Cazh Balances (CRALSG
Documents Zzareh sk
Management Budgets ~wExpense Actuals
Purchaze Reservations : |$DEID Q; Urcommitted : |$24843
Pre-Encumbered |$DDD ':1; Unobligated |$24843
Encumbered |$D_DD Q; Unexpended Acorued : |$248_43
Aocrued Expenzes |$DEID Q; Unexpended Cash : |$24843
Cash Expenses : |$'] 1,251.57 ':l; fotual Expenses |$'] 1,251 .57
 BBudgeted Amounts ]
 BGeneral Information ]
Top
Modified Budget Line Controls Hesd Lewel

5. Confirm that the Encumbered and Accrued Expenses amounts are zero. Note the Unobligated
amount of $248.43.
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6. Select the Next Level link. This will open up the Allotment Inquiry page.

X]

3 AMS Advantage - Microsoft Internet Explorer

’, I\m DVANTAGE : : .-H-:-rne Personalize  Help  Accessibility  Logout

Bucioet

Budget
Save Restart Save Al C i
Operating Budgets
Capital Budgets

Expense Budget

Menu Quidk Search

Il‘:q:mers; riation Inquiry (BQ: BFY | Fund | Department | Appropriation | Bureau | Object | Current Budget | Encumbered | Actual Expenses | Unobligated
[ Allctmert Inguiry (BQ43LY ~ 9989 CY0S EVD CPTL CPTL E70M F5,000.00 F0.00 $4,851 57 F145.43
Revenue Budget - Level 1 99585 Cv05 E7O CPTL CPTL E7O03 F6 500.00 F0.00 $6 400.00 F100.00
Revenue Budcet - Level 2 First Prew Mest Last
Cash Balances (CBALSG
Documents

Search sk
r*Expense Actuals

Purchase Reservations : lﬂiDDD— Q Uncommitted : |$1.-.1843—
Fre- Encurmbered : |$UUU— Q, Unobligated : |$1;.1843—
Encumbered ; |$UUU— ), Unewpended Aecrued ; |$1;.1843—

fecnied Expenses : lﬂiDDD— 4 Unespended Cash : |$1:'-1843—
Cash Expenses : W 2, fetual Expenses ; IW

 PBudgeted A it ]

Management Budgets

r bGeneral Information ]

Top
Modified Budget Line Controls Previous Lewel

@ Done G G Internet

7. Note the Unobligated amount for each Object. Object E701 - $148.43 and Object E703 - $100.00.
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8. From the Secondary Navigation panel, select the Revenue Budget — Level 2 link.

Welcome, Rachelle Wilkins

Budget

Ssves Restart Ssve Al C
Operating B 1=
Capital B

ts

Inquiries
Appropriatien Inguiry (BQ
Allotment Inguiry (BQ43LY
Revenue Budget - Level 1
v Revenue Budget - Level 2

Cash Balances (CBALSQ
Documents

Ma ment B ts

Procurement

Revenue Budget 42: Level 2

Accounts Re

unts Payable Cost Accounting

Budget

BEY | Fund
First Frev Mext Last

2} http:/fkyadvuat.state.ky. .. |Z

Department

Revenue Source | Current Budget | Total Revenue | Unrecognized Revenue

Menu Quidk Search

1=

X

BF‘I’:I f—o
Q Totsl Revenus ; I
Funcl:l o
Q Unrecognized Revenus ¢ I
Department:l —— Q,
Revenue Saurce:l - Q,
0Ok Clear Cancel . Q,,
s G Internet
r kBudgeted Amounts ]
r kGeneral Information ]
Top
IModified Budget Ling Controls Previous Level Supported Expense Budgsts
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9. Enter the fund for the project and select Ok.

X]

3 AMS Advantage - Microsoft Internet Explorer

’, I\m DVANTAGE : : .-H-:-rne Personalize  Help  Accessibility  Logout

Bucioet

Budget
Save Restart Sawve Al C i .
Operating Budgets Revenue Budget 42: Level 2
Capital Budgets

Menu Quidk Search

Inq:lners; riation Inauiry (EQ BFY | Fund | Department | Revenue Source | Current Budget | Total Rewenue | Unrecognized Revenue
T Alltment Inguiry (BQ43LY v 9398 CYDS E70 EFIl $11,500.00 $0.00 $0.00
Revenue Budget - Level 1 99585 Cv05 E7O METS F0.00 11 500.00 F11 500,00
~" Revenue Budget - Level = First Prev Mest Last
Cash Balances (CBALSG
Documents

Management Budgets Search sk
r*Revenue Actuals

Unbilled Eamed Revenue : |$D_DD Q; Total Revenue : |$D_DD

Billed Eamed Rewvenue : |$DDD Q; Unrecognized Rewvenue : |$DDD
Collected Eamed Revenue : Iﬂ;DDD— Q;
Collzcted Uneamed/Dafered Revenus : Iﬂ;DDD— Q;
Billed Uneamed/Deferred Revenue : Iﬂ;DDD— Q;

r*Budgeted A it

pdopted : W 2 Original Budget ; IW

Hlocated : |$UUU— 0 Curent Budget : W
fmendments ; ISBDDD— 9
Carmy Fonyard : lﬂiDDD— SN
ot [RTT
_

r bGeneral Information ]

—  Top
hodified Budget Line Contrals Previous Level upported E: Budgets

@ G G Internet

10. Note the Revenue Source of BFIl and the Current Budget amount of $11,500.
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11. From the Secondary Navigation panel, select the Cash Balances link.

| http://kyadvuat.state.ky.us - AMS Advantage - Microsoft Internet Explorer

F/IIRY.  ADVANTAGE

Welcome, Rachelle Wilking

Budget ~/ Cash Balance Summary

Save Restart Save AIC

Home Personalize

Budget

Dperating Budgets
CaltlE\udets Fund
Inquiries
Appropriation Ingui
Allotment Inguiry (BQ43L% 0300 Debt Service
Revenue Budget - Level | 1100 Road

B 1200 Federal (57,351 914.34)

~ Cash Balances (CBALSQ
Cash Balances (CBALSQ 1200

Documents

Management Budgets 3T FEREEITIT

1400  Other Rev (51,600.00)

1500  Invest Pools

2100 Parks $5,93

2200 Fair Board

Name ‘Cash Balance
T General (3300,127,540.73)

Agency Rev 51,861,085.25

5,800.00

50.00

128 502,110.42
(57,351,967.22)
$1,860,950.29

50.00

50.00

50.00

Adjusted Cash Balance | Available Cash Balance
(3300,132,521.62)

($1,600.00)

$5,935,500.00

First Prev Mext Last

IMenu Quidk Search

Fund:

: |[$3UU,12?,540.?3}

Cash Balance

Pending Increase Non-Cash :

Fending Decrease Mon-Cash :

FPending Increase Cash

Fending Decrease Cash

Accepted Increase Mon-Cash

Accepted Decrease Mon-Cash

Adjusted Cash Balance :

Cash Balance Minimum

Available Cash Balance :

|U100

I$1,600.00
I$5,639,2?1 84

:I$5,513.??

I$1 0,494 66

: |$26,325.00

[513.075 988 54
[(s300,132.521.62)

:I$U.[][]

(5300,132,521.62)

Cash Balance Detsil Cash Balance Summary Maintenance
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12. Select Search, enter the Fund for the project and select Ok.

e | http://kyadvuat.state.ky.us - AMS Advantage - Microsoft Internet Explorer

I

Home Personalize Help Accessibility Logout

ADVANTAGE

Welcome, Rachelle Wilkins Procurement Accounts Receivable Accounts Payable CostAccounting Budget

Budget
Save Restart Save AIC
Dperating B ts
Capital B 15
Inquiries
Appropriation Inguiry (BQ

Cash Balance Summary

Menu Quidk Search

Fund | Name | Cash Balance | Adjusted Cash Balance | Available Cash Balance

‘Allotment Inguiry (BO&3LY v CY08 670 $248.43 $248.43 §248.43
Revenue Budget - Level | First Prev Next Last
Revenue Budget - Level
~" Cash Balances (CBALSQ
Search
Ma ment B ts Fund : |CY08
Cash Balance : [§248 43
Pending Increase Non-Cash : |$0.00
FPending Decrease Mon-Cash : |$0.00
Pending Increase Cash : [50.00
Pending Decrease Cash : [$0.00
Accepted Increase Mon-Cash : (50.00
Accepted Decrease Non-Cash : (5000
Adjusted Cash Balance : [5248 43
Cash Balance Minimum : [$0.00
Available Cash Balance : |$248 .43

Cash Balance Detsil Cash Balsnos Summary Maintenance

G 0 Internet

13.
14,

Note the Cash Balance of $248.43.

Once you have noted the amounts that are needed to close the project, you will now complete the
SAS-5 form. Based on the Unaobligated balances identified on the Appropriation Inquiry screen, we
will reduce the Appropriation by $248.43. At the Allotment level, Object E701 will be reduced by
$148.43 and Object E703 will be reduced by $100. Assuming that the project is being closed after
the close of the biennium in which the pool was created, the remaining cash of $248.43 will be
transferred from the project to the Capital Construction Surplus account. In addition, we will need
to reduce the Budgeted Funding by the remaining funding of $248.43. Let's look at the SAS-5.
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Commonwealth of Kentucky

2006
o CAPITAL PROJECT it
Fund Dept Unit | Activity Ai;':;y Amou""'}%nmpme Project Manager
CYO0s 670 UNIT 1234 00 CCY05 Doug Price
eMARS Document Numbers
Agency  Department of Parks
Project CPTL-CY05-CLOSE
Name EL - Miscellanecus Campsite Repairs
Project Project
Location Blue Licks State Resort Park Estimate 11,251.57
Appropriation (BGE43 Level 1) Allotment (BGE43 Level 2) Raceipts/Transfers (JV2T)
Event Typa Amount {+-) Objsct Amount {+/-) Object Amount (+/-)
Current Amount 11,500.00] Current Amount 11,500.00] Current Amount 11,500.00
Increase/Decreasa X666 -248.43] E701 -148.43] T&79 -248.43
Increase/Decreass E703 -100.00]
Increase/Decrease
Increase/Decrease
Increase/Decrease
Revised Amount 11,251.57] Revised Amount 11,251.57| Revised Amount 11,251.57|

Cash Transfers (JV2T)
BFY Fund Dept Unit Function | Object Description Amount
9999 C21M 765 OSBD NETS Capital Construction Surplus 248.43

Revenue Budget (BGR42)
RBVSI‘ICU: dﬁouroe Current Amount Increase/Decrease Revised Amount JV2ZT Audit Check
BFII 11,500.00 -248.43 11,251.57] Receipts/Transfers -248.43
Cash Transfers 24843
Balance 0.00
Total 11,500.00 -248.43] 11,251.57
Event Event
Tl 25 Type A Pool Increase/Decrease Fund el Type =TS
Appropriation (BGE43 Level 1}

Dapl. tor Fackles and Supporl

ceg, Finance and Admineirabion Cabinet Palicy and Budget Anatyst, Governors Office for Palicy and Management

Agency Signature Deputy State Budget Director, Governor's Office for Policy and Management
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BASH
212006

Commonwealth of Kentucky
CAPITAL PROJECT

Date: 518/2006
Page 2 of 2

Cash Transfers (JV2T) Continued

BFY Fund Dept Unit Function | Object

Description Amount

Project Description or Information:

Complete - cloge project.

CODE LISTING TO COMPLETE THE CAPITAL PROJECT FORM

APPROPRIATION (BGE43 LEVEL 1) EVENT TYPE

X001 Regular Budget

X010 Other Budget Revision

X050 Maintenance Pool Appropriation

X0e0 Appropriation from Mon-Maintenance Pool

X070 Appropriation - Heritage Land Conservation

X0a&d Appropriation - Coal Severance Tax

X500 Equipment/Purchase Contingency Fund

X600 Emergency, Repair, Maintenance and Replacement
X640 Statewide Deferred Maintenance Fund

XE66 Backout for Closed Projects

ALLOTMENT (BGE43 LEVEL 2) OBJECT

ET01 Architect and Engineer Fees

E703 General Construction

E704 Liens

E710 Computer Equipment

ET12 Maovable Equipment Furnishings
ET17 Land/Right of Way

E718 Legal and Administration Costs
ETZ23 Aircraft and Related Equipment
E724 Special Mobile Equipment

ET25 Miscellaneous Expenses

ET26 Agency Labor

ET27 Agency Material and Equipment
E728 Service by Other Agencies

E729 Capital Construction Grant

ET32 University Construction Reimbursement
ET34 Economic Development Bond Loans

REVENUE SOURCE CODE (BGR42)

BFBF Bond Fund
BFCO Equipment/Furchase Contingency Fund
BFDOM Statewide Deferred Maintenance Fund

BFEM Emergency Repair, Maintenance & Replacement Fund
BFFF Federal Fund

BFGF General Fund

BFII Investment Income

BFOF Other Fund

BFRD Road Fund

BFRF Agency Revenue Fund

BFSU Capital Construction Surplus Fund
BFTB Tobacco Fund

JV2T TRANSFER FROM OPERATING FUND TO CAPITAL FUND

TEOC Will always be used to transfer from an Operating Fund to Capital Fund

N1 _ Plus the Operating Fund Type you're transferring from
Example: M113 for 1300 Fund Type

JV2T TRANSFER FROM CAPITAL FUND TO OPERATING FUND

TG Flus the Operating Fund Type you're transferring to
Example: T613 for 1300 Fund Type

MN10C ‘Will always be used to transfer from a Capital Fund to Gperating Fund

OPERATING FUND TYPES

01 General Fund

11 Transportation Fund

13 Agency Revenue Fund

21 State Parks Fund

29  Horse Park Commission Fund
35 Prison Industries Fund

37 Property Management Fund

Debt Service Fund

Federal Fund

Other Special Revenue Fund
State Fair Board Fund
Computer Services Fund
Central Printing Fund
Tobaceo Fund

BBURERE

JV2ZT INTRA-FUND CODES - Capital Fund to Capital Fund

Each Object Code will begin with an "N "ara"T"

873 General Fund

874 Federal Fund

875 Bond Fund

876 Emergency, Repair, Maint woe & Repl t Fund
&7y Equipment/Purchase Contingency Fund
&78 Agency Fund

879 Investment Income Fund

880 Other Fund

881 Road Fund

B82 Capital Construction Surplus Fund

883 Surplus Bond Proceeds

864 Statewide Deferred Maintenance Fund
885 Coal Severance
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15. Next, we will complete the eMARS documents necessary to close the project. From the secondary
navigation panel, select Capital Expense Budget (BGE43). On the Document Catalog screen

select Create.

Accounts Receivable Accounts Payable Cost Accounting Budget

Welcome, Rachelle Wilkins Procurement

Budget

Save Restart Save ANC
Operating Budaets Document Catalog
Capital B ts Search
Inguiries
Documents ok
~" Capital Expenze Budget (| rwDocument ldentifier

Capital Revenue Budget — -
| Transfersvemy Code : [BGE43 Unit :
Ma ment B is Dept. - ’7 - |

~=0ther Options
Auta Mumbering : []
Create Template : []

Menu

16. Complete the following information:

Dept 670
Unit UNIT
ID CPTL-CY05-CLOSE

Select Create.

Budget
Rest

B
Document View

| Action Meny I

~ Header Load Constraints
Appropristion Budoget Header
Appropration Contrals .
Expense Buddget Trangaction Date

Expense Controls )
Document Comments Budget P
Document History Fi Iy ) ,7
Document Reference lzcal vear:
Future Triggerin Poriod - ,7
Start Date :
End Date :

Created By ; rwilkins
Created On : 057182008
hadified By © rwilkins
Modified Cn: 051 BiI2006

r Save T L T Print T Walgale T Subrnit T Cloge ]

Mlenu
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17. On the Header, enter “9999” in the Budget FY and then select Appropriation Budget from the
secondary navigation panel.

2 AMS Advantage - Microsoft Internet Explorer

Budnet

BGE43 - 670- CPTL-CY05-CLOSE- 1- New- Draft

Procurement Ao

BGE C

Document View
Header

" Sppropristion Buddet

Inzert Hew Line Insert Copied Line

Appropration Controls

Budget FY | Fund | Department | Appr Unit | Dollar Amount | Increase/Decrease

=X
Home Personalize Help Accessibility Logout
COLITHin:
| Action Meny |

First Frev Mest Last

Expenze Budget
Expenze Cortrols

Appropriation Budget

|

Budget Fy':
Fistal Year:

!
T

Document Comments _
Document History Action :
Document Reference .
Future Triggering Event Type -
Mame
Start Date
End Date

Menu

Coallar Amount :

=
—

IncreaseiDecrease

Period : ,7
Fund : li
Depattment ; ’7
Appr Unit : ’7
Contact : ’7

Contact Mame :

Description :

House Bill Mumber : |

r Save

T e J  mit J vewsae [ swer [

Close ]

0 Inkernet

18. Select Insert New Line and complete the following information:

Action Modify

Event Type X666 — Backout for Closed Projects

Name Leave blank. The capital project name is maintained on the Fund table.

Start Date Leave blank. The start date for the capital project is maintained on the Fund
table.

End Date Leave blank. The end date for the capital project is maintained on the Fund
table.

Dollar Amount 248.43

Increase/Decrease Decrease
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Budget FY Leave blank. It will be inferred from the Header.
Fiscal Year Leave blank. It will be inferred from the system date.
Period Leave blank. It will be inferred from the system date.
Fund CY05

Department 670

Appr Unit “CPTL”

Contact Leave blank. Not used on this document.
Description Leave blank.

House Bill Number | 2004

A AMS Advantage - Microsoft Internet Explorer |z”E”z
', I\m DVANTA‘G E Home Personalize Help Accessibility Logout
X4 4 £ 4 .

WYl Budoget  Procurement Accounts Receivable  Accourts Pavable  Cost Accountind

Budget

BGE43 - 670- CPTL-CY05-CLOSE- 1- New- Draft

| Action Meny I

Document View
ST

Appropration Controls & & Increase

Expense Budoet Insert New Line Insert Copied Line

Expenze Cortrols
Document Comments
Document History
Document Reference
Future Triggering

First Frev Mest Last

Appropriation Budget

Action : Budget FY:I
Event Type : Iﬁ Fiscal Year : l—
Mame : I Period : I—
Start Date:l— Fund:lW
End Date:l— Department:lE?'D—
Dollar Armount : IW Appr Unit ICF'TI_—
Increase/Decrease : Contact - l—

Contact Mame :

Drescription :

House Bill Murnber : IQDDfi

[ Sawe [  Unde J  Puct | addwe |  Submit ] Close |

Menu

&) B Internet
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19. Select Expense Budget from the secondary navigation panel, Insert New Line and enter the

following:

Action Modify

Event Type X666 — Backout for Closed Projects

Name Leave blank. The capital project name is maintained on the Fund table.

Start Date Leave blank. The start date for the capital project is maintained on the Fund
table.

End Date Leave blank. The end date for the capital project is maintained on the Fund
table.

Dollar Amount 148.43

Increase/Decrease Decrease

Budget FY Leave blank. It will be inferred from the Header.

Fiscal Year Leave blank. It will be inferred from the system date.

Period Leave blank. It will be inferred from the system date.

Fund CY05

Department 670

Appr Unit “‘CPTL”

Bureau “CPTL”

Object E701

Contact Leave blank. Not used on this document.

Description Leave blank.

House Bill Number | 2004
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) AMS Advantage - Microsoft Internet Explorer [ X]
ADVANTA‘G E Home  Personalize  Help  Ac ibility  Logout
Budoget P ent ounts Re ble urts P =] oL tine
BGE43 - 670- CPTL-CY05-CLOSE- 1- New- Draft
70 CPTL-CY b ;
Actian M
Document View w
Header s "
Appropration Controls & v Incresse
+ Expense Budaet Insert Hew Line Insert Copied Line First Prew Next Last
Expenze Cortrols
Document Comments
Document History Perform Budget Rollup Smart Budget Rollup
Document Reference Expense Budget
Future Triggering Action : | Madify v Budget Fy': l—
Event Type : I}{BEE Fiscal Year: I
Name | Period : |
Start Date : | Fund: [CYD5
End Date : I Department : |570
Dollar Armount : [145 43 Appr Unit: [CPTL
IncreaseiDecrease ; Bureau : ICPTL
Object: [E701
Contact : I
Contact Mame :
Description :
House Bill Murnher I2DD4
[ save [ umde [ Fint [ vabgawe [ Sumt [ ciose ]
Menu
# Internet
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20. Select the Copy Line icon and then Insert Copied Line. Change the following fields:

Dollar Amount 100

Object E703

2} AMS Advantage - Microsoft Internet Explorer |' X

DVANTA‘G E Home Personalize Help Accessibility Logout
' £ Fy ‘
Budget  Procurement Lt 2 ost Accourtin
Budget
e e BGE43 - 670- CPTL-CY05-CLOSE- 1- New- Draft
=X [ Action Merw )
Header = "
Appropriation Budet : Budget FY | Fund | Department | Appr Unit | Bureau | Object | Dollar Amount | Increase/Decrease
Appropration Coritrols 3% Y03 BY0 CPTL CPTL E7I1 §145.43 Decreaze
" .
EXpEnse HUHGet b
Expense Buduel % By v cvos E70 cPTL CPTL  ETOM $148.43 Decrease
Expenze Cortrols
Document Comments Inzert Hew Line Insert Copied Line First Prewv Mest Last

Document History

mﬂ Perform Budget Rollup Smart Budget Rollup
ruture Iriggering
re lriggernn Expense Budget

Action : Budget FY:I
Event Type : lﬁ Fiscal Year: I—
Name | Perind : l—
Start Date:l— Fund:lw
End Date:l— Department:lE?'D—
Dallar Amourt : |1DD— Appr Unit : ICF'TI_—
IncreaseiDecrease ; Bureau : W
Object:[E703 3%
Cantact : l—

Contact Mame :

Description :

House Bill Murnher I2DD4

[ sae J  unde  J ot J vaidate | Submit ] Ciose ]

Menu

@ Cone G Inkernet

21. Select the Validate button. If there are any errors, you will need to correct them and re-validate the
document until the document validates successfully.

|0 Wiew All (1 of 1) : Document validated successfully |

22. Select Close. Agencies are not permitted to Submit to workflow the Capital Budget (BGE43)
documents.
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23. From the secondary navigation panel, select Capital Revenue Budget (BGR42). On the Document
Catalog screen select Create.

Cost Accounting Budget

Accounts Receivable Accounts Pavable

Welcome, Rachelle Wilkins Procurement

Budget

Save Restart Save MIC
Operating Budgets Document Catalog
Capital B is Search
Inquiries
Documents sk

Capital Expense Bud | r*locument ldentifier
~" Capital Revenue Budget ( N .
Transfers (JV2T Code : [BGR42 Unit:
Ma ment B t= Dept. - li o |

—=0ther Options
Auto Mumbering : []
Create Template : []

Creats

Menu

24. Complete the following information:

Dept 670
Unit UNIT
ID CPTL-CY05-CLOSE

Select Create.

Budiet  Procurement

Budget

BGR42 - 670- CPTL-CY05-CLOSE- 1- New- Draft

| Actian Menu I
+ Header Load Constraints
Summaty Revenue Header
Summary Controls =
ikl e Transaction Date

Detail Controls

Document Comments Budget P

Document History Fi Iy ) ’7
Document Reference Iscal fear.

Future Triggering Period - ’7

Start Date ;
End Date :

Created By rwilkins
Created COn 05/ 872008
hadified By : rwilkins
Modified Cn ;050182006

[ swe [ umie [ Pt [ vaidae [ Submit [ Chose

Menu
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25. On the Header, enter “9999” in the Budget FY and then select Detail Revenue from the secondary
navigation panel.

2 AMS Advantage - Microsoft Internet Explorer

Personalize Help Accessibility Logout

Budget  Procurement  Ac

BGR42 - 670- CPTL-CY05-CLOSE- 1- New- Draft

BGR: c i | Actian Manu |
Document View
Hrzdn Budget FY | Fund | Department | Revenue | Dollar Amount | Increase/Decrease
Summary Revenue n - f i
Insert Hew Line Inzert Copied Line First Prew Mest Last
Summary Cortrols
" Detail Revenue
Ditail Controls Perform Budget Rollup Smart Budget Rollup
Document Comments Detail Revenue
Document History .
Document Reference #ction: Budget Py
Future Triggering . .
Event Type : Fiscal Year:
Mame : | Petiod :
Start Date © Fund :
End Date : Department :
Dollar Armount : ’7 Revenue ’7
IncreaseiDecrease Contact :

Contact Name :

Drescription :

House Bill Mumber :

[ sae J  unde  J ot J vaidate | Submit ] Ciose ]

Menu

4 Internet

26. Select Insert New Line and complete the following information:

Action Modify

Event Type XRMD

Name Leave blank. The capital project name is maintained on the Fund table.

Start Date Leave blank. The start date for the capital project is maintained on the Fund
table.

End Date Leave blank. The end date for the capital project is maintained on the Fund
table.

Dollar Amount 248.43

Increase/Decrease Decrease

Budget FY Leave blank. It will be inferred from the Header.
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Fiscal Year Leave blank. It will be inferred from the system date.
Period Leave blank. It will be inferred from the system date.
Fund CY05

Department 670

Revenue BFII

Contact Leave blank. Not used on this document.
Description May be used to enter a description.

House Bill Number | 2004

2} AMS Advantage - Microsoft Internet Explorer |' X

Home Personalize Help Accessibility Logout
ADVANTAGE
Budget  Procurement ! fable  C CoLIrtin
Budget
Save Restar Save Al L BGR42 - 670- CPTL-CY05-CLOSE- 1- New- Draft
A [ Action Merw )
Header
Budget FY | Fund | Department | Revenue | Dollar Amount | Increase/Decrease

Summary Revenue -

Summary Cordrols 3% v Increasze
" Detail Revenue Insert New Line Insert Copied Line First Prenw Nest Last

Dietail Cortrols
Document Comments
Document History Ferform Budget Rollup Smart Budget Rollup

Document Reference Detail Revenue

Future Triggering Aetion : Budget Fy - l—
Event Type W Fiscal Year: I—
Mame : | Period : I—
Start Date:l— Fund:W
End Date:l— Department:lE?'D—
Dollar Amount ; IW Revenue : IW
Increase/Diecrease : Contact - l—

Contact Mame :

Description :

2004

House Bill Mumber :

[ sawe  J  Umio  J  Pot [ vawdwe J  Sumit ] Ciose |

@ G Inkernet

27. Select Smart Budget Rollup. This will create the Summary Revenue line that is required to process
the document.
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28. Select the Validate button. If there are any errors, you will need to correct them and re-validate the
document until the document validates successfully.

Fl View All {1 of 1) : Document validated successfully |

29. Select the Close button to close the document. Agencies are not permitted to Submit to Workflow
the Capital and Revenue Budget (BGR42) documents.

30. From the secondary navigation panel, select Transfers (JV2T). On the Document Catalog screen
select Create.

Budget

Cost Accounting

Accounts Receivable  Accounts Payable

Procurement

Welcome, Rachelle Wilkins

prm— Document Catalog

Capital B iz Search

Inguiries
Documents ok
Capital Expense Budget (| ~*Document Identifier

Capital B Budget )
e vo | | Code [avar onit:[

~ Transfers (JVZT)

Ma ment B t= Dept. - li D: |

~®0ther Options
Auto Numbering : [7]

Create Template : []

31. Complete the following information:

Dept 670
Unit UNIT
ID CPTL-CY05-CLOSE

Select Create.
32. Leave the Header screen blank. Select Accounting from the secondary navigation panel and select
Insert New Line.
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Personalize Help Accessibility Logout

Budget  Procurement

JV2T - 670- CPTL-CY05-CLOSE- 1- New- Draft

| Action Meny I
Document View
Header = Accounting Line | Line Amount | Line Clogsed Amount | Event Type | Ref Doc Dept Code
" Accounting -
General Information 3 v u]
Reference Inzert Mew Line Insert Copied Line First Prev Go To Mest Last

Fund Accounting
Detail &ccounting
Posting shk

Document Comments ~wGeneral Information
Document History

Document Reference Event Type I Fizcal Year: I

futurs Triggering Accounting Template I— Budget Fr: l—

Feriod :I

Line Description : Charge Class l—

Charge Class Rate :|

Line Amount:l Charge Units :|
Line Closed Amount

Line Closed Date : Elank:|

r PReference ]

 PFund Ace ing ]

 bDetail Accounting ]

[ sawe [ Umo J  Puct | vawdwe |  Submt J Cose |

&) B Internet

33. Complete the following information in the General Information section:

Event Type XCO02 — Off-Budget Transfer Out
Accounting Template | CCYO05 — Accounting template for project
Line Description Leave blank.

Line Amount 248.43

Fiscal Year Leave blank.

Budget FY Enter “9999”

Period Leave blank.

Charge Class Leave blank.

Charge Class Rate Leave blank.

Charge Units Leave blank.
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34. Expand the Fund Accounting section. Enter “T879” in the Object field.

A AMS Advantage - Microsoft Internet Explorer |Z”:”X

AA DV;ANT;A.G E Personalize Help Accessibility Logout

Budget  Procurement

Budget

JV2T - 670- CPTL-CY05-CLOSE- 1- New- Draft

Lscton o J
Document View
B - . Accounting Line | Line Amount | Line Closed Amount | Event Type | Ref Doc Dept Code
" Accounting -
General Information 14 v a oz
Reference Insert New Line Insert Copied Line First Prew Go To Mest Last

Fund Accounting

Detail &ccounting
Fosting wh

Document Comments - wGeneral Information
Document History

Document Reference Event Type I}{CD2 Fiscal Year: I
AN Accounting Termplate : IW Budget F‘f'il
Period :I
Line Description Charge Class I—

Charge Class Rate :|

Line Armount ; I248.43 Charge Units :I
Line Closed Amount

Line Closed Date : Elankzl

 PReference ]

N Ace ting
Fund : I— Departrment ; I— QBSA I—
supFund:[ unit:[ swpoBsa:[
opject:[Ta73 susuni:[ Deptobject:[
Sub Object:l— ApprUnit:l— DeptRevenue:l— 1
Revenue : l— BEA: l—
Sub Revenue : I— Sub BEA I—
v
| =

@ Cone G Inkernet

35. Select Insert New Line. Enter the following information in the General Information section:

Event Type XCO03 — Transfer In

Accounting Template | GC21M — Capital Construction Surplus
Line Description Leave blank.

Line Amount -248.43

Fiscal Year Leave blank.

Budget FY Enter “9999”

Period Leave blank.

Charge Class Leave blank.
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Charge Class Rate Leave blank.

Charge Units Leave blank.

36. Expand the Fund Accounting section. Enter “N879” in the Revenue field.

) AMS Advantage - Microsoft Internet Explorer

DV;ANT;A.G E o Personalize Help Accessibility Logout

Budget  Procurement

Budget

JV2T - 670- CPTL-CY05-CLOSE- 1- New- Draft

| Action Meny |
Header = - - -
T T Accounting Line | Line Amount | Line Closed Amount | Event Type | Ref Doc Dept Code

Accourting -

Genersl Information 3% o $245.43 HC0Z

Reference y

By ~

Fund Accounting % g

Dietail Accourting Inzert Hew Line Insert Copied Line First Prev &o To Mest Last
Posting

Document Comments &k

Document History
Document Reference ~wGeneral Information

Future Triggering Event Type IW Fiscal Year: I
Accounting Template : W Budget FYiI
Period :I
Line Description : Charge Class l—

Charge Class Rate :|

Line Amount ; I-248.43 Charge Units :I
Line Closed Amount
Line Closed Date : Elank:l

r PReference ]

rwFund Acc i

Fund ; I— Department ; I— QBSA I—

SubFund:[ unit: [ swpoBsa:[ U
opject:[ subunt:[ Deptobject:[

Sub Object:l— ApprUnit:l— DeptRevenue:l—

Revenue INB?Q BEA: I
Sub Revenue:l Suh EISA:|

@ G Inkernet

|<

~
|

37. Select Validate. The fields from the templates will populate the Fund Accounting and Detailed
Accounting sections.
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38. One of the accounting lines is for a department outside of your security settings. Because of this,
you will receive the following error:

43 AMS Advantage Errors - Microsoft Internet Explorer -0 x|

Error Messages
flenu
Component Context Severity | Override Message
ARS DOC ACTG WEMD =1 ACTG =1 Errar “alues inthe organization fields are not authorized for the current user.
|Ej Dane (22 Local intranet /Z'

This error is expected and will be corrected by OSBD. If you have other errors, they will need to be
corrected before submitting the SAS-5 form. For this example, you will not be able to submit the
document due to the error.

39. Once the SAS-5 form, SAS-14 form, Capital Budget (BGE43) document, Revenue Budget (BGR42)
document and Transfer (JV2T) document are completed, the SAS-5 should be submitted to
Facilities and Support Services, located on the First Floor of the Bush Building, 403 Wapping
Street. After Facilities and Support Services reviews and approves the SAS-5, it will be forwarded
to the Office of State Budget Director. Once approved by the Office of State Budget Director, the
Capital Budget (BGE43) document, Revenue Budget (BGR42) document and Transfer (JV2T)
document will be Submitted to Final. The SAS-14 will be sent to Statewide Accounting Services to
Inactivate the Fund and a copy of the SAS-5 marked POSTED will be returned to Facilities and
Support Services and the requesting agency for their records.
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Exercise 9 — Complete SAS-14, SAS-5 and eMARS documents to Close
Capital Project

Scenario

HB 321 of the 1998-2000 Regular Session authorized a capital project for Paintsville Lake
Campground. The project has now been completed and needs to be closed.

Task Overview

Review the inquiry screens, process the SAS-14, SAS-5, Capital Expense Budget (BGE43), Revenue
Budget (BGR42) and Transfer (JV2T) to close the project.

Procedures

1. Before closing a capital project, you should verify the amounts to be used on the SAS-5 and the
eMARS documents. You should look at the following tables:
e Appropriation and Allotment Inquiry
¢ Revenue Budget — Level 2

e Cash
2. From the Budget Workspace, select Capital Budgets.

2 AMS Advantage - Microsoft Internet Explorer

’ h\'\\ ADVANTJAGE Personalize  Help  Accessibllity

Procuremert  Acc

Budget

Save Al Close -
Dperating Budgets - = Capltal BUdgEts

Capital Budgets
Inguiies This area contains the inquiries and documents used to process and manage capital projects,
Documents

Management Budgets

Meny

~ % Inquiries
Thizzection contains inquiries used to view appropriation, allotment, and cash balances for capital projects.

Appropriation Inguiny (BO43LW1)

Allotment Inguiry (BR42LY2Y
Revenue Budget- Lewvel 1 (BRIZLWY

Fevenue Budget- Level 2 (BOIZLWEY
Cazh Balances (CBALSOY

r b Documents
Thizzection contains the documents uzed to establish ar modify an appropriation, allotment, or revenue budget for a capital

project.
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3. Select Appropriation Inquiry.

Bludeet

Budget
e Restart Sawe Al C = =
Operating Budgets Approp"atlon BUdQEt
Capital Budgets
"‘;q:ggzpriaﬁnn Ty (B3 F_rst u:l elrtment Appropriation | Current Budget | Encumbered | Actual Expenses | Unobligated
Alotment Inguiry (BE43LY e ey et La
Revenue Budget - Lewvel 1 —
B A Search - Microsoft Internet ... [= |[B]X]
Cash Balances (CBALSG —_ = ==

Documents
Management Budgets BFY : Uncommitted : |

Menu Quick Search

Unobligated ; |

Department :

Appropriation : |

ended Aocnied ; |

expended Cazh : |

k Clear Cancel

Fotual Expenses : |

r BBudgeted Amounts

r BGeneral Information

Top
Modified Budaet Line Controls Mext Leval

4. The Search popup box will appear. Enter the fund for the project from your Student Card.

Budget

Procurement

Budget
T wemmees | Appropriation Budget
Capital Budgets

Incuiries

+ Sppropristion Inguiry (BE.

henu Quick Search

Fund | Department | Appropriation | Current Budget | Encumbered | Actual Expenses | Unobligated

Allotmert Incuiry (BE4ELY ~ 98988 CASS EYO0 CPTL 2 550,000 .00 F0.00 2,849 27580 F726.20
Eevenue Budget - Level 1 First Prev Mest Last

Revenus Budaet - Level &
Cash Balances (CBALSG

Documents Seach  Fk
Management Budgets -wExpense Actuals
Purchase Resenvations : [§0.00 Q Uncommitted : |§7265,20
Ere-Encumbered - [§0,00 Q Unabligzted : [§726.20
Encumbered |$D.DEI 21 Unexpended focrued ; |$725.2EI
fecnued Expenzes : |§2 549 273 60 0, Unexpenced cach : [§2,550 000,00
Cash Expenses : [$0.00 D rotual Expenses - [§3 549 273 800

 BBudgeted Amounts ]

 BGeneral nformation ]

Top
Modified Budget Line Controls Mext Level
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5. Confirm that the Encumbered amount is zero. Note the Unobligated amount of $726.20

6. Select the Next Level link. This will open up the Allotment Inquiry page.

Gt

Logout

X]

) AMS Advantage - Microsoft Internet Explorer |:|

DVANTAGE

Home Persocnalize

Help  Accessibility

Accourts B Buroet

Procurement

Save Rectart Sawe M
Operating Budgets Expense BUdget

Capital Budgets

Menu Quidk Search

"‘:q:;rﬂlizgriaﬂon Incuiry (BE: BFY | Fund | Department | Appropriation | Bureau | Object | Current Budget | Encumbered | Actual Expenses | Unobligated
T Allotment Inouiry (BE43LY v 9999 CASE E70 CRTL CPTL  E7OM $248,307.00 $0.00 $248 306 .48 $0.52
Revenue Budget - Level 1 9999 CASS 670 CRTL CPTL  E703 £2,431 14400 $0.00 $2,431,098 .36 $45 64
Revenue Buddet - Level 9999 CASS 670 CPTL CPTL E704 $42,299.00 $0.00 $42,295.57 $0.43
Doiifnhefdiancesmm'-sg 9999 CASE 670 CPTL CPTL  E7IZ2 $128,250.00 $0.00 $127 57039 67961

Management Budgets First Prev Nexdt Last

Search ik

rwExpense Actuals

Purchase Reservatians : |$UUU— Q Uncommitted : |$U52—
Pre- Encumbered © lﬂiDDD— Q Unabligated : |$D52—
Encumbered : |$UUU— ), Unexpended fecrued : |$U52—

frorued Expenses © IW ), Unespended Cash : IW
Cash Expenses : lﬂiDDD— 2 fetual Expenzes : IW

r PBudgeted A it ]

r kGeneral Information ]

Top
Modified Budget Line Contrals Previous Lewel

£
@ Cone G 0 Inkernet
7.

Note the Unobligated amount for each Object. Object E701 - $.52, Object E703 - $45.64, Object
E704 - $.43 and Object E712 - $679.61.
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8. From the Secondary Navigation panel, select the Revenue Budget — Level 2 link.

Budget

Accounts Re unts Payable Cost Accounting

Welcome, Rachelle Wilkins Procurement

Budget
| Revenue Budget 42: Level 2
Capital B ts

Inquiries
Appropriatien Inguiry (BQ
Allotment Inguiry (BQ43LY
Revenue Budget - Level 1

Menu Quidk Search

BEY | Fund | Department | Revenue Source | Current Budget | Total Revenue | Unrecognized Revenue
First Frev Mext Last

~" Revenue Budget - Level 2 http://kyadvuat.state_ky... |._ E '5|
Cash Balances (CBALSQ
Documents . I—
Mai ment B s arY: Q,, Totsl Revenus I
Fund :I — Q, I
. Unrecognized Revenus ¢
Department :I —— Q,
Revenue Saurce:l - Q,
0Ok Clear Cancel . Q,,
] & Internet
r kBudgeted Amounts ]
r kGeneral Information ]
Top
IModified Budget Line Controls Previcus Level Supported Expense Budgsts
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9. Enter the fund for the project from your Student Card.

3 AMS Advantage - Microsoft Internet Explorer

i

DVANTAGE

Budget
Save Restart Sawve Al C i

Operating Budgets

Revenue Budget 42: Level 2

Home Personalize

Bucioet

Capital Budgets
Incjuiries
Appropristion Inguiry (BE.

Menu Quidk Search

BFY | Fund | Department | Revenue Source | Current Budget | Total Rewenue | Unrecognized Revenue

Allotment Inguiry (BE45LY ~ 9999 CASE EVD BFGF F2,830,000.00 F0.00 F0.00
Revenue Budget - Level 1 9999 CASE E7O0 w01 F0.00 $2,550,000.00 $2,550,000.00

+ Revenue Budnet - Level 2
Cash Balances (CBALSG

First Prev Mext Last

Documents
Management Budgets

Search sk

r*Revenue Actuals

Unbilled Eamed Rewvenue : |$D_DD Q

Collected Eamed Revenue : |$DDD o,
Collzcted Uneamed/Dafered Revenus : |$D_DD Q
Billed Uneamed/Deferred Revenue : |$D_DD o,

Billed Eamed Rewvenue : |$DDD Q; Unrecognized Rewenue : |$DDD

Total Revenue ; |$D_DD

 PBudgeted A it

r bGeneral Information

Top

Modified Budget Line Controls Previous Lewel upported E:

Budgets

Accessibility

=]

G Inkernet

10. Note the Revenue Source of BFGF and the Current Budget amount of $2,850,000.
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11. From the Secondary Navigation panel, select the Cash Balances link.

A http://kyadvuat.state_ky.us - AMS Advantage - Microsoft Internet Explorer

I ADVANTAGE ~

Welcome, Rachelle Wilking Procurement untz Receivable Accounts Payable CostAccounting Budget

Personalize Help Accessibility Logout

Budget -
Save Restart Save AIC
Operating B ts
Capital B 15

Cash Balance Summary

IMenu Quidk Search

Fund Name Cash Balance | Adjusted Cash Balance | Available Cash Balance

Inquiries
Appropriation Inguiry (BQ
Allotment Inguiry (BQ43L%
Revenue Budget - Level |
Revenue Budget - Level 2
~ Cash Balances (CBALSQ

Documents

0300
1100
1200
1300

General
Debt Service
Road
Federal
Agency Rev

(5300,127,540.73)

(57,351,914.34)

51,861,065.28

(3300,132 521 £2)
50.00

128 502,110.42
(57,351,967.22)

51,860,950.28

(3300,132,521.62)
50.00

125 502,110.42
(57,351,967.22)

51,860,850.29

13RV Rec Clearing

1400 Other Rev (8
1500  Invest Pools

2100 Parks

2200 Fair Board

ment B 15

50.00
($1,600.00)
50.00

50.00
(81,600.00)
50.00

50.00
1,600.00)

50.00 50.00

First Prev Mext Last

Fund:

Cash Balance :

Pending Increase Non-Cash :

Fending Decrease Mon-Cash

FPending Increase Cash

Fending Decrease Cash

Accepted Increase Mon-Cash .

Accepted Decrease Mon-Cash

Adjusted Cash Balance :

Cash Balance Minimum :

Available Cash Balance

($300,127,540.73)
RIETI
Flossaes
526,325.00

EX
‘[(5300,132.521 62)

Cash Balance Detsil Cash Balance Summary Maintenance

0 Internet

ORI | [

1

Budget
Save Restart Save AT

Operating Budgets

Capital Budgets
Ingjuiries

+" Cagh Balances (CBALSD
Documents
Management Budgets

Adjusted Cazh Balance | Available Cazh Balance

22
29

Approprigtion Inoguiry (BG:

allotment Inouiry (BE4E0 v 000 General (F304 125 653.04) (F304,130 663 .93) ($304 130,663 .93)
Eevenue Buddget - Level 1 O E000 e i F0.00
Bievends Buduet - Level: 2 Search - Microsoft Internet Explorer [= |[B(X] EE $125,502,110.42

($7 351 967 22)
1,560,950.29

an F0.00

Available Cash Balance : | o (§1 500.00)
Ok Clear Cancel uln $0.00

an F9,935 900.00

2200  Fair Board Fo.00 $0.00 F0.00

First Prev Mest Last

fenu Quid Search

Search
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13. Note the Cash Balance of $726.20.

Save Restart Sawe Al T =

Operating Budgets
Capital Budgets
Incuiries
Appropristion Ineuiry (EG.
Allotment Inouiry (BEEELY

Procurement  Ac

Cash Balance Summary

Home Personalize Help Accessibility Logout

Bucloet

Fund | Name | Cash Balance
~ CASE  cadd Fr2E.20

Adjusted Cash Balance | Available Cash Balance

Frac.20

Revenue Buddget - Level 1

Revenue Buddget - Level &
~' Cash Balances (CHALSG
Documents

Management Budgets

First Prew Next Last

Menu Quid Search

Search

Fund :

|EFEE 20

Cash Balance

Fending Increase Maon-Cash

Fending Decrease Mon-Cash ;

©|k0.00

Fending Increase Cash

Fending Decrease Cash :
Accepted Increase Mon-Cash

Accepted Decrease Mon-Cash

Adjusted Cash Balance

Cash Balance Minimum :

Available Cash Balance

CASE

$0.00
$0.00

$0.00
$0.00
$0.00

C|$726.20

$0.00
$726.20

Cash Balance Detail Cash Balance Summary Maintenance

@ Dane

G G Internet

14. Once you have noted the amounts that are needed to close the project, you will now complete the
SAS-5 form. Based on the Unaobligated balances identified on the Appropriation Inquiry screen, we
will reduce the Appropriation by $726.20. At the Allotment level, Object E701 will be reduced by
$.52, Object E703 will be reduced by $45.64, Object E704 will be reduced by $.43 and Object 712
will be reduced by $679.61. The remaining cash of $726.20 will be transferred from the project to

the Capital Construction Surplus account.

In addition, we will need to reduce the Budgeted

Funding by the remaining funding of $726.20. Let'’s look at the SAS-5.
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Commaonwealth of Kentucky

SAS-5 Drate: 52772008
2008 CAPITAL PROJECT Page 1of 2
" o Sub- | Accounting Template .
Fund Dept Unit Activity Activity D Project Manager
CASB 670 UNIT CCAS8 Doug Price
eMARS Document Numbers
Agency  Department of Parks
Preject CTPL-CA58-CLOSE
Name Paintsville Lake Campground
Project Project
Location Paintsville Lake State Park Estimate 2,489,273.80
Appropriation (BGE43 Level 1) Allotment (BGE43 Level 2) Recelpts/Transfers (JV2T)
Event Type Amount (+/-) Object Amount (+/-) Object Amount (+/)
Current Amount 2 85000000 Current Amount 2,850,000.00] Current Amount 2,850,000.00
Increase/Decrease X666 -726.20] E701 -0.52] T873 -726.20
Increase/Decrease E703 -45 64
Increase/Decrease E704 -0.43]
Increase/Decrease E712 -578.61
Increase/Decrease
Revised Amount 2,849,273.80] Revised Amount 2,849273.80] Revised Amount 2,849,273.80
Cash Transfers (JV2T)
BFY Fund Dept Unit Function | Object Description Amount
99589 C21M 765 OSBD NB73 Capital Construction Surplus 726.20
Revenue Budget (BGR42)
Reverg.l:ﬁ:-ource Current Amount Increase/Decrease Revised Amount JVZT Audit Check
BFGF 2,850,000.00 -726.20) 2,849 273.80 Receipts/Transfers -726.204
Cash Transfers 726.204
Balance 0.00]
Total 2,850,000.00 -726.20] 2,849,273.80,
Event Event
ADE ek Type ) Pool Increase/Decrease Fund Dept Type ANt
Appropriation (BGE43 Level 1)
Dept. for Faclties and Support Services, Finance and Administration Cabinet Folicy and Budget Analyst, Governor's Ollice ke Policy and Managemenl
Agency Signature Dwputy State Budg ectar, Governar's OMee far Palicy and Managamant
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Commaonwealth of Kentucky

SAS-5 Date: 5/27/2009

22006 CAPITAL PROJECT Page 2 of 2
Cash Transfers (JV2T) Continued

BFY Fund Dept Unit Function | Object Description Amount

Project Description or Information:

Project complete ready to close.

CODE LISTING TO COMPLETE THE CAPITAL PROJECT FORM

APPROPRIATION (BGE43 LEVEL 1) EVENT TYPE JV2T TRANSFER FROM OPERATING FUND TO CAPITAL FUND

X001 Regular Budget TBOC Will always be used to transfer from an Operaling Fund to Capital Fund
X010 Other Budget Revision

X0s0 Maintenance Poaol Appropriation M1 __ Plus the Operating Fund Type you're transferring from

X060 Appropriation from Mon-Maintenance Pool Example: M113 for 1300 Fund Type

X070 Appropriation - Heritage Land Consenvation

X080 Appropriation - Coal Severance Tax

X500 Equipment/Purchase Contingency Fund JV2T TRANSFER FROM CAPITAL FUND TO OPERATING FUND

X600 Emergency, Repair, Maintenance and Replacement

XE40 Statewide Deferred Maintenance Fund T6 _ _ Plus the Operating Fund Type you're transferring to

KBGE Backout for Closed Projects Example: T613 for 1300 Fund Type

ALLOTMENT (BGE43 LEVEL 2) OBJECT N10C Will always be used to transfer from a Capital Fund to Operating Fund
E701 Architect and Engineer Fees

E703 General Construction

E704 Liens OPERATING FUND TYPES

E710 Computer Equipment

E712 Mawvable Equipment Fumnishings 01  General Fund 03 Debt Service Fund

ET17T Land/Right of Way 11 Transportation Fund 12 Federal Fund

E718 Legal and Administration Costs 13 Agency Revenue Fund 14  Other Special Revenue Fund
E723 Ajrcraft and Related Equipment 21 State Parks Fund 22  State Fair Board Fund

ET24 Special Mobile Equipment 289 Horse Park Commission Fund 32 Computer Sendices Fund
E725 Miscellaneous Expenses 35  Prison Industries Fund 36 Central Printing Fund

E726 Agency Labor 37  Property Management Fund G5 Tobacco Fund

ET27 Agency Material and Equipment

E728 Senvice by Other Agencies

E729 Capital Construction Grant

EV32 University Construction Reimbursement JYZT INTRA-FUND CODES - Capital Fund to Capital Fund

E734 Economic Development Bond Loans

Each Object Code will begin with an "N "ora®"T"
REVENUE SOURCE CODE (EGR42)

873 General Fund
BFBF Bond Fund &74 Federal Fund
BFCO Equipment/Purchase Contingency Fund 875 Bond Fund
BFDM Statewide Deferred Maintenance Fund 878 Emergency, Repair, Mai ice & Repl Fund
BFEM Emergency Repair, Maintenance & Replacement Fund 877 Equipment/Purchase Contingency Fund
BFFF Federal Fund &78 Agency Fund
BFGF General Fund a7e Investment Income Fund
BFIlI Investment Income 880 Other Fund
BFOF Other Fund 881 Road Fund
BFRD Road Fund 882 Capital Construction Surplus Fund
BFRF Agency Revenue Fund 883 Surplus Bond Proceeds
BFSU Capital Construction Surplus Fund &84 Statewide Deferred Maintenance Fund
BFTE Tobaceo Fund 885 Coal Severance
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Next, we will complete the eMARS documents necessary to close the project. From the secondary
navigation panel, select Capital Expense Budget (BGE43). On the Document Catalog screen select

Create.

Accounts Receivable Accounts Payable Cost Accounting Budget

Welcome, Rachelle Wilkins Procurement

Budget

Save Restart Save ANC
Operating Budaets Document Catalog
Capital B ts Search
Inguiries
Documents ok
~" Capital Expenze Budget (| rwDocument ldentifier

Capital Revenue Budget — -
| Transfersvemy Code : [BGE43 Unit :
Ma ment B is Dept. - ’7 - |

~=0ther Options
Auta Mumbering : []

Create Template : []

Create

Menu

15. Complete the following information:

Dept See Student Card

Unit UNIT

ID CPTL-Enter fund from Student Card-Close
Example: CPTL-CA58-CLOSE

Select Create.

Cost Accourting

Budaget

Accounts Payable

Accounts Receivable

Procurement

B 3 670 CPTL S
Document View BGE43 - 670- CPTL-CA58-CLOSE- 1- New- Draft

~" Header :
| Action Meny I
| ppropristion Budnet
Appropration Controls Load Caonstraints
Expense Budget Header

Expense Controls _
Document Comments Transaction Date :
Document History .

Document Reference Budget P :
Future Triggering .
L= HAsEE Fiscal Wear !
Period :
Start Date
End Date

Created By rwilking
Created On 051 772006
Modified By : rwilkins
Modified On : 05M 72006

r Save T Unds T Frint T Walidate T Submif T Close ]

Menu
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16. On the Header, enter “9999” in the Budget FY and then select Appropriation Budget from the
secondary navigation panel.

) AMS Advantage - Microsoft Internet Explorer | ”'X

DVLANT,A_G E Home Personalize Help Accessibility Logout

Procurement — Ac e Account: hle ccourting  Budcet

BGE43 - 670- CPTL-CA58-CLOSE- 1- New- Draft

Hega}gdegr [&] | Action Meny |
~ Appropristion Bucet
Appropration Controls .
Expense Buuet
Insert Mew Line Insert Copied Line First Prew Mest Last

Expenze Cortrols

Document Comments

Document History Appropriation Budget

Document Reference
Future Triggering

Actian : Budget Fy':
Event Type : Fiscal Year:
Mame : | Period : ’7
Start Date ; ’7 Fund : li
End Date : ’7 Department : ’7
Dallar Amoaount ’7 Appr Unit ’7
Increase/Decrease | Contact - ’7

Contact Mame :

Description :

House Bill Mumber : |

[ sae J  unde | ot vaidate | Submit ] Ciose ]

Menu

0 Inkernet

17. Select Insert New Line and complete the following information:

Action Modify

Event Type X666 — Backout for Closed Projects

Name Leave blank. The capital project name is maintained on the Fund table.

Start Date Leave blank. The start date for the capital project is maintained on the Fund
table.

End Date Leave blank. The end date for the capital project is maintained on the Fund
table.

Dollar Amount 726.20

Increase/Decrease Decrease

Budget FY Leave blank. It will be inferred from the Header.
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Fiscal Year Leave blank. It will be inferred from the system date.
Period Leave blank. It will be inferred from the system date.
Fund See Student Card

Department See Student Card

Appr Unit “CPTL”

Contact Leave blank. Not used on this document.
Description Leave blank.

House Bill Number

1998

) AMS Advantage - Microsoft Internet Explorer

DVANTAG E Home Personalize Help Accessibility
Procuremert Lo counts Payakle rting  Bucloet
Document View BGE43 - 670- CPTL-CA58-CLOSE- 1- New- Draft
Header -
= Action M
-~ Sppropristion Buddget w
.
Exponss Budast : Budget FY | Fund | Department | Appr Unit | Dollar Amount | Increase/Decrease
Expenze Cortrols &% -« 9995 CASS E7O CPTL F726.20 Decrease
Document Comments Inzert New Line |nsert Copied Line First Prew Mext Last
Document History
Document Reference
Future Triggering Appropriation Budget
Actian : | Modify hd Budget FY': I9999
Event Type : I}{BEE Fiscal vear: IZDD?
Name | Perind : |1—
Start Date : | Fund : [CASR
End Date : |12f31f20:10 Department : IE?'D—
Dollar Amount : [§726 20 Appr Unit: [CPTL
Contact Mame :
Drescription :
Haouse Bill Murmhber : |1998
[ sawe [ nde [ Fint [ vawdate | Submit [ Ciose ]
Menu
@ Cone G Inkernet
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18. Select Expense Budget from the secondary navigation panel, Insert New Line and enter the

following:

Action Modify

Event Type X666 — Backout for Closed Projects

Name Leave blank. The capital project name is maintained on the Fund table.

Start Date Leave blank. The start date for the capital project is maintained on the Fund
table.

End Date Leave blank. The end date for the capital project is maintained on the Fund
table.

Dollar Amount .52

Increase/Decrease Decrease

Budget FY Leave blank. It will be inferred from the Header.

Fiscal Year Leave blank. It will be inferred from the system date.

Period Leave blank. It will be inferred from the system date.

Fund See Student Card

Department See Student Card

Appr Unit “‘CPTL”

Bureau “CPTL”

Object E701

Contact Leave blank. Not used on this document.

Description Leave blank.

House Bill Number | 1998

173




eMARS 320 Enacting Capital Projects in eMARS

2l AMS Advantage - Microsoft Internet Explorer

DVANTAGE Home  Personalize

Pr ment unts Re =3 unts Payable ting  Bucloet

BGE43 - 670- CPTL-CA58-CLOSE- 1- New- Draft

Header -
—_— Action Meny
Appropristion Budiet ;‘l
Appropration Controls

7 Expenss Buddget Budget FY | Fund | Department | Appr Unit | Bureau | Object | Dollar Amount | Increase/MDecrease

Expenze Cortrolz & “ 9393 CASE ETO CPTL CPTL E71 $0.52 Decresse
Document Comments
Document History
Document Reference
Future Triggering Ferform Budget Rollup Smart Budget Rollup
Expense Budget

Action” BudgetFy:[B5a3
Event Type : lﬁ Fiscal Year: |2DD?'—
Name | Period : |1—
Start Date:l— Fund:m
End Date:lW Department:lE?'D—
DollarArmount: [§052 pprunit:[cPTL B
IncreaseiDecrease ; Bureau : W

Object: [E701

ArchittEng Fees-1099 Rept

Contact:l

Contact Mame :

Inzert Mew Line Insert Copied Line First Frev Mest Last

Description :

House Bill Murnher |1998

[ sae J  unde | ot vaidate | Submit ] Ciose ]

Menu

Help A sibility

Logout

@ Done

# Internet
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19. Select the Copy Line icon and then Insert Copied Line. Change the following fields:

Dollar Amount 45.64
Object E703
2l AMS Advantage - Microsoft Internet Explorer
A DV;AN T‘AG E Home Personalize
ilkins Procurement Budet
BGE43 - 670- CPTL-CA58-CLOSE- 1- New- Draft
Header | Action Meru |

Appropristion Budiet
Appropration Controls
~ Expense Budiet

Budget FY | Fund | Department | Appr Unit | Bureau | Object | Dollar Amount | Increase/Decrease

Expense Cortrals. &% 9990 CASE E70 CPTL CPTL  E7M §0.52 Decresse
Document Comments 3
T &6 - 9999 CASS 670 CPTL CPTL E7O3 $45.64 Decrease
Document Reference Insert New Line Insert Copied Line First Prew Next Last
Future Triggering
FPerform Budget Rollup Smart Budget Rollup
Expense Budget
Action : | Modify v Budget Fy': I9999
Event Type © I}{BEE Fiscal Year: IZDD?
Name | Petind : |1
Start Date I Fund : ICASB
Endt Date : [12/3172040 Departrment: [570
Dollar Amount : [§45 64 Appr Unit: [CPTL
IncreaselDecrease Bureau : ICF'TL
Object: [E703
General Construction
Contact:l

Contact Mame :

Description :

House Bill Mumber

“|1998

r Save

T e [ et

Submit | Ciose ]

T vawese T

Menu
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20. Select the Copy Line icon and then Insert Copied Line. Change the following fields:

Dollar Amount

A3

Object

E704

Header

Appropristion Budiet

Appropration Controls
~ Expense Budiet

Expenze Cortrols
Document Comments
Document History
Document Reference
Future Triggering

2l AMS Advantage - Microsoft Internet Explorer

ADVANTAGE

Home  Personalize  Help  Accessibility  Logout
Procuremert Bucloet
BGE43 - 670- CPTL-CA58-CLOSE- 1- New- Draft )
| Action Menw |
3% 9999 CASS 670 CPTL CPTL E7IM $0.52 Decrease
&% 9999 CASE 70 CPTL CPTL E7O3 $45.64 Decrease
3% - 93933 CASE 670 CPTL CPTL E7O4 §0.43 Decrease
Insert Mew Line Insert Copied Line First Frew Mest Last
FPerform Budget Rollup Smart Budget Rollup
Expense Budget
Action : | Modify hd Budget Fy: I9999
Event Type I}{EEE Fiscal Year : I2DD?
Mame : | Feriod : |1—
Start Date :I Fund : ICASB
Endt Date : [12/31/2040 Department: [570
Dollar Arnount © |$D,43 Appr Unit : ICF'TL
Increase/Decrease Bureau : ICPTL
Ohject: |E?04
Liens
Caontact : I
Contact Mame :
Drescription :
House EiIINumber:|1998 4
[ Sawe T Unds T Pt T Vaidale [ Subeit |  Ciose | v
< | &
# Internet
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21. Select the Copy Line icon and then Insert Copied Line. Change the following fields:

Dollar Amount 679.61

Object E712

2l AMS Advantage - Microsoft Internet Explorer

Home Personalize

Help Accessibility Logout

Bucloet

Procuremert

Document View
Header

Lporopistion Budnet Budget FY | Fund | Department | Appr Unit | Bureau | Object | Dollar Amount | IncreaseMDecrease

Appropration Controls

7 Eyienes Eiihe 3% 9999 CASE B70 CRTL CPTL  E7OM $0.52 Decrease
P 3% 9393 CASE 670 cPTL CPTL  E7O3 $4564 Decrease
Document Comments
Document History &6 9995 CASS ETO CPTL CPTL E7O4 $0.43 Decrease
Document Reference .
[T —— &% « 9993 CASF 670 CPTL CPTL ETi2 $679.61 Decrease
Inzert Mew Ling Inzert Copied Line First Frew Mext Last

FPerform Budget Rollup Smart Budget Rollup
Expense Budget

Action BudgetFy:[ooss

Event Type : ’W Fiscal Year: ’F

Mame : | Period : ’17
Start Date : ’7 Fund : [CA53
EndDate: [12/31/2040 Department: [570 B

Dallar Amournt : ’W Appr Unit - ’CF'TI_i

Increase/Decrease : Bureau : ’W
object:[E712 B

Movahle Equipment Furnishings

Caontact :

Contact Mame :

Drescription :

House Bill Murnber : [1995

|<

# Internet

22. Select the Validate button. If there are any errors, you will need to correct them and re-validate the
document until the document validates successfully.

Budcet

Procuremeri

B P TL- (Ma}I=R O View All (1 of 1) : Document validated successfully
Document View BGE43 - 670- CPTL-CA58-CLOSE- 1- New- Draft

Header | Actian Menu I

Appropristion Bucdoget

pem o ks
7 B EIEhE, Budget FY | Fund | Department | Appr Unit | Bureau | Object | Dallar Amount | Increazse/Decrease

Expenze Cortrols &t v 9993 CAS3 E7O CPTL CPTL E7O1 §0.52 Decrease
—zttenzoll oozl o4 9993 CAS8 670 CPTL CPTL  E7O03 $4564 Decrease
Document History
Document Reference &5 9999 CAS3 ETO0 CPTL CPTL E704 F043 Decrease
Future Triggering .
& 9893 CASE BYO CPTL CPTL E¥2 F679 61 Decrease
Insert Mew Line Insert Copied Ling First Prew Mext Last
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23. Select Close. Agencies are not permitted to Submit to workflow the Capital Budget (BGE43)
documents.

24. From the secondary navigation panel, select Capital Revenue Budget (BGR42). On the Document
Catalog screen select Create.

Budget

Cost Accounting

Accounts Pavable

Procurement Accounts Receivable

Welcome, Rachelle Wilkins

Document Catalog

Operati

Capital B ts Search
Inguiries
Documents sk
| Capital Expense Budget (| - wDocument ldentifier
|~ Capital Revenue Budgst { [porez .
Transfers (V2T Code: |BGR4Z Unit:

Ma ment By ts Dept. - Ii D: |

~=0ther Options
Auto Mumbering : [
Create Template : []
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25. Complete the following information:

Dept See Student Card

Unit UNIT

ID CPTL-Enter fund for project-CLOSE
Example: CPTL-CA58-CLOSE

Select Create.

Wielcome, Rachelle Wikins Procurement  Accounts R Cost Accounting

Budoet

B& JO CPTL- LOSE 1
Document View BGR42 - 670- CPTL-CA58-CLOSE- 1- New- Draft

" Header [ _ction Aterw_)
SUmmary Revenue
Sumimaty Controls Load Constraints
Dretail Revernue Header
Detail Cortrols

Document Comments Transaction Date
Document History )
Document Reference Budget
Future Triggering .
Fiscal Year:
Period
Start Date -
End Date :

Created By rwilkins
Created On ;0671 7/2006
Modified By : rwilkins
Madified On ;050 772006

r Save T Uiz T Frint T Vabgate T Submit T Cloze ]

hdenu
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26. On the Header, enter “9999” in the Budget FY and then select Detail Revenue from the secondary
navigation panel.

2 AMS Advantage - Microsoft Internet Explorer | ”'X

DVLANT,A_G E Home Personalize Help Accessibility Logout

Procurement — Ac e Account: hle ccourting  Budcet

BGR42 - 670- CPTL-CA5S8-CLOSE- 1- New- Draft

Header -
— | Actian Manu |
~" Summary Revenue
SUMIMARY LOrtrols
Summar Ceniroly Budget FY | Fund | Department | Dollar Amount | Increase/Decrease
Detail Revenue Tmeart New Line Insert Copied Li First Prew Mest Last
De‘tall CDI‘erIS nse ew Line Inse ople Ine 1 rew Me a.
Document Comments
Document Histo Summary Revenue
Document Reference
Future Triggering Action Budget FY':
Event Type : Fiscal Year:
Mame : | Feriod :
Start Date ; Fund :
End Date : Department :
Dallar Amoaount Contact :
IncreaseiDecrease Contact Mame :
Drescription :

House Bill Mumber :

[ sawe [  umde  J  Puct | vawdwe J  Submt ] Close |

Menu

@ Dane 8 Inbernet

27. Select Insert New Line and complete the following information:

Action Modify

Event Type XRMD

Name Leave blank. The capital project name is maintained on the Fund table.

Start Date Leave blank. The start date for the capital project is maintained on the Fund
table.

End Date Leave blank. The end date for the capital project is maintained on the Fund
table.

Dollar Amount 726.20

Increase/Decrease Decrease

Budget FY Leave blank. It will be inferred from the Header.
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Fiscal Year Leave blank. It will be inferred from the system date.
Period Leave blank. It will be inferred from the system date.
Fund See Student Card

Department See Student Card

Revenue BFGF

Contact Leave blank. Not used on this document.
Description May be used to enter a description.

House Bill Number | 1998

2} AMS Advantage - Microsoft Internet Explorer |' X

DVANTA‘G E Home Personalize Help Accessibility Logout
4 £ 4 ‘
Procurement Lo counts Payakle rting  Budget
Document View BGR42 - 670- CPTL-CA58-CLOSE- 1- New- Draft
Header -
= Action Meny
Summary Revenue ;‘l
SUMIMARY LOrtrols
" Summar Lenicls Budget FY | Fund | Department | Revenue | Dollar Amount | Increase/Decrease
Detail Revenue -
Detail Cortrols &% i 9355 CASS G670 BFGF F726.20 Decrease
Document Comments Insert New Line Insert Copied Line First Prenw Nest Last
Document History
Document Reference
Future Triggering FPerform Budget Rollup Smart Budget Rollup

Detail Revenue

Action: BudgetFy:[9533
Event Type : W Fiscal Year: |2DD?'—
Mame : | Period : |1—
Start Date:l— Fund:m
End Date:lw Department:lE?'D—
Coollar Amount lﬂi?’EEQD— Revenue : IW
Increase/Diecrease : Contact - l—

Contact Mame :

Description :

1998

House Bill Mumber :

[ sawe  J  Umio  J  Pot [ vawdwe J  Sumit ] Ciose |

@ Cone G Inkernet

28. Select Smart Budget Rollup. This will create the Summary Revenue line that is required to process
the document.
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29. Select the Validate button. If there are any errors, you will need to correct them and re-validate the
document until the document validates successfully.

Budget

Cozt Accountin

Accounts Pavahble

Procurement Accourts Receivable

B CPTL: RN 0 View All (1 of 1) : Document validated successfully
Document View BGR42 - 670- CPTL-CA58-CLOSE- 1- Hew- Draft

Header | Atian Meru |

Summary Revenue

Summarv Conirols Budget FY | Fund | Department | Revenue | Dollar Amount | Increase/Decrease
~ Detail Revenus

Detail Controls &% b 9999 CASS 670 BFGF F726.20 Decrease
Document Comments Insert Mew Line Insert Copied Line First Prew Mext Last
Document History
Document Reference
Future Triggering Ferdorm Budget Rollup Smart Budget Rollup

30. Select the Close button to close the document. Agencies are not permitted to Submit to Workflow
the Capital and Revenue Budget (BGR42) documents.

31. From the secondary navigation panel, select Transfers (JV2T). On the Document Catalog screen
select Create.

Welcome, Rachelle Wilkins Procurement Accounts Receivable Accounts Payable CostAccounting Budget

Budget

Bave Restart Save ANG
Operating Budgets Document Catalog

Capital B ts Search
Inguiries
Documents b

Capital Expense Budget (| rwDocument Identifier
Capital Revenue Budget ( ] - o
 Transters vm, Code : [JV2T Unit:

Ma ment B is Dept. - li D: |

~w0ther Options
Auto Mumbering : []
Create Template : []

32. Complete the following information:

Dept See Student Card

Unit UNIT

ID CPTL-Enter fund for project-CLOSE
Example: CPTL-CA58-CLOSE

Select Create.
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33. Leave the Header screen blank. Select Accounting from the secondary navigation panel and select
Insert New Line.

2 AMS Advantage - Microsoft Internet Explorer

Home Personalize Help Accessibility Logout

Procurement — Ac e Accou ble: ccounting — Budoet

JV2T - 670- CPTL-CAS8-CLOSE- 1- New- Draft

Header | Action Many |
" Accounting
—gieereianléjmmamn Accounting Line | Line Amount | Line Closed Amount | Event Type | Ref Doc Dept Code
Fund Acoounting 3% & u]
Detail Accounting Inzert Mew Line Insert Copied Line First Prev Go To Mewt Last
Posting

Document Comments
Document History wh
Document Reference ~wGeneral nformation

Future Triggering Event Type - I— Fiacal Year l—
Accounting Template :I Budget FY:I

Feriod :I

Line Description : Charge Class : I—

Charge Class Rate :I

Line Amount:l Charge Units : |
Line Closed Amount:
Line Closed Date : Elank:l

 PReference ]

 BFund Accounting ]

 bDetail Accounting ]

Top

[ sawe [ umde [ Pt | vawdwe J  Submt ] Close |

Menu

@ 8 Inbernet

34. Complete the following information in the General Information section:

Event Type XCO02 — Off-Budget Transfer Out
Accounting Template | See Student Card

Line Description Leave blank.

Line Amount 726.20

Fiscal Year Leave blank.

Budget FY Enter “9999”

Period Leave blank.

Charge Class Leave blank.

Charge Class Rate Leave blank.
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Charge Units

Leave blank.

35. Expand the Fund Accounting section. Enter “T873” in the Object field.

{= AMS Advantage - Windows Internet Explorer

I

Document View
Header
~" Accounting
General Information
Reference

Fund Accounting

Detail Accounting

Document Comments
Document History
Document Reference

| 5.:1" http:/fkyadvprodg.state.ky.us/trng 1/fin/advantage

ADVANTAGE

JV2T -130- CPTL-CA58-CLOSE- 1- New- Draft

Budget Procurement Accounts Receivable

Home Personalize Help Accessibility

Accounts Payvable Cost Accountine

| Action Manu I

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

3% By v 0

Insert Mew Line Insert Copied Line

First Frev Go To Next Last

kb

®General Information

Event Type I)(CUE
Accounting Template | ICCASS

Line Description :

Line Armount : ITEG_QU

Line Closed Amount:
Line Closed Date :

Fiscal Year: I

Budget FY : {9999

Period:
Charge Class
|

Charge Class Rate

Charge Units - |

Bank-: |—q

 PReference

~*Fund Accounting

Fund:l— Department : l—

supFund:[ unit:[

object:[Te73 subumit:[
subObject:[  Apprunit:
Revenue:l— BSA:

Dept Revenue :I

OBSA: I
Sub OBSA: I
Dept Object I

A=

X
W

Logout

0 Internet

36. Select Insert New Line. Enter the following information in the General Information section:

Event Type

XCO03 — Transfer In

Accounting Template

GC21M - Capital Construction Surplus

Line Description

Leave blank.

Line Amount

-726.20

Fiscal Year Leave blank.
Budget FY Enter “9999”
Period Leave blank.

Charge Class

Leave blank.
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Charge Class Rate

Leave blank.

Charge Units

Leave blank.

37. Expand the Fund Accounting section. Enter “N873” in the Revenue field.

{= AMS Advantage - Windows Internet Explorer

http: /jkyadvprodd.state.ky.usftrng1/fin/Advantage

Document View
Header
~" Accounting
General Information
Reference
Fund Accounting
Detail Accounting
Posting
Document Comments
Document History
Document Reference
Future Triggering

Home Personalize Help

unts Payable Cost Accountine

| Actian Many I

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

3 By 0
3% By~ 0

$726.20

Xcoz

Insert Mew Line Insert Copied Line

First Frev Go To Next Last

kb

®General Information

Event Type I)(CUS
Accounting Template : IGCE1M

Line Description :

Line Armount : I-]’QE_EU

Line Closed Amount:
Line Closed Date :

Fiscal Year: I
Budget FY : (9999

Period:
Charge Class
|

Charge Class Rate
|

Charge Units - |

Bank-: |—q

 PReference

~*Fund Accounting

Department :

r— r

supFund:[ unit:[

I swunt:[
—

Sub Object :

Revenue : |N83’3 BSA:

ApprUnit:I
|—

osa:[
supoBsA:[
DeptObject:|
Dept Revenue : l—

Accessibility Logout

w

0 Internet

* 100% v

38. Select Validate. The fields from the templates will populate the Fund Accounting and Detailed
Accounting sections.
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39. One of the accounting lines is for a department outside of your security settings. Because of this,

you will receive the following error:

Error Messages

a AMS Advantage Errors - Microsoft Internet Explorer

=101.x]

Component Context Severity | Override
ABS _DOC_ACTG WEWD =1 ACTG =1 Error

fenu

Message
“alues inthe organization fields are not authorized for the current user.

|@ Done

l_ I_ I_ [EE Local intranst

This error is expected and will be corrected by OSBD. If you have other errors, they will need to be
corrected before submitting the SAS-5 form. For this example, you will not be able to submit the

document due to the error.

40. Complete the SAS-14 form to Inactivate the project.
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SAS-14 Commonwealth of Kentucky Date: 9/1/2010
08/10 ACCOUNT MAINTENANCE FORM
O Establish Reason for Change:
@® Inactivate
QO Change Close Project

FY:[2011] DEPT:[ 670 |

FUNCTION

ALLOTMENT (FUNCTION TYPE)

Function Function Type
Group (AP)  |(AL)

Function Type Name (AL)

[ ] oOverride Allotment From: |:|

Provide justification for allotment override:

FUND

FUNCTION
Function Function
Fund Group (AP) Type (AL) Function Function Name
FUND
Fund Type Fund Fund Name
0200 CA58 Paintsville Lake Campground

For Restricted Funds Only -
Is the Fund:  ® On Budget
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

Enter the Function Code this Fund is to be expended from:

[ 1

(® Not Funded from Bond Proceeds

[ 1

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

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

Enter the account information where the interest income should post:

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

[ oOverride Cash
Provide justification for cash override:

Revenue

[] Require Sub-Function
[] Require Activity

[] Require Sub-Activity

Spending

] Require Sub-Function
] Require Activity

[] Require Sub-Activity

Agency Contact Governor's Office for Policy and Management

FINANCE
USE ONLY

Fund CAFR Fund
Fund Class Category Fund Type |Fund Group |Type Investment Pool |Template ID
CPTL 0200 CPTL INT
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41. Once the SAS-5 form, SAS-14 form, Capital Budget (BGE43) document, Revenue Budget (BGR42)
document and Transfer (JV2T) document are completed, the SAS-5 and SAS-14 forms should be
submitted to Facilities and Support Services, located on the First Floor of the Bush Building, 403
Wapping Street. After Facilities and Support Services reviews and approves the SAS-5, they will
be forwarded to the Office of State Budget Director. Once approved by the Office of State Budget
Director, the Capital Budget (BGE43) document, Revenue Budget (BGR42) document and Transfer
(JV2T) document will be Submitted to Final. The SAS-14 will be sent to Statewide Accounting
Services to Inactivate the Fund and a copy of the SAS-5 marked POSTED will be returned to
Facilities and Support Services and the requesting agency for their records.

11 — Session Summary

Chart of Accounts - The eMARS Chart of Accounts elements used to identify a capital project are:
Fund, Department, Appropriation Unit, Bureau and Obiject.

SAS-14 — This form will be used to establish, inactivate (close) or change a Capital Project.

SAS-5 — This form is used as a Capital Project authorization to record the financial activity pertaining to
capital projects.

Capital Budget (BGE43) Document - This document is used to establish or modify an Appropriation
or Allotment for a capital project.

Revenue Budget (BGR42) Document — This document is used to record the budgeted funding for a
capital project.

Transfer (JV2T) Document — This document is used to move cash between funds.
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Review Questions

Question #1: In eMARS the Fund and Department will be used to define a capital project.

A

True

B

False

Question #2: Which document is used to establish a new fund for a capital project?

A Capital Expense Budget (BGE43)

B SAS-14 Account Maintenance Form
C SAS-5 Capital Projects

D Revenue Budget (BGR42)

Question #3: Assuming no errors on the documents, agencies are required to submit which of the
following documents to workflow?

A Capital Expense Budget (BGE43)
B Revenue Budget (BGR42)

C | Transfer (JV2T)

D None of the above

Question #4: Projects maintained by Facilities and Support Services require which of the following Chart
of Account elements:

A | Activity and Sub-Activity

B Function and Sub-Function

C Bureau

D | Appropriation Unit
Question #5: To close a capital project with a cash balance which of the following documents must be
completed?

A SAS-5 Capital Projects

B Transfer (JV2T)

C Revenue Budget (BGR42)

D | All of the above
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NOTE: Exercises may also be run within the
eMARS Learning Environment.
For access please see the eMARS website
(OHhttp://finance.ky.gov/internal/emars/

NOTE: Please remember to select Logout prior to
closing your Advantage 3 session. Just closing the
page will not immediately end your session.

Review Answers

Question #1: In eMARS the Fund and Department will be used to define a capital project.

A True

Question #2: Which document is used to establish a new fund for a capital project?

B SAS-14 Account Maintenance Form

Question #3: Assuming no errors on the documents, agencies are required to submit which of the
following documents to workflow?

C | Transfer (JV2T)

Question #4: Projects maintained by Facilities and Support Services require which of the following Chart
of Account elements:

A | Activity and Sub-Activity

Question #5: To close a capital project with a cash balance which of the following documents must be
completed?

D All of the above

190



eMARS 320 Enacting Capital Projects in eMARS

Appendix — Capital Construction Special Accounts Listing

FUND

DEPT

FUNCTION
GROUP
(AP)

FUNCTION
TYPE (AL)

FUNCTION

UNIT

ACCOUNTING
TEMPLATE

TITLE

INCREASE/
DECREASE
AP

C21K

765

OSBD

GC21K

EMERGENCY REPAIR,
MAINTENANCE, AND
REPLACEMENT FUND

YES

C21L

765

OSBD

GC21L

CAPITAL CONSTRUCTION
AND EQUIPMENT
PURCHASE CONTINGENCY
FUND

YES

C21M

765

OSBD

GC21M

CAPITAL CONSTRUCTION
SURPLUS

NO

C21N

765

OSBD

GC2IN

STATEWIDE DEFERRED
MAINTENANCE

YES

C21P

765

OSBD

GC21P

CAPITAL CONSTRUCTION
INVESTMENT POOL

NO

036R

750

D750

SURPLUS BOND
PROCEEDS

0100

765

CCo00

Cco1

CCo02

OSBD

GCCO02

CAPITAL CONSTRUCTION
GENERAL FUND ACCOUNT

0100

758

CONX

D758

GFSFT

GENERAL FUND SURPLUS
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