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eMARS Enacting 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
¢ 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

o Create a Transfer (JV2T) document

e Review Inquiry screens for Capital Project balances

¢ 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

BGR42 Revenue Budget 42 Document Budgeted Funding

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:

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;

P wnNPE

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

5. 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. Any entity listed in paragraph (b)5. of this subsection;

2. The legislative branch; or

3. The judicial branch when leased from a private sector landlord.
(d) “Equipment” means:

1. Any major item of equipment, including aircraft;

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

3. 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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Hardware;

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

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

4. 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;

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

3. 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;

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

5. 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

6. 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 statutes governing capital projects,
specifically:

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

45.760 Limitations on project/equipment expenditures, Project increases, New projects,
Purpose and Location

45,770 Section 5: Requirements for acceptance and closing capital project

45.763 Requirement for General Assembly authorization before enter into certain third-party
capital project agreements

45.777 Disposition of sale proceeds of property purchased with capital construction funds
45.780 Emergency repair, maintenance, and replacement account
45.790 Capital Projects and Bond Oversight Committee — Membership — Meetings

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

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
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48.110 Section(6)(e): a budget bill capital project consists of budget unit, purpose,
appropriation amount by each fund source

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
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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: those appropriated in a branch budget bill and those
approved under KRS 45.760, 45.780, or those projects that are less than the statutory dollar threshold,
or permitted by the budget bill, but are procured by Facilities and Support Services, such as projects
funded from a Maintenance Pool.

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

o 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 (the appropriation broken down by fund source)

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:




eMARS 320 Executing Capital Projects in eMARS

Document Type

KBUD

eMARS

Original Appropriation to establish project Appropriation from budget bills

Original Appropriation to establish all other project Appropriation

Appropriation modification

Original Allotments to establish project Allotments

Allotment modifications to project Allotments

X | X| X[ X

Original Revenue Budget to establish budget bill project’s budgeted funding

Original Revenue Budget to establish all other project budgeted funding

X

Revenue Budget modifications
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3 — SAS-14 Account Maintenance

The SAS-14, Account Maintenance Form, is used to Establish, Inactivate (Close) 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/services/statewideacct/Pages/eMARSForms.aspx.
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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 appropriate department 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.

o0 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 Governor’s Office for Policy and
Management.

o0 Enter the Capital Project name.

o Function should be blank unless agency requires function codes to be entered on capital project
transactions.

For Restricted Funds Only — Do not change.

For Fund Types 1300, 1400, 6300, 6310 and 6350:

0 Legal citation, if any, authorizing the receipt of funds into a special revenue fund: Leave blank.

0 Legal citation, if any, that restricts the spending from the source of funds: Leave blank.

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.

10
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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 project appropriated in a budget bill.
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 : -
Page Type : -
Description :

Page Code @ Fn D

Browwse Clear

Description Page Code

+ Funid FLIMD
First Prewv Mext Last

12
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2. Select the underlined link “Fund”.

First Prev Mext Last

Fund
Fiscal Year Fund Hame Active Effective From Effective To
+ 2007 0100 General Fund Yes
2007 01AP  Abandoned Property Fund Yes

2007 O1NE Unredeemed Check Fund 0100 Yes
2007 0301 Adair County Debt Service Fund Yes
2007 0302 Alen County Debt Service Fund Yes

w General Information

*Fund : gqpp

“Name : General Fund

*Short Name : zeperal

*Bank : o g
N “EFT Bank : 4 %i
*Master Bank : 3 g
FY Beginning Balance :
Debt 1D :

Save Undo Delete Insert Copy Paste  Search

*Fiscal Year: 2pp7 ﬂ

wh

Effective From :

Effective To:

Active :

Budgeting :

Component Unit :

Pool Fund :

Major Fund :

General Capital Assets (GCA) Fund :

é Responsibility Center Posting :
Allow Override of Respongibility Center Posting :
Allow Negative Investment Balance :

Fixed Asset Intent Fund :

E OO O EE

=

O O &

3. Select Search

@ Search - Internet Explorer

=) e |

Fizcal Year: | g

Fund :

Name :
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4. Enter the search criteria and select Ok.

-

First Prev Next Last

Save Undo Delete Insert

*Fiscal Year:
“Fund :
*Hame :
*Short Name :
“Bank :

N *EFT Bank :
*Master Bank :

FY Beginning Balance :
DebtID:

Copy Paste Search @&

w General Information

2016 & |
CO2F
Vocational Classroom HV

523

GA |
GA 2|
GA &
50.00

&

':% Search - Internet Explorer = | = 28
Fiscal Year: 2016 ﬁ
Fund :
MName : *HW&C*
Ok Clear Cancel
Fund
Fiscal Year Fund Hame Active Effective From Effective To
2016 13C6 HBC HVAC Fund Yes
s 2016 CO2F Vocational Classroom HVAC Impr  No 06/059/2015 06/0%2015
2018 COMK FH HWAC Pan Coil Phase Il No DS/06/2015 05/0642015
2016 C1AX LLCC-HVAC Improvements No 09/15/2014 091572014
2016 C1DM Bowling Green OET HWAC Renovat Mo 121002015 12M 002015

Effective From :
Effective To:
Active :
Budgeting :
Component Unit :
Pool Fund :

Major Fund :

General Capital Assets (GCA) Fund :

Responsibility Center Posting :

Allow Override of Responsibility Center Posting :

Allow Negative Investment Balance :

Fixed Asset Intent Fund :

06/08/2015
06/09/2015

BEOO0OORO

LTI ]

14
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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 :
Page Type : -
Description :

Page Code : .=

Brovweze Clear

Description Page Code
+ Walid Fund Dept Combinstion WFD
Walid Fund Dept Function Combination WFDF
First Presv kext Last
2. Select the underlined link “Valid Fund Dept Combination”.
Valid Fund Department Combination
Fizcal Year Fund Fund Hame Department Department Name
- 2007 0100 General Fund 010 Legislative Research Commission
2007 0100 General Fund 020 Judicial Form Retirement System
2007 0100 General Fund 025 Judicial Department
2007 0100 General Fund 030 Unified Prosecutorial System
2007 0100 General Fund 035 Department OF Agriculture

First Prev MNext Last

Save Undo Delete Insert Copy Paste  Search

*Fiscal Year: aqp7 .ﬂ‘,i
*Fund : gqgp L{Ell
General Fund
*Department: gqp o

Legislative Research Commission

¥ Invalid Fund Dept Combination

15
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3. Select Search and enter the search criteria and select Ok

a '1
(=) Search - Internet Explorer E@ﬂ

Fiscal Year: [2D16 ﬂ
Fund: C* ﬂ
Department : 07 ﬂ

Ok Clear Cancel

Valid Fund Department Combination

Fizcal Year
- 2016
2016
2015
2016
2018

Fund
co12
Co13
Co14
CoAP
COAS

First Prev Next Last

Fund Name Department
Enterprize Infrastructure Security 079
Public Safety Commission Infrastructure - KEWS 079

KIH Information Highway Upgrade Expansion (174 ]
Ky Information Highway Expansion 06-08 07s
Enterprize Applications Upgrade 07e

Save Undo Delete Insert Copy Paste  Search

*Fiscal Year:

*Fund :

‘Department :

2016
co12

&

&)

Enterprize Infrastructure Security

07s

2

Commonwealth Office Of Technology

o Inwalid Fund Dept Combination

Department Hame
Commonwealth Office Of Technology
Commonwealth Office Of Technology
Commonwealth Office Of Technology
Commonwealth Office Of Technology

Commonwealth Office Of Technology

16
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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.

M\ MAdvantage

LO in Copyright @ 2001, 2011 CGl Technologies and Solutions Inc.
g Al Rights Reserved.
User ID: | Use of thiz software iz subject to CGl Technologies and
Solutions Inc. icense agreement.
Basskapd: AMS Advantage® iz a registered trademark of CGl
Technologies and Solutions Inc
Add AMS Advantace to your Favorites
The Home Page appears
eMARS Home Page
m“%\ M &dvantage Jump to: ﬁ ﬂ @ Home & Personalize @Accessibilﬂy lg App Help T About @
eloo Studert 00 Procurement Accounts Payable Accounts Receivahble Budget Cost Accounting

eMARS Training Financial
Message Center
Search

History
Favorites

Administration

17
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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 : -
Page Type : -
Description :
Page Code : »/Fp*

Browse Clear

Description Page Code
~ Aalicd Fund Dept Cambinstion WFD
“alid Fund Dept Function Cambination WFDF
First Prew Mext Last

2. Select underlined link “Valid Fund Dept Combination”.

Valid Fund Department Combination

tdenu

Fiscal Year Fund Fund Hame Department Department Hame
- 2007 0100  General Fund 005 General Assembly
2007 0100 General Fund 010 Legislative Research Commizsion
2007 0100 General Fund 020 Judicial Form Retirement Syatem
2007 0100 General Fund 025 Judicial Department
2007 0100 General Fund 030 Unified Prozecutorial System

First Prev blext Last

Save Undo Delete Insert Copy Paste  Search

*Fiscal Year: oqn7 4

(=1}

Fund : 100 £

el
Genersl Fund
*Department : g5 A

General Assembly
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Select Search and enter “2016” in the Fiscal Year field, enter “C*” in the Fund field and the

Department from the Student Card in the Department field. Select Ok.

(=2 Search - Internet Explorer

= B e |

Fiscal Year: 2015
Fund : |C*
Department : 07Y

Ok Clear Cancel

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

Valid Fund Department Combination

Fiscal Year
v 2016
2016
2016
2016
2016

*Fiscal Year:

*Fund :

‘Department :

Save Undo Delete Insert Copy Paste

Fund Fund Hame
co1z
Co13
co14
CoaP

C0AS Enterprise Applications Upgrade

First Prev Next Last

Search
2016 &
co1z &
Enterprize Infrastructure Security
079 |

Commonwealth Office Of Technology

| o Inwalid Fund Dept Combination

Enterprize Infrastructure Security

Public Safety Commission Infrastructure - KEWS
KIH Information Highway Upgrade Expansion
Ky Information Highway Expansion 06-08

Department
079
07g
07e
07g
079

Department Hame
Commonwealth Office Of Technology
Commonwealth Office Of Technology
Commonwealth Office Of Technology
Commonwealth Office Of Technology

Commonwealth Office Of Technology
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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 prepared by Facilities and
Support Services. This form is used to determine the amount 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.qov/services/statewideacct/Pages/eMARSForms.aspx.
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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

X001 Regular Budgst

X010 Other Budget Revision

X050 Maintenance Fool Appropriation

X060 Appropriation from MNon-Maintenance Pool

XoTo Appropriation - Heritage Land Consarvation

X080 Appropriation - Coal Severance Tax

X500 Equipment/Purchase Contingency Fund

XB00 Emergency, Repair, Maintenance and Replacement
XB40 Statewide Deferred Maintenance Fund

XBGE Backout for Closed Projects

ALLOTMENT (BGE43 LEVEL 2) OBJECT

E701 Architect and Engineer Fees

E703 General Construction

ET04 Liens

E710 Computer Equipment

E712 Movable Equipment Furnishings
EV17 Land/Right of Way

E718 Legal and Administration Costs
ET23 Ajrcraft and Related Equipment
EVz4 Special Mobile Equipment

E725 Miscellaneous Expenses

ET26 Agency Labor

EVZ7 Agency Material and Equipment
E728 Service by Other Agencies

ET29 Capital Construction Grant

ET32 University Construction Reimbursement
E734 Economic Development Bond Loans

REVENUE SOURCE CODE (BGR42)

BFEF Bond Fund

BFCO Equipment/Purchase Contingency Fund
BFDM 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

BF3U Capital Construction Surplus Fund
BFTE Tobacco Fund

JV2ZT TRANSFER FROM OPERATING FUND TO CAPITAL FUND

TEOC Will always be used to transfer from an Operating Fund to Capital Fund

M1 _ _ Plus the Operating Fund Type you're transferring from
Example: M113 for 1300 Fund Type

JV2T TRANSFER FROM CAPITAL FUND TO OPERATING FUND

T6_ _ Plus the Operating Fund Type you're transferring to
Example: T&13 for 1300 Fund Type

NA1OC Will always be used to transfer from a Capital Fund to Operating Fund

OPERATING FUND TYPES

01 General Fund 03 DebtService Fund

11 Transportation Fund 12  Federal Fund

13 Agency Revenue Fund 14  Other Special Revenue Fund
21 State Parks Fund 22 State Fair Board Fund

28  Horse Park Commission Fund 32  Computer Services Fund

35  Prison Industries Fund 36  Central Printing Fund

37  Property Management Fund 65 Tobacco Fund

JV2T INTRA-FUND CODES - Capital Fund to Capital Fund

Each Object Code will begin with an "M "ora™ T"

873 General Fund

874 Federal Fund

&875 Bond Fund

&7e Emergency, Repair, Maintenance & Repl 1t Fund
a7r7 Equipment/Purchase Conlingency Fund
a7s Agency Fund

879 Investment Income Fund

880 Other Fund

881 Road Fund

882 Capital Construction Surplus Fund

883 Surplus Bond Proceads

&84 Statewide Deferred Maintenance Fund
885 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
22008 CAPITAL PROJECT Page 1 of 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)
Rever‘;:}e 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 ¢ Budgel Direclor, Governor's Ofhee for Policy and Managemaen
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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 Budget Workspace — select Capital Budgets. Expand the Documents section on the page
or select Documents from the secondary navigation panel.

-

@ CGI Advantage - Internet Explorer | = = = |*
CGI Advantage Jump to: ﬁlﬂ @ Home ﬁ’ Personalize @ Accessibiliby E App
— =

Welcome, Philip Rosell Procurement | Accounts Payable | Accounts Receivable | CostAccounting | Budget
Budget Capital Budgets
Save All
o This area contains the inquiries and documents used to process and manage capital projects.
nse
= Inquiries
Operating Budgets This section containg inquiries used to view appropriation, allotment, and cash balances for capital projects.
Capital Budgets Appropriation Inguiry (BO43LV 1)
Allotment Inguiry (BA43LWZ)
Inguiries Revenue Budget - Level 1 (BO42LW1)
Revenue Budget - Level 2 (BO4ZLW2)
Documents 1 Cash Balances (CBALSQ)

Management Budgets
= Documents

This =ection contains the documents used to establish or modify an appropriation, allotment, or revenue budget

for a capital project.

Capital Expense Budget (BGE43)
Capital Revenue Budget (BGR4Z)
Transfers (JVZT)

#100% -
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2. Select Capital Expense Budget (BGE43).

[ @ CGI Advantage - Internet Explorer E@ﬂ
CG' Advantage Jump ta: ﬁlﬂ m Home ﬁ Perzonalize @Accessibilﬂy E App Help T About @

Welcome, Phillip Rosell Procurement Accounts Payable Accounts Receivable Cost Accounting Budget

Budget Document Catalog
Save
Create Sk
Restart 3
= Document Identifier
T Code : |gzE4s g Unit
Close Dept. : ID:
Operating Budgets
Capital Budgets b User Information
TETE b Document State
Documents i
.+ Capital Expense Browse Clear
Budget (BGE43) 1

| Action Menu I
Capital Revenue

Budget (BGR42) Open Validate Submit Copy

Transfers (JV2T)

{ ! Code Dept. Unit ID Comments Version Function Phase 3Status Date U?:r Amount Active
Management Budgets
First Prev Next Last

Menu

#100% -
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-
CYO00-1)

Select Create.
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Dept.: 570

Creste

henu

Document Catalog

Search Fk

Code : gGE43

= Document ldentifier

& Unit: 4510

= Other Options
Auto Humbering : | [~
Create Template : [~

1D CPTL-CEPY-1

Select Create.

Transaction Date: | I
Budget Fy:
Fiscal Year:
Period:
Start Date: |
End Date: |
Created By: PTT0004
Created On: 0302772013
Modified By: PTTO004
Modified On: 05/21/2013
¥
b
ﬁ‘ Save | “J Unda Load Constraints
Appropriation Budget Total Lines: 0
Appropriation Controls Total Lines: 0
Expense Budget Total Lines: 0
Expense Controls Total Lines: 0
@ Copy | aliclate | Ed Submit | |} Discard | @ Pririt | Processing = Workflnw'| File'| B Cloge |
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5. This is the Header of the document. Always enter “9999” in the Budget FY. The remaining fields
leave blank.

_.ﬂ

= A

Transaction Date:
Budget FY: |g0g|
Fiscal Year:

Period:

Start Date:

I

End Date:
Created By: PTTOO04
Created On: 0372772013
Modified By: PTTO004

Modified On: 057212013

ﬁ Save | 4 Undo Load Constraints

Select the Appropriation Budget accordion.

m [V Advantage

Jump to:

ﬁlﬂ @Home &Personalize @Accessibilﬂy @AppHelp T Aot @

Procurement

ns

‘Welcome, Rachell

| Header
-
Appropriation Budget ﬂ
Action: Budget FY:
Event Type: &l Fiscal Year: &l F
Hame: Period:
Start Date: m Fund: |
End Date: e Department: |
Dollar Amount: Appr Unit: ‘a‘l
o —_
Increase/Decrease: @ -
X Contact: i | =
Contact Hame:
1
Description: -
House Bill Humber:

[24 Insert Mew Line | [E4Insert Copied Line | B4 Edit with Grid

Appropriation Controls Total Lines: 0
Expense Budget Total Lines: 0
Expense Controls Total Lines: 0

Eﬂ Copy | Walicate | Ed Submit | & Dizcard | @ Print | Processing = Workflow'| File'| B Cloze |
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7. Use this screen to enter the Appropriation for the capital project. Select the Insert New Line button.

m“‘%\ M S\dvantage Jumg ta: ﬁl Go @ Home: & Perzonalize @Accessibilﬂy ig App Help T About
Welcome, Rachelle Wilking Procurement Accounts Payahble Accounts able Budget Cost Accounting

Capital Budget Document(BGE43) | Dept: 670  ID: CPTL-CEPY-1  Wer.: 1 Function: Mew  Phase: Draft =
Header
-
Appropriation Budget
 sovropiaton e L
Action:  [ew - Budget FY:
Event Type: ﬁl Fiscal Year: ﬁl
Hame: Period:
Start Date: B Fund: ﬁl
End Date: e Department: |
Dollar Amount: Appr Unit: i'
Increase/Decrease: Increaze v
Contact: ﬁl =
¥
Contact Hame:
1
Description: -
House Bill Humber:
H save | 5 Undo | [24 Insert Mew Line | [E4Insert Copied Line | EA Edit with Grid

Appropriation Controls Total Lines: 0
Expense Budget Total Lines: 0
Expense Controls Total Lines: 0
@ Copy | “alicdate | Ed Submit | & Dizcard | IEJ Print | Processing'| Workflow'| File'| B Cloze |

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. Deactivate, Reactivate and Delete are only used
centrally.

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.
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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 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 the Expense Budget accordion.

‘Welcome, Rachel

m MAdvantage Jumpte: N

ﬂ @Home Perzonalize @Accessibilﬂy EAppHelp T Aot

Procurement e Budget

Capital Budget Document(BGE43) | Dept: 670  ID: CPTL-CEPY-1  Wer.: 1 Function: Mew  Phase: Draft =
Header
Appropriation Budget Total Lines: 1
Appropriation Controls Total Lines: 0
=|
-
Budget FY Fund Department Appr Unit Bureau Object Dollar Amount Increase/Decrease Event Type
From Oto O Total: O
Expense Budget ﬂ L
Action: Budget FY:
Event Type: &I Fiscal Year: ﬁl
¥
Hame: Period:
1 Start Date: B Fund: ﬁl
End Date: e Department: | |
Dollar Amount: Appr Unit: ﬁl
Increase/Decrease:
Bureau: ﬁl
Object: |
Contact: | -
E=:-< Inzert Mew Line | |E=:.< Inzert Copied Line | B4 Edit with Grid | Perform Budaet Rollup | Smart Budget Rollugp |
Expense Controls Total Lines: 0 |
@ Copy | Walicate | Ed Submit | & Dizcard | @ Print | Processing = Workflow'| File'| B Cloze |
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10. Use this screen to enter the Allotment(s) for the capital project. Select the Insert New Line button.

Header

JI"NAM A dvantage

Capital Budget Document(BGE43) | Dept: 670 ID: CPTL-CEPY-1

ﬁlﬂ @Home &Personalize @Accessibilﬂy iEAppHelp T Aot

Budget

A le

Procurement

Ver.: 1 Function: Mew  Phase: Draft

ﬁ Save | 3 Unda |

Appropriation Budget Total Lines: 1
Appropriation Controls Total Lines: 0
-
Action:  [ew - Budget FY:
Event Type: | Fiscal Year: |
Hame: Period:
Start Date: /= Fund: |
End Date: e Department: |
Dollar Amount: Appr Unit: ﬁ'
IncreaseDecrease: Increasze v
Bureau: |
b Object: |
F Contact: |
Contact Hame:
Description: -
House Bill Humber:

E=:-< Inzert Mew Line | |E=:.< Inzert Copied Line | EA Edit with Grid Perform Budaet Rollup | Smart Budget Rollugp |

Expense Controls

[ copy |

Validate| 3] Subm'rt|

IEJ Print | Processing = | Whiarkflowe = | File = B Cloze

Total Lines: 0

& Dizcard |

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. Deactivate, Reactivate and Delete are only used centrally.

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
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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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:

Capital Project Appropriated in a Budget Bill

The 2012-2014 Appropriation bill as enacted contains a capital project 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. Facilities
and Support Services has worked with the agency to determine 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 Budget Workspace select Capital Expense Budget (BGE43) from the secondary
navigation panel under Capital Budgets - Documents.

“‘%\ MS\dVantage Jurmp to: ﬁlﬂ Home &Personalize @Accessibilﬂy iﬂ App Help T Ahout

Welcome, Rac ns Procurement Accounts Pa le: Accoun Budget

Budget Document Catalog

Save

Create &bk
Restart B
« Document ldentifier

it Code : FoEas Q Unit :

Cloze Dept. : Io:
Operating Budgets
Capital Budgets b User Information

(Epi=s » Document State

Documents
+ Capital Expenze Brovwse Clear
Budget (BIGE43)

Capital R
Al Revene Open Yalidste Submit Copy

Budget (BGR42)
Transfers (JV2T) Code Dept. Unit ID Comments Version Function Phase Status Date UserlD Amount Active
1 =
Management Budgets First Prewv Mext Last

1 Menu

2. Complete the following information:

Dept 130

Unit This will be different depending on the
department. For this example, we will use
D130.

ID CPTL-CY06-1

Select Create.
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Dept.: 130

Code : BE43

Document Catalog

Search & Bk

= Other Options
Auto Humbering : [~
Create Template : | [~

= Document ldentifier
& Unit: pq3n
I | CpTL-CYOR-1

Select Create.

WA M Advantage

‘Welcome, Rachelle Wil

Jump ta: ﬁlﬂ @Home &Personalize @Accessibilﬂy EAppHelp T Ahout

Procurement Accounts

Transaction Date: B
Budget FY:
Fiscal Year:
Period:
Start Date: B
End Date: ||
Created By: PTTOO004
Created On: 0372772013
Modified By: PTTOO04
Modified On: 05/21/2013
¥
1
ﬁ‘ Save | | “0 Undo Load Constraints
Appropriation Budget Total Lines: 0
Appropriation Controls Total Lines: 0
Expense Budget Total Lines: 0
Expense Controls Total Lines: 0
@ Copy | “alicdate | Ed Submit | & Dizcard | @ Print | Processing = Workflow'| File'| B Cloze |
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Advantage

ANz

Transaction Date:

Budget FY: |3003|

Fiscal Year:

Period:
Start Date:
End Date:

Created By: PTTOO004
Created On: 0372772013

Modified By: PTTO004

Modified On: 0372172013

H Save :‘} Unela Load Constraints

]

Appropriation Budget Total Lines: 0
Appropriation Controls Total Lines: 0
Expense Budget Total Lines: 0
Expense Controls Total Lines: 0
Eﬂ Copy | Walicate | Ed Submit | & Dizcard | @ Print | Processing = Workflow'| File'| B Cloze |
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5. Select the Expense Budget accordion and then select the Insert New Line button.
mM&dVantage ﬁlﬂ @Home &Personalize @Accessibilﬂ

y EAppHelp T Aot

e A ¥ e i counting

Wielcome, Rachelle Procurement

Capital Budget Document(BGE43) | Dept: 130 ID: CPTL-CY¥0E-1  Wer.: 1 Function: Mew  Phase: Draft =

Header
Appropriation Budget Total Lines: 0
Appropriation Controls Total Lines: 0
=|
-
Expense Budget
 cxoense puice | L
Action:  [ew - Budget FY:
Event Type: &I Fiscal Year: ﬁl
Hame: Period:
Start Date: B Fund: ﬁl
End Date: e Department: |
Dollar Amount: Appr Unit: ﬁl
Increase/Decrease: Increaze v
3 Bureau: ﬁl
Object: | A
4 =
Contact: A
Contact Hame:
Description: -

House Bill Humber:

ﬁ‘ Save | 3 Undo | E=:-< Inzert Mew Line | |E=:.< Inzert Copied Line | EA Edit with Grid Perform Budaet Rollup | Smart Budget Rollugp |
Expense Controls Total Lines: 0 |
@ Copy | Walicate | Ed Submit | & Dizcard | @ Print | Processing = Workflow'| File'| B Cloze |

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

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 CY06

Department 130

Appr Unit “CPTL”

Bureau “‘CPTL”

Object E701

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

House Bill Number | 2012
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ﬁlﬂ @Home &Personalize @Accessibilﬂy @AppHelp T Aot

Procurement Accounts kle Accounts R hle: Cost Accounting

Il

Capital Budget Document(BGE43) | Dept: 130 ID: CPTL-CY¥0E-1  Wer.: 1 Function: Mew  Phase: Draft =

m [V Advantage

Header
Appropriation Budget Total Lines: 0
Appropriation Controls Total Lines: 0
=|
-
Expense Budget
 croonse pue| £
Action:  [ew - Budget FY:
Event Type: | XCAP ﬁl Fiscal Year: ﬁl
Hame: Period:
Start Date: = Fund: | Cv05 |
End Date: B Department: | 130 A
Dollar Amount: | 425000 Appr Unit: | cPTL |
Increase/Decrease: Increaze v
s Bureau: | CPTL A
Object: |E701 | L
4 =
Contact: ﬁl
Contact Hame:
Description: -
House Bill Humber: | 2012| m
ﬁ Save | 3 Undo | E=:-< Inzert Mew Line | |E=:.< Inzert Copied Line | EA Edit with Grid Perform Budaet Rollup | Smart Budget Rollugp |
Expense Controls Total Lines: 0 |
Eﬂ Copy | Walicate | Ed Submit | & Dizcard | @ Print | Processing = Workflow'| File'| B Cloze |

7. There are two ways to create a second line. The Insert New Line button 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.

Budget FY Fund Department Appr Unit Bureau Object Dollar Amount IncreaseDecreasze Event Type

Increase 0}

From 1 to 1 Total: 1

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

m\ VA dvantage

Jump to:

Welcome, Rachelle Wilkins Procurement | Accounts Payable = Accounts Receivable Budget = Cost Accounting

ﬁlﬂ mHDrrB é’Personﬂze @Acce&sibﬁy @AppHedp T About

Capital Budget Document{BGE43) ‘ Dept: 130 ID: CPTL-CY06-1 Ver.:1 Function: New Phase: Draft | b [Tl
Header |@
Appropriation Budget Total Lines: 0 |
\ppr iation Controls Total Lines: 0 e
= —
7
Budget FY Fund Department Appr Unit Bureau Object Dollar Amount Increase/Decrease Event Type W
CY06 130 CPTL CPTL ETIM §$425,000.00 Increase XCAP W
cvos 130 cPIL cPTL ET01 $42500000 Increase Xcap 1
From 1 to 2 Total: 2
Expense Budget =
A2 -
Action: MNew - Budget FY:
Event Type: XCAP 4 Fiscal Year: &
K |
Name: Period:
Start Date: Fund: CY06 &
End Date: Department: 130 &
Dollar Amount: | 5425,000.00 Appr Unit: | CPTL &| o
Increase/Decrease: Increase v
Bureau: CPTL &
Object: E701 &
Contact: il
'ﬁ5a~e\ iy L.h\in| E=}-<mermewu-ae| E«mmwu—ﬂ £ Editwith Grid F\arEmeh.lclge‘anle‘ SrmrtBudgetRnlup|
Expense Controls Total Lines: 0 | |
.Bjcmy| 1A Vaidate}‘gismrﬂ .|}Discan1| (& Frint | | Processing ™ | | Workflow ~ | | Fie = | | B3 Ciose
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Change the Dollar Amount to 450000 and the Object to E703.

Elﬂ @Hmre #F’ermna{ze @Accmsmm @Appr—h]p f’ About

Welcome, Rachele Wilkine Procurement | Accounts Payable = Accounts Receivabie Budget = Cost Accounting

Capital Budget Document{BGE43) ‘ Dept: 130 ID: CPTL-CY06-1 Wer.: 1 Function: New  Phase: Draft | x
Header
Appropriation Budget Total Lines: 0
Appropriation Controls Total Lines: 0
=
A
Budget FY Fund Department Appr Unit Bureau Object Dollar Amount Increase/Decrease Event Type (@
CY 06 130 CPTL CPTL E701 $42500000 Increase XCAP i}
cros 130 CPTL CPTL ET01 $425,000.00 Increase XCAP i}
From 1 to 2 Total: 2
Expense Budget =
y = Qe
Action: New - Budget FY:
Event Type: XCAP $| Fiscal Year: $|
L
Name: Period:
Start Date: Fund: CY06 &
End Date: Department: 130 EA
Dollar Amount: | 450000 Appr Unit: CPTL & —
Increase/Decrease: Increase -
Bureau: CPTL 4
Object: EF03
Contact: &
'ﬁ Save“.:g umm| E:é:-lmaﬂNewLine| |E=4ma101pieﬁune.| Ef Editwith Grid FBanrmEh.ldge‘lFaolup‘ 5nnnBudgetRnia.np|
Expense Controls Total Lines: 0 | |
(B copy| |[ vaidate | E3 Submt| | [ Discard | & print | | Processing = | | werkfiow = | | Fie ~ | | B3 close |

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.

iew Al of 1 | 4P Document validated successfully

Capital Budget Documenlz(BGE!S]| Dept: 130 1D: CPTL-CY06-1 Ver.: 1 Function: New Phase: Draft | -

11. Select Close.

Header
Appropriation Budget Total Lines: 0
Appropriation Controls Total Lines: 0
e D e —————————————————————
~
Budget FY Fund Department Appr Unit Bureau Object Deollar Amount Increase/Decrease Event Type F
999 cros 130 CPTL CPTL E701 $425,00000 Increase XCAP i}
2999 cYos 130 CPTL CPTL E703 $450,00000 Icrease XCAP )
From 1 to 2 Total: 2

documents.
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Exercise 2 — Complete Capital Expense (BGE43) Budget Bill Project

Scenario

HB 265 of the 2012-2014 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
Task Overview

$2,500,000

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

project.

Procedures

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

navigation panel under Capital Budgets - Documents.

-

, Student 00

Budget

Save

Restart

Save All

Close
Operating Budgets
Capital Budgets

Injuirie:s

Documerts

- Capital Expense
Budget (BGE43)

Capital Revenue
Budget (BGR42)

Transfers (JW2T)

Management Budgets

Jurmg to:

Accounts Payable

Procurement
Document Catalog
Creste Fh

= Document ldentifier
Code : geE43 4| Unit :

=

Dept. : :

P User Information

b Document State

Browse Clear

ﬁ-ﬂ @Home ﬁPersonalize @Accessibilﬂy i@ App Help T Ahout @
C coounti

Accounts Receivable Budget

riting

Open Yalidate Submit Copy
Code Dept. Unit ID Comments WVersion Function Phase Status Date UserlD
First Pres Mext Last

Menu

Amount  Active
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2. Complete the following information:

Dept See Student Card

Unit UNIT

ID CPTL-Enter fund from Student Card-1
Example: CPTL-CY09-1

Select Create.

Document Catalog

Search &bk
= Document ldentifier

Code : pGEs3
Dept. : 130

= Other Options
Auto Numbering : [

Create Template : [

Create

Menu

R unit & |y

ID: lcpTL-Cvoe-1|
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3. Select Create.

Accounis Receivable Cost Accounfing

Budget

Procurement | Accounts Payable

Welcome, Rachelle Wilkins
Capital Budget Document{BGE43) Dept: 130

Function: New  Phase: Draft

Ver.: 1

ID: CPTL-CY08-1

Transaction Date:

Budget FY: ||
Fiscal Year:
Period:

Start Date:

End Date:
Created By: PTT0004
Created On: 03/27/2013
Meodified By: PTT0004

Modified On: 05/21/2013

H save Load Constraints

4. Budget FY: 9999

Welcome, Rachelle Wilking Procurement Accounts Payable Accounts Receivable Budget Cost Accounting

Ver.: 1 Function: New Phase: Draft

Capital Budget Document{BGE43)  Dept: 130 1D: CPTL-CY 09-1

Transaction Date:

Budget FY: | 9993

Fiscal Year: ||
Period:
Start Date:
End Date:

Created By: PTTO0004
Created On: 03/27/2013
Modified By: FTT0004

Meodified On: 05/21/2013

B save || “4 unde Load Constraints
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5. Select Expense Budget from the secondary navigation panel and then select the Insert New Line
button.

m\M S‘Advantage Junp to: 2 eo]  Prome P rersonaze (P Accessivity [g Apptiel . About

Welcome, Rachelle Wilkins Procurement | Accounts Payable = Accounts Receivable Budget = Cost Accounting

Capital Budget DocumentlBGElSli Dept: 130 ID: CPTL-CY09-1 Ver.:1 Function: New Phase: Draft |j "
| Header
| Appropriation Budget Total Lines: 0
| Appropriation Controls Total Lines: 0
Expense Budget Total Lines: 1 =l
Budget FY Fund Department Appr Unit Bureau Object Dollar Amount Increase/Decrease Event Type -
Increase @
From 1 to 1 Total: 1
Expense Budget ﬂ
Action: MNew - Budget FY: =
Event Type: &| Fiscal Year: 3 |
b Name: Period:
Start Date: || Fund: 3 |
End Date: Department: 4|
Dollar Amount: Appr Unit: &I
Increase/Decrease: Increase ¥ i &
Object: ﬁl
Contact: £|
Contact Name:
H save \ =5 Unﬁn| |24 Insert New L|ne| IE Ime.rtOopieﬂLine| £ Editwith Grid Perform Budget Rollup \ SnnrtBuﬁgatRaiup|
| Expense Controls Total Lines: 0 |
Eﬂcoay| Vaﬁate} E§5ubnit| I}Discam| &) Print | | Processing ™ | | Workflow = | | File ~ | | EJ Glose
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
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”

Bureau “‘CPTL”

Object E710

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

House Bill Number | 2012

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.

Other 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
2012-2014 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 2012-2014 Maintenance Pool for Parks.

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

navigation panel under Capital Budgets - Documents.
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JIRWA M Advantage

uclert 00

Budget

Save

Restart

Save All

Close
Operating Budgets
Capital Budgets

Injuirie:s

Documerts

- Capital Expense
Budget (BGE43)

Capital Revenue
Budget (BGR42)

Transters (Jv2T)

Management Budgets

Jump to:

ﬁlﬂ @Home &Personalize @Accessibilﬂy iﬂAppHe\p T Ahout

Procurement e Accounts

Budget [ coounting

Document Catalog

Creste Fh
= Document ldentifier

Code : goEas ﬂ Unit :
Dept. : :

b User Information

b Document State

Browse Clear

Open Yalidate Submit Copy

Code Dept. Unit ID Comments Version Function Phase Status Date UserID Amount Active
First Prev Mext Last

Menu

2. Complete the following information:

Dept

670

Unit

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

use 1810.

ID

CPTL-CYO05-1

Select Create.
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Document Catalog

Search =13
= Document ldentifier

Code : pGE43 | Unit : /41510
Dept.: 570 ID: | cPTL-CY05-1

= Other Options
Auto Numbering = |

Create Template : [~

Create

Menu

Select Create.
mm&dvantage Elﬂ @Hnrre #F’Ersnnahe @Accmsmm’ @AppHe]p f’ About

Welcome, Rachele Wilkine Procurement | Accounts Payable = Accounts Receivabie Budget = Cost Accounting

Capital Budget DocumenltBGElGl‘ Dept: 670 ID: CPTL-CY053-1 Wer.: 1 Function: New  Phase: Draft | x -

Transaction Date:
Budget FY:
Fiscal Year:
Period:

Start Date:

i |

End Date:
Created By: PTTO004
Created On: 03/27/2013

Modified By: PTTO004

Modified On: 05/21/2013

H save | 0 unde Load Constraints

Appropriation Budget Total Lines: 0
Appropriation Controls Total Lines: 0
Expense Budget Total Lines: 0

E

Expense Controls Total Lines: 0

Gjmpy| Vzmate} Egsmnit| I}mcam| & Frint | | Processing ~ | | Workflow ~ | | Fie ~ | | B3 Close
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4. Budget FY: 9999
[ == |

Transaction Date:

Budget FY: | 9399

Fiscal Year: ||
Period:
Start Date:
End Date:

Created By: PTTO004
Created On: 03/27/2013
Modified By: PTT0004

Modified On: 05/21/2013

5. Select the Appropriation Budget accordion and select the Insert New Line button.
mMS&dvantage Elﬂ @Hmre #F’ermna{ze @Accmsmm @Appr—h]p f’ About

Welcome, Rachelle Wilkins Procurement
Capital Budget Document{BGE43) ‘ Dept: 670 ID: CPTL-CY053-1 Wer.: 1 Function: New  Phase: Draft | x

| Header

Accounts Pay able Accounts Receivable Budget Cost Accounting

Budget FY Fund Department Appr Unit Dollar Am ount Increase/Decrease Event Type
Increase i}
From 1 to 1 Total: 1
Appropriation Budget
w
Action: MNew x> Budget FY:
Event Type: ﬁl Fiscal Year: i | 3
Name: Period:
Start Date: Fund: &
4
End Date: Department: 3i
Dollar Amount: Appr Unit: 1'
Increase/Decrease: Increase
Contact: &
Contact Name:
Description:

A save || Undo| | B inserttew Line | | [B4 insert Copied Line | | B4 Edgitwith Grid

Appropriation Controls Total Lines: 0
Expense Budget Total Lines: 0
Expense Controls Total Lines: 0

Gjmpy| ‘B Vﬂia‘teygﬂsuhnid I}mcam| & Frint | | Processing ~  worktiow ~ | | Fie = E3 close
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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 CYO05

Department 670

Appr Unit “CPTL”

Contact Leave blank. Not used on this document.

Description Leave blank.

House Bill Number | 2013
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Header

Procurement | A

Jump to:

ﬁﬂ @Hume E&Perscnalize @.Accaseibiﬁt‘_{ @fappHelp f’ About

ccounts Payable

Capital Budget DocumnI{BGEﬁl| Dept: 670 ID: CPTL-CY05-1 Ver: 1 Function: New Phase: Draft | .7

unts Receivable | Budgst

Cost A

m

Budget FY Fund Department Appr Unit Dollar Amount Increase/Decrease Event Type
Increase L}
From 1 to 1 Total: 1
Appropriation Budget
] sopvoeton et | s
Action: New - Budget FY:
Event Type: | X050 4| Fiscal Year: 3
Hame: Period:
Start Date: Fund: |cvos |4
End Date: Department: 670 $|
Dollar Amount: | 11500 Appr Unit: | CPTL i|
Increase/Decrease: Increaze ¥ 1
Cantact: 4|
Contact Name:
Description: »
House Bill Number: | 2017
| H save \ 5 Undo 4 Insert New Line | [E4 Insert Copied Line | B4 Edit with Grid

Appropriation Controls Total Lines: 0
Expense Budget Total Lines: 0
Expense Controls Total Lines: 0
[ E‘D Copy ‘ | Valodate.| | Eﬂ Submit ‘ | & DJscard-‘ | @ Pru'lt. Prnoessmg'. | workfow = | [ Fie | | E C.Iuse.
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7. Select the Insert New Line button. This line will be used to reduce the Appropriation on the 2012-
2014 Maintenance Pool project. Multiple documents are not necessary.

m\MSAdvantage Junp to: 2 eo]  Prome P rersonaze (P Accessivity [g Apptiel . About

Welcome, Rachelle Wilkins Procurement | Accounts Payable = Accounts Receivable Budget = Cost Accounting

Capital Budget DocumentlBGElSl‘ Dept: 670 ID: CPTL-CY05-1 Ver.:1 Function: New Phase: Draft |j
| Header = |
Appropriation B =[]
Budget FY Fund Department Appr Unit Dollar Amount Increase/Decrease Bvent Type -
CY05 870 cPIL $11,500.00 Increase X050 i}
Increase @
From 1 to 2 Total: 2
Appropriation Budget ﬂ
Action: MNew - Budget FY: 3
Event Type: &I Fiscal Year: 3 |
Name: Period:
d Start Date: Fund: 4|
End Date: Department: 4|
Dollar Amount: Appr Unit: &'
Increase/Decrease: Increase E 7|
Contact Mame: |
Description:
=] Save‘ 5 Umbn| ET] mmNewLine| E.qmertCopiedLine| E Editwith Grid
| Appropriation Controls. Total Lines: 0
| Expense Budget Total Lines: 0 H
| Expense Controls Total Lines: 0
Eﬂcoay| Vamate} E§5ubnit| I}Discam| &) Print | | Processing ™ | | Workflow = | | File ~ | | EJ Glose
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
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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Period Leave blank. It will be inferred from the system date.
Fund C6C6
Department 670

Appr Unit

“CPTL”

Contact

Leave blank. Not used on this document.

Description

Leave blank.

House Bill Number

2012

mm M Advantage

Weicome, Rachelle Wilkins
Capital Budget Document{BGE43) | Dept: 670

Jumg to:;

Procurement

Accounts Payable
ID: CPTL-CY05-1 Ver.: 1 Function: New Phase: Draft ‘ ¥

ﬁ\ﬂ @Hﬂnﬁ éspersunai:e @Acczﬁsibﬂﬂy @Awl—blp f’ About

Accounts Receivable Budget Cost Accounting

| Header
= = P
cYos 670 cPTL $11,500.00 Increase X050 | 4
$11,500.00 Decrease X050 i
Frem 1 to 2 Total: 2
Appropriation Budget
sasiy
Action: Modify - Budget FY:
Event Type: X050 4| Fiscal Year: 4
Name: Period: =
Start Date: Fund: | C5C6 &
M End Date: Department: 570 |
5 Department
Dollar Amount: §11,500.00 Appr Unit: | CPTL |
Increase/Decrease: Decrease
Contact: |
Contact Name:
Description: -

ﬁ5aue| 5% umn| E=<med~ewune|'@<mmcﬂpiadum| Ef Edit with Grid
Appropriation Controls Total Lines: 0
Expense Budget Total Lines: 0
Expense Controls Total Lines: 0
[ copy | [ vaidate | [ E2 submit| |[3 Dicard | & Print| [ Processing = | | workflow ~ | [ Fie = | [ 3 Glose |
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9. Select the Expense Budget accordion and the Insert New Line button.

JI"\ M A dvantage

&iﬂ @Hnrre #R&I’SDHEEE @Accmslmrﬁy [@AppH&lp f’ About | &)

Welcome, Rachelle Wilkins

Procurement Accounts Pay able Accounts Receivable Budget Cost Accounting

Capital Budget Document{BGE43) Dept: 670 ID: CPTL-CY05-1 Ver.: 1 Function: New  Phase: Draft =7 '
| Header
| Appropriation Budget Total Lines: 2
| Appropriation Controls Total Lines: 0
Expense Budget =l [
-
Budget FY Fund Department Appr Unit Bureau Object Dollar Amount Increase/Decrease Event Type T
Increase @
From 1 to 1 Total: 1
Expense Budget
sty
Action: New b Budget FY: =
Event Type: 4| Fiscal Year: 4|
N Name: Period:
Start Date: || Fund: 4|
End Date: Department: &I
Dollar Amount: Appr Unit: 3'
Increase/Decrease: Increase - 1
Bureau: ﬁi =
Object: ﬁl
Contact: £|
Contact Name:
H Save‘ 5 Undn| IET] mertNewLine| |E-'=4u-|sen(:opieﬂune| Ef Editwith Grid FErfnrmE\uﬁgetFaolup‘ 5ntudgetRﬂup|
| Expense Controls Total Lines: 0 |
(B copy| |[ vaidate | E3 Submt| | [ Discard | & print | | Processing = | | werkfiow = | | Fie ~ | | B3 close |

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

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

Fund CYO05

Department 670

Appr Unit “CPTL”

Bureau “‘CPTL”

Object E701

Contact Leave blank. Not used on this document.

Description Leave blank.

House Bill Number 2013

mM &dvaﬂtage Elﬂ @ Home: # Personalize @Accmsmm’ @ App Help f’ About

Welcome, Rachele Wilkine Procurement | Accounts Payable = Accounts Receivabie Budget = Cost Accounting

Capital Budget Document{BGE43) ‘ Dept: 670 ID: CPTL-CY053-1 Wer.: 1 Function: New  Phase: Draft | x
| |
Header
Appropriation Budget Total Lines: 2
Appropriation Controls Total Lines: 0
=
-
Expense Budget
=
Action: New - Budget FY:
Event Type: XCAP $| Fiscal Year: 3| =
Name: Period:
Start Date: Fund: CY0S &
End Date: Department: 70 il
Dollar Amount: | 5000 Appr Unit: | ceTL |
Increase/Decrease: Increase
N Bureau: CPTL ii
Object: E701 & =
Contact: 4|
Contact Name:
Description: -
House Bill \umber: 2012
H Save‘ 5 Um‘jn| IET] meﬂNewLine| |E:=4me.-ta:pieﬁune| Ef Editwith Grid FErfnrmE\lege‘lFaolup‘ 5rmrtE|udgetRAﬂup|
Expense Controls Total Lines: 0 |
[ copy | vaiidate | | E3 submit | | [ Discard | & print | | Processing = | | werkfiow = | | Fie ~ | | B3 close |
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11. Select the copy line icon and then Insert Copied Line button.

m\M S&dvaﬂtage Jump to: ﬁlﬂ mHDrrB é’Personaize @Acce&sibﬁy @App Help T About

Welcome, Rachelle Wilkins Procurement | Accounts Payable = Accounts Receivable Budget = Cost Accounting

Capital Budget Document{BGE43) ‘ Dept: 670 ID: CPTL-CY05-1 Ver.:1 Function: New Phase: Draft | b

Header |
Appropriation Budget Total Lines: 2
Appropriation Controls Total Lines: 0 |
=|

7
Budget FY Fund Department Appr Unit Bureau Object Dollar Amount Increase/Decrease Event Type W

cYos 70 CPTL cPTL E704 $5,000.00 increase XCAP W

cv¥es 670 CPTL oPTL ET01 $5,00000 Increase XCAP i}

From 1 to 2 Total: 2

Expense Budget g =
Action: MNew - Budget FY:
K Event Type: XCAP 4 Fiscal Year: &
Name: Period:
Start Date: Fund: CY0S &
End Date: Department: 670 &
Dollar Amount: | S5,000.00 Appr Unit: | CPTL & L
Increase/Decrease: Increase v Burean: [GoTL ii
Object: E701 ||
Contact: il
'ﬁ Szwe“.:‘) L.hﬁn| E::-‘mertNewLJne|'|E.<ma-tmpiedL'm'| £ Editwith Grid - F\sﬁmeh.ldge‘anle‘ 5nnrtE|udgetRnlup|
Expense Controls Total Lines: 0 | |

[0 cony| [B vaidate] [E3 submit| [ [ Discara | & print | | Processing = | | Workitow ~ | | Fie ~ | | B3 Glose |

58




eMARS 320 Executing Capital Projects in eMARS

12. Change the Dollar Amount to 6500 and the Object to E703.

mM S&dvantage Jump to: ﬁlﬂ mHon'B é"PﬁrEDHBﬁIE @Acce&sibﬁy @App Help f’ About

Welcome, Rachelle Wilkins Procurement | Accounts Payable = Accounts Receivable Budget = Cost Accounting
Capital Budget DowmenllBGElGl‘ Dept: 670 ID: CPTL-CYD5-1 Ver.:1 Function: New Phase: Draft | + adifie 4, 03/27/201

Header |
Appropriation Budget Total Lines: 2
Appropriation Controls Total Lines: 0
=|

7
Budget FY Fund Department Appr Unit Bureau Object Dollar Amount Increase/Decrease Event Type W

cYos 70 CPTL cPTL E704 $5,000.00 increase XCAP W

cv¥es 670 CPTL oPTL ET01 $5,00000 Increase XCAP i}

From 1 to 2 Total: 2

Expense Budget g =
Action: MNew - Budget FY:
K Event Type: XCAP 3| Fiscal Year: $|
Name: Period:
Start Date: Fund: CY0S &
End Date: Department: 670 &
Dollar Amount: | 6500 Appr Unit: CPTL & —
Increase/Decrease: Increase v Burean: [GoTL ii
Object: E703 ||
Contact: il
IESEWGI‘."Q L.hﬁn| E:a}-<mmNewLine| E«mmwwﬂ £ Editwith Grid - F\srfnrmEhxlge‘lMup‘ SnnrtBudgetRniup|
Expense Controls Total Lines: 0 | |

Bjcmy| I Vaidate}'EQSubnﬂ I}mcam| &) print | | Processing = | | workfiow ~ | | Fie ~ | | 3 close

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.

iew Al 1 of 1 | @ Document validated successfully I

Capital Budget Document{BGE43) | Dept: 670 ID: CPTL-CY05-1 WVer.: 1 Function: MNew  Phase: Draft | =

Header
Appropriation Budget Total Lines: 2
Appropriation Controls Total Lines: 0

Budget FY Fund Department Appr Unit Bureau Object Dollar Amount Increase/Decrease Event Type F
9999 CYos 670 CPTL CPTL EFl $5,000.00 Increase HCAP )
9999 cvos 670 CPTL CPTL 703 $6,500.00 Increase XCAP ]

From 1 to 2 Total: 2

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) Other 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:

$73,000
$3,000

E703 General Construction
E701 Architect and Engineer Fees

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 Budget Workspace select Capital Expense Budget (BGE43) from the secondary
navigation panel under Capital Budgets - Documents.

i B
(=2 CGI Advantage - Internet Explorer [ =HC ﬂ
CGl Ad\fantage Jump to: ilﬂ '@ Home ﬁ’ Personalize @Accessibilﬂy lﬁ App Help T About
—

Welcome, Phillip Rosell Procurement | Accounts Payable | Accounts Receivable = Cost Accounting Budget

Budget Document Catalog
Save
Create Fh
Restart .
= Document ldentifier
—— Code : |poEss ﬁ Unit :
Close Dept. : ID:

Operating Budgets

Capital Budgets b User Information

Inquiries b Document State

Documents Ll

. Capital Expense Browse Clear

Budget (BGE43)

| Actian Meri I
Capital Revenue . §
Budget (BGR42) Open Validate Submit Copy
Transf JVET)
ransfers ( ! Code Dept. Unit ID Comments Version Function Phase Status Date UT:r Amount Active
Management Budgets
First Prev Next Last
Menu
H100% -
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2. Complete the following information:

Dept See Student Card

Unit UNIT

ID CPTL-Enter ID Fund from Student Card-1
Example: CPTL-CY09-1

Select Create.

Document Catalog

Search &k

= Document ldentifier
Code : peEas a Unit =
Dept. : D=

= Other Options
Auto Numbering @ [~

Create Template : |~

Create

Menu
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3. Select Create.

Accounis Receivable Cost Accounfing

Budget

Procurement | Accounts Payable

Welcome, Rachelle Wilkins
Capital Budget Document{BGE43) Dept: 130

Function: New  Phase: Draft

Ver.: 1

ID: CPTL-CY08-1

Transaction Date:

Budget FY: ||
Fiscal Year:
Period:

Start Date:

End Date:
Created By: PTT0004
Created On: 03/27/2013
Meodified By: PTT0004

Modified On: 05/21/2013

H save Load Constraints

4. Budget FY: 9999

Welcome, Rachelle Wilking Procurement Accounts Payable Accounts Receivable Budget Cost Accounting

Ver.: 1 Function: New Phase: Draft

Capital Budget Document{BGE43)  Dept: 130 1D: CPTL-CY 09-1

Transaction Date:

Budget FY: | 9993

Fiscal Year: ||
Period:
Start Date:
End Date:

Created By: PTTO0004
Created On: 03/27/2013
Modified By: FTT0004

Meodified On: 05/21/2013

B save || “4 unde Load Constraints
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5. Select the Appropriation Budget accordion and then select the Insert New Line button.
mmM&dvantage Jump to: ﬁlﬂ @Hcme &Perecnalize @Acceeeitil'ﬂy EA;;HEI; T About @

Welcome, Rachelle Wilking Procurement | Accounts Payable | Accounts Receivable Budget Cost Accounting

Operating Budget D
| Header |
= - SN
Budget FY CAFR Fund Type Cabinet Function Group Dollar A it 1D Event Type =
Increase ﬁ
From 1 to 1 Total: 1
a
Action: New - Reservation Type: ﬁl
Event Type: & | Budget FY: i
Name: Fiscal Year:
N Start Date: = Period:
| End Date: m CAFR Fund Type: |
Dollar Amount: Cabinet: ﬁl
Increase/Decrease: Increaze Function Group: ﬁl
2]
Contact Hame: 0
Description: -
[=] Save| " Undn| [E4 Insert New Line| [E4 Insert Copied Line| B4 Edit with Grid
Appropriation Controls Total Lines: 0
Allotment Program Total Lines: 0
Allotment Program Controls Total Lines: 0
Allotments Total Lines: 0
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
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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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 | 2013

7. Select the copy line icon.

==

Budget FY Fund Department Appr Unit Dollar Amount Increase/Decrease Event Type
Cy09 130 CPTL 576,000.00 Increase X050

From 1 to 1 Tetal: 1

8. Select the Insert Copied Line button.

9. Change the following information:

Action Change to Modify

Increase/Decrease Change to Decrease

Fund Enter Maintenance Pool Fund from Student Card

House Bill Number | Change to 2012
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10. Select the Expense Budget accordion and then select the Insert New Line button

m\ VA dvantage

Jump to:

alﬂ fﬂHome é’Persﬂnaﬁ:e @Acce&simﬁw [@AppHe]p T About | (S)

Vielcome, Rachelle Wilkins

Procurement | Accounts Payable = Accounts Receivable Budget = Cost Accounting

Capital Budget DocumentlBGElSli Dept: 130 ID: CPTL-CY09-1 Ver.:1 Function: New Phase: Draft !j "
| Header |E
| Appropriation Budget Total Lines: 2
| Appropriation Controls Total Lines: 0
; ==
Budget FY Fund Department Appr Unit Bureau Object Dollar Amount Increase/Decrease Event Type =
Increase @
From 1 to 1 Total: 1
Expense Budget ﬂ
Action: MNew - Budget FY:
Event Type: £| Fiscal Year: 3 | 3
Name: Period:
i Start Date: || Fund: 3 |
End Date: Department: 4|
Dollar Amount: Appr Unit: &I
Increase/Decrease: Increase TN N
Object: 3|
Contact: 4|
Contact Name:
Description: .|
H save ‘ 5 uncbn| [24 Insert New une| IEN] mertcopiedl_ine| B Editwith Grid Perform Budget Rollup ‘ Smart Budget Raaup|
Expense Controls Total Lines: 0 |
(F copy| |[B vaidate | E3 submt| | [ Discard | & print | | Processing = | | werkfiow ~ | | Fie~ | | B3 close |
11. Enter the following:
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 73000
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

Appr Unit “CPTL”

Bureau “‘CPTL”

Object E703

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

House Bill Number | 2013

12. Select the copy line icon.

| Bxpense Budget

dotalbines: 1

Budget FY

From 1 to 1 Total: 1

Dollar Amount
$73,000.00 Increase

Fund Department Appr Unit Bureau Object Increase/Decrease

Cvo9 130 CPTL CPTL ET03

Event Type

13. Select the Insert Copied Line button.
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.
documents.

Agencies are not permitted to submit to workflow the Capital Budget (BGE43)
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This page intentionally left blank.
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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 Budget Workspace select Capital Revenue Budget (BGR42) from the secondary
navigation panel under Capital Budgets - Documents.

-
(=2 CGI Advantage - Internet Explorer - — — L =HAE] éj
CGI Advantage Jump to: ﬁlﬂ fﬁ Home 6(’;9 Perzonalize @Acceesitilw @A—pp Help @
—

Welcome, Philip Rosell Procurement Accounts Payable .-ﬁf‘u-urts- Receivable Cost Accounting Budget
Budget Capital Budgets
Save All
o This area contains the inquiries and documents used to process and manage capital projects.
0sSE
= Inquiries
H Operating Budgets Thiz section contains inquiries used to view appropriation, allotment, and cash balances for capital projects. |
1 Capital Budgets Appropriation Inguiry (BA43L 1)
Alotment Inquiry (BA43LVZ) I
Inquiries. Bevenue Budget - | evel 1 (BQ42LV1)
| Revenue Budget - Level 2 (BO421 VZ)
H Documents Cash Balances (CBALSQ)
|| Management Budgets
H = Documents N
l 4| | Thiz zection contains the documents used to establish or modify an appropriation, allotment, or revenue budget for a capital
project.
i { | +'Capital Expense Budget (BGE43)
Capital Revenue Budget (BGR42)
|| Transfers (JW2ZT)
L
|
|
| |
| |
|
|
L
| #100%
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-CY00-1)
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Select Create.

Document Catalog

Search =13

Code: geR4az
Dept. : 570

= Other Options

Create

Menu

- Document Identifier

&/ Unit: 1310

Auto Numbering : | [~
Create Template : [~

ID: CPTL-CYO0-1

Select Create.

WA M Advantage

Welcome, Rachelle Wilkins

Transaction Date:

Budget FY:
Fiscal Year:
Period:

Start Date:

End Date:
Created By: PTT0004
Created On: 05/22/2013
Modified By: PTT0004

Modified On: 05/22/2013

Procurement

Accounts Payable

chme &Perscnalize @Accessibil'ﬂy @App Help T About @

Accounts Receivable Budget Cost Accounting

A save | % undo

A5

Load Constraints

&3]

Summary Revenue Total Lines: 0
Summary Controls Total Lines: 0
Detail Revenue Total Lines: 0
Detail Controls Total Lines: 0
K] Cnpy| Validate | E3 Suhm'rt| [ Discard | = Print| Processing ™ Wurkﬂuw'| File'| = Cluse|
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4. This is the Header of the document. Always enter “9999” in the Budget FY. The remaining fields
leave blank.

mM &dvantage Jump to: &lﬂ @ Home & Personalize @Accessibil'ﬂy @ App Help T About @

Procurement Accounts Payable Accounts Receivable Budget Cost Accounting

Welcome, Rachelle Wilkins

Revenue Budget 42 Document(BGR42)  Dept: 570 ID: CPTL-CY00-1 Ver: 1 Function: New Phase: Draft -

Transaction Date:

Budget FY: | 993

Fiscal Year: ||
Period:
Start Date:
End Date:

Created By: PTTO004

Created On: 05/22/2013

Modified By: FTT0004

Modified On: 05/22/2013

ﬁ Save :‘:.} Undo Load Constraints

&}

Summary Revenue Total Lines: 0
Summary Controls Total Lines: 0
Detail Revenue Total Lines: 0
Detail Controls Total Lines: 0
(3 Copy | vaidate | [ E3 submt| [ [ Discard | & print | [ Processing ¥ | [ workfiow v | [ Fie ~ | [ E3 ciose |
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5. Select the Detail Revenue accordion.
mmM&dVaﬂtage Jump to: 3|ﬂ @Hcme ésparscnalize @Accessibilﬁy @AppHelp f‘ About

Welcome, Rachelle Wikins Procurement Accounts Payable Accounts Receivable Budget Cost

Budget 42 2) | Dept: 670 ID: CPTL-CY00-1 Ver.: 1 Function: New Phase: Draft -
Header
Summary Revenue Total Lines: 0
Summary Controls Total Lines: 0
-
Budget FY Fund Department Revenue Dollar Amount Increase/Decrease Event Type B

From 0 to 0 Total: 0

Detail Revenue

Action: Budaget FY: =
Event Type: | Fiscal Year:
M Name: Period:
Start Date: FundE &
End Date: Department: |
Dollar Amount: Revenue: 3|
Increase/Decrease: Contact: ﬁ‘ |-
Contact Hame:
Description: P
E=1 Insert New Line | E:!.q Insert Copied Line | E4 Edit with Grid | Perform Budget Rollup | Smart Budget Rollup |
Detail Controls Total Lines: 0 |
[ copy | vaidate | [ £3 suomt | [ [ Discard | & print | | Processing ™ | [ Workfow = | [ Fie ~ | | B8 ciose |

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

mM&dvantage Jump to: ﬁlﬂ @ Home 6@ Personalize @Accessibilrty @ App Help ‘\” About @

Welcome, Rachelle Wikins. Procurement Accounts Payable = Accounts Receivable Budget Cost

Budget 42 2) | Dept: 670 ID: CPTL-CY00-1 Ver.: 1 Function: New Phase: Draft -
Header
Summary Revenue Total Lines: 0
Summary Controls Total Lines: 0
i =
Budget FY Fund Department Revenue Dollar Amount Increase/Decrease Event Type B

Increase ]

From 1 to 1 Total: 1

m

Detail Revenue

Action: New - Budget FY:
Event Type: 4| Fiscal Year:
' Name: Period:
Start Date: Fund: &
End Date: Department: |
Dollar Amount: Revenue: 3| |
Increase/Decrease: Increase ¥ Contact: 2‘
Contact Name:
Description: -
H save | %y undo | [24 Insert New Line | [E4 insert Copied Line | B4 Edit with Grid Perform Budget Rollup | Smart Budget Rollup |
Detail Controls Total Lines: 0 |
3 copy | Vaidate | [ £3 submt | [ [ Dscard | & print | | Processing ™ | [ Workfow = | [ Fie ~ | | B8 ciose |
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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. Deactivate, Reactive and Delete are only used centrally.

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.

| vewiRevenve  ewimest o =B
-
Budget FY Fund Department Revenue Dollar Amount Increase/Decrease Event Type
Increase @
From 1 to 1 Total: 1
a.
Action: Mew - Budget FY:
Event Type: i | Fiscal Year:
Name: Period:
start Date: | Fund: &)
End Date: i Department: A
Dollar Amount: Revenue: ﬁ |
Increase/Decrease: Increase - Contact: i |
Contact Name:
Description:
ﬁl Save | “¥ Undo | E::-i Insert New Line | IE:.4 Insert Copied Line | Ed Edit with Grid Perform Budget Rollup Smart Budget Rollup |
Detail Controls Total Lines: 0 £l
¥ Copy | Walidate | E4 submit | [$ Discard | =) Print | Prucessing'| Wnrkﬂnw'| File'| Ed Ciose |

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

Budget Bill Capital Projects

For capital projects appropriated in a budget bill, the Revenue Budget (BGR42) documents will be
loaded from KBUD.

Other Capital Projects

Let’s walk through the steps for other Capital Projects. 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 Budget Workspace select Capital Revenue Budget (BGR42) from the secondary
navigation panel under Capital Budgets - Documents.

[ w
= CGl Advantage - Internet Explorer N | — E@g
CGI Advantage Jump to: ﬁl Go @ Home: 6@ Personalize @a‘accc—ssibility @ App Help @
—
Welcome, Phillip Rosell Procurement Accounts Payable ;:'i}ur?':- Receivable Cost Accounting Budget
Budget Capital Budgets
Save All
o This area contains the inguiries and documents used to process and manage capital projects.
nse
= Inquiries
Operating Budgets Thiz section contains inquiries used to view appropriation, allotment, and cash balances for capital projects. ||
Capital Budgets Appropriation Inquiry (BQ43L%1})
Allotment Inguiry (BR43LVZ) |
Inguiries Revenue Budget - Level 1 (BQ42LW1)
| Revenue Budget - | evel 2 (BO421 V2
H Documents Cash Balances (CBALSQ)
| Management Budgets
[l w Documents i
] 4| | This section contains the documents used to establish or modify an appropriation, allstment, or revenue budget for a capital
project.
i ~ Capital Expense Budget (BGE43)
Capital Revenue Budget (BGR42)
| Transfers (JW2T)
Ll
H
H
H |
H |
i
||
| #100% -
2. Complete the following information:
Dept 670
Unit This will be different depending on the
department. For this example, we will use
1810.
ID CPTL-CYO05-1
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Select Create.

Document Catalog

bk

« Document Identifier

& Unit: 410
ID:|cPTL-CY 051

Search

Code : gope2
Dept. : |g7p

= Other Options
Auto Humbering : [~
Create Template : [~

Create

Jump to:

Procurement

Transaction Date:
Budget FY:
Fizcal Year:
Period:

Start Date:

End Date:
Created By: PTTO004

Created On: 05/22/2013

Modified By: FTT0004

Modified On: 05/22/2013

&lﬂ @ Home & Personalize @Accessibil'ﬂy @App Help T About @

Accounts Receivable Cost Accounting

Budget

Accounts Payable

H save | % undo

Load Constraints

HHHH\;|

Summary Revenue Total Lines: 0
Summary Controls Total Lines: 0
Detail Revenue Total Lines: 0
Detail Controls Total Lines: 0
(3 Copy | vaidate | [ E3 submt| [ [ Discard | & print | [ Processing ¥ | [ workfiow v | [ Fie ~ | [ E3 ciose |
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4. This is the Header of the document. Always enter “9999” in the Budget FY. The remaining fields
leave blank.

mM &dvantage Jump to: &lﬂ @ Home & Personalize @Accessibil'ﬂy @ App Help f About @

Procurement Accounts Payable Accounts Receivable Budget Cost Accounting

Welcome, Rachelle Wilking

Revenue Budget 42 Document(BGR42) | Dept: 670 ID: CPTL-CY05-1 Ver: 1 Function: New  Phase: Draft =

Transaction Date:

Budget FY: | 9555

Fiscal Year: ||
Period:
Start Date:
End Date:

Created By: FTT0004

Created Om: 0572272013

Modified By: PTT0004

Modified On: 05/22/2013

H Save :‘} Undo Load Constraints

&3]

Summary Revenue Total Lines: 0
Summary Controls Total Lines: 0
Detail Revenue Total Lines: 0
Detail Controls Total Lines: 0
[ copy | vaidate | | E] submt| | [ Discard | & print | | Processing ~ | [ workfiow ~ | [ Fie ~ | [ E3 ciose |
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5. Select the Detail Revenue accordion.

m VA dvantage

Welcome, Rachelle Wilkins

Jump to:

&lﬂ @ Home & Personalize @Accessibil'ﬂy @App Help T About @

ivable Budget Cost Accounting

Procurement Accounts Payable

Accounts Rec

Revenue Budget 42 Document(BGR42)  Dept: 570 ID: CPTL-CY05-1 Ver: 1 Function: New Phase: Draft -

[24 Insert New Line | [24 Insert Copied Line | B4 Edit with Grid |

Header
Summary Revenue Total Lines: 0
Summary Controls Total Lines: 0
il |
-
Budget FY Fund Department Revenue Dollar Amount IncreaselDecrease Event Type F
From 0 to 0 Total: 0
Detail Revenue ﬂ
Action: Budget FY: =
Event Type: $| Fiscal Year:
N Hame: Period:
Start Date: Fund: b
End Date: Department: 2|
Dollar Amount: Revenue: i |
Increase/Decrease: Contact: & | —
Contact Hame:
Description: -

Perform Budget Rollup | Smart Budget Rollup |

Detail Controls

Total Lines: 0

|

E Cupy| Valid.ate| E3 Subm'rt| [$& Disc:ard|

& print | [ Processing ¥ | [ workfiow v | [ Fie ~ | [ E3 ciose |
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6. Use this screen to enter the budgeted funding for the capital project. Select the Insert New Line

button.

m M Advantage

Welcome, Rachelle Wilking

&lﬂ @ Home & Personalize @Accessibil'ﬂy @App Help f About @

Budget

Jump to:

Procurement Accounts Payable Accounts Receivable Cost Accounting

Revenue Budget 42 Document(BGR42) | Dept: 670 ID: CPTL-CY05-1 Ver: 1 Function: New  Phase: Draft =
Header
Summary Revenue Total Lines: 0
Summary Controls Total Lines: 0
il |
-
Budget FY Fund Department Revenue Dollar Amount IncreaselDecrease Event Type F
Increase )
From 1 to 1 Total: 1
Detail Revenue
o evenee| A .
Action: New - Budget FY:
Event Type: $| Fizscal Year:
H
Name: Period:
Start Date: Fund: &
End Date: Department: $|
Dollar Amount: Revenue: $| B
Increase/Decrease: Increase v Contact: il
Contact Hame:
Description: -
A save | 5 Undo | [Z4 Insert New Line | [24 Insert Copied Line | B Edit with Grid Perform Budget Rollup | Smart Budget Rollup |
Detail Controls Total Lines: 0 |
[ copy | vaidate | | E] submt| | [ Discard | & print | | Processing ~ | [ workfiow ~ | [ Fie ~ | [ E3 ciose |
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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 BFBF

Contact Leave blank. Not used on this document.

Description Leave blank.

House Bill Number | 2013
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This will create the budgeted funding for Other capital projects.

Welcome, Rachelle Wilkins

JIRA M A dvantage

f’ About

Jump to:

Procurement | Accounts Payable

Revenue Budget 42 Iflt:)c:ument{B{;IMZ)-j Dept: 670 ID: CPTL-CY05-1 WVer.: 1 Function: New  Phase: Draft j
| Header
| Summary Revenue Total Lines: 0
| Summary Controls Total Lines: 0
Detail Revenue tal Line ==
Budget FY Fund Department Revenue Dollar Amount Increase/Decrease Event Type i
8958 CY0s 670 BFBF $11,500.00 Increase XRWD o [
From 1 to 1 Total: 1
e
Action: New A Budget FY: | 3323
Event Type: | XRMD 4 Fiscal Year: | 2013
Name: Period: | 11
Start Date: Fumd: | CvDs | 3
1 End Date: | 12/31/2040 Department: | 570 il
Dollar Amount: | $11,500.00 Revenue: BFEF 4|
Increase/Decrease: Increase v Contact: 3'
Contact Name:
Description: &
House Bill lumber: | 20132 i T
ﬁ Sawve | 5% Undo ‘ [E4 Ingert New Line | E=4 Insert Copied Line: | B Edit with Grid Perform Budget Rollup | Smart Budget Rollup ‘
Detail Controls Total Lines: 0 |
¥ Copy | Walidate ‘ Ed Submit | [3 Discard | &5 Print | Processing ™ WDrkﬂDw'| M E3 Close |

8. Select the Insert

New Line button and enter the following information to reduce the budgeted

funding for the 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

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 CzZ86

Department 670

Revenue BFII

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

House Bill Number

2012

This will reduce the budgeted funding for the capital project.

Welcome, Rachelle Wilkins
Revenue Budget 42 Document(BGR42) | Dept: 670 ID: CPTL-CY05-1 Ver: 1 Function: New Phase: Draft -

WA M Advantage

Jump to:

Procurement

Accounts Payable

&lﬂ @ Home & Personalize @Accessibil'ﬂy EApp Help T About @

Accounts Receivable Budget Cost Accounting

Header
Summary Revenue Total Lines: 0
Summary Controls Total Lines: 0
=
-
Detail Revenue
I stionms, L
Action:  WModify - Budget FY:
Event Type: | XRMD il Fiscal Year:
Name: Period: a8
Start Date: Fund: | C6C6 &
End Date: Department: | 670 |
Dollar Amount: | 11500 Revenue: BFEF &
; Increase/Decrease: Decrease » Contact: ﬁl
Contact Hame:
Description: -
House Bill Number: | 2012 a
H save | =y undo | [E4 Insert New Line | [24 Insert Copied Line | E4 Edit with Grid Perform Budget Rollup | Smart Budget Rollup |
Detail Controls Total Lines: 0 |
K] Cuw| Validate | E3 Subm'rt| [ Discard | = Print| Processing ™ Wnrkﬂuw'| File'| = Cluse|
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9. Select Smart Budget Rollup.

JI"NA M Advantage

Welcome, Rachelle Wilkins

Revenue Budget 42 Document(BGR42) | Dept: 670 ID: CPTL-CY05-1 Ver: 1 Function: New Phase: Draft -

Jump to:

Procurement Accounts Payable Accounts Receivable

Budget

&lﬂ @ Home & Personalize @Accessibil'ﬂy @ App Help T About

Cost Accounting

Header
Summary Revenue Total Lines: 0
Summary Controls Total Lines: 0
=
-
Detail Revenue
I stionms, L
Action:  WModify - Budget FY:
Event Type: | XRMD 4| Fiscal Year:
Name: Period: a8
Start Date: Fund: | C6C6 &)
End Date: Department: | 670 |
Dollar Amount: | 11500 Revenue: BFEF &
; Increase/Decrease: Decrease » Contact: $|
Contact Hame:
Description: -
House Bill Number: | 2012 a
H save | =y undo | [E4 Insert New Line | [24 Insert Copied Line | E4 Edit with Grid Perform Budget Rullu|:—| Smart Budget Rollup |
Detail Controls Total Lines: 0 |
K] Cnpy| Validate | E3 Suhm'rt| [ Discard | = Print| Processing ™ Wurkﬂuw'| File'| = Cluse|

This will create the Summary Revenue lines that are required to complete the document.

82




eMARS 320 Executing Capital Projects in eMARS

10. You can click the Summary Revenue accordion to see that the summary revenue lines have been
created as show in the screen shot below.

m VA dvantage

Welcome, Rachelle Wilkins

Jump to:

&lﬂ @ Home & Personalize @Accessibil'ﬂy @App Help T About @

Budget

Procurement Accounts Payable Accounts Receivable Cost Accounting

Revenue Budget 42 Document(BGR42)  Dept: 570 ID: CPTL-CY05-1 Ver: 1 Function: New Phase: Draft -

| Header |
| summaryRevenwe Towllnes:2 o =E]
-
Budget FY Fund Department Dollar Amount Increase/Decrease Event Type F
9999 CY05 570 511,500.00 Increase XRMD i}
9999 C5CE 870 11,500.00 Decrease XRMD L]
From 1 to 2 Total: 2
-
Action: New - Budget FY: | 9999
Event Type: | XxRMD $| Fiscal Year: | 2013
N Name: Period: | 11
Start Date: Fund: | Cv05 &l
End Date: | 12/31/2040 Department: | 570 |
Dollar Amount: | $11,500.00 Contact: |
Increase/Decrease: Increase ¥ Contact Hame:
Description: -
A save | 5 undo | [24 Insert New Line | [24 Insert Copied Line | E4 Edit with Grid
Summary Controls Total Lines: 0
Detail Revenue Total Lines: 2
Detail Controls Total Lines: 0
(3 Copy | vaidate | [ E3 submt| [ [ Discard | & print | [ Processing ¥ | [ workfiow v | [ Fie ~ | [ E3 ciose |

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.

View All1 of 1 | @ Document validat

ed successfully

Ri 42 D

Header

.t{BGIMZ',I| Dept: 670 ID: CPTL-CY05-1 Ver: 1 Function: New Phase: Draft | -

From 1 to 2 Total: 2

Budget FY Fund Department Dollar Amount Increase/Decrease Event Type
9999 CY05 870 $11,500.00 Increase XAMD m
9999 CECE 870 511,500.00 Decrease XRMD ﬁ

12. Select the Close button to close the document. Agencies are not permitted to Submit to Workflow

the Capital Revenue Budget (BGR42) documents.
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Exercise 4 — Complete Revenue (BGR42) Other 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 Budget Workspace select Capital Revenue Budget (BGR42) from the secondary
navigation panel under Capital Budgets - Documents.

T e e e

-
(=2 CGI Advantage - Internet Explorer - — - E@ﬂ

CGl Advantage

Welcome, Philip Rosell
Budget

Save All
Close
Operating Budgets
Capital Budgets
Inguiries.
Documents

Management Budgets

Jump to: ﬁlﬂ @Hcm& 6§'Psrscnali2& t‘@‘:i-\ccsssil:ilit;r @AppHslp

Procurement Accounts Payable _-Ciuurts- Receivable Cost Accounting Budget

Capital Budgets

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

= Inquiries

This section containg inquiries used to view appropriation, allotment, and cash balances for capital projects. W
Appropriation Inquiry (BQ43L%1})
Allotment Inguiry (BR43LVZ) |
Revenue Budget - Level 1 (BO4211)
Revenue Budget - Level 2 (BA42LV2)
Cash Balances (CBALSQ)

= Documents I
This section contains the documents used to establish or modify an appropriation, allotment, or revenue budget for a capital
project.
~'Capital Expense Budget (BGE43)

Capital Revenue Budget (BGR42)

Transfers (JW2T)

H100%
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2. Complete the following information:

Dept See Student Card

Unit UNIT

ID CPTL-Enter ID Fund from Student Card-1
Example: CPTL-CY08-1

Select Create.

Document Catalog

Search & [
w Document ldentifier

Code : ggRaz
Dept.: D :

.‘_3} Unit :

= Other Options
Auto Numbering :

Create Template: ™
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NM S\_dvaﬂtage Jump to #co] B Home P Personaize @) Accessiity [ App e . About | [E]

Procurement Accounts Payable Accounts Receivable Budget

Transaction Date:

Budget FY:
Fiscal Year:
Period:

Start Date:

End Date:
Created By: FTT0004

Created On: 05/22/2013

Modified By: PTT0004

Modified On: 05/22/2013

H save | “ unde Load Constraints

&

Summary Revenue Total Lines: 0
Summary Controls Total Lines: 0
Detail Revenue Total Lines: 0
Detail Controls Total Lines: 0
[% copy ‘ Validate | EZ Submit | [3 Discard ‘ & Print | Processing ™ Workﬂow" File ~ | | Ed Close ‘

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

mmM SAdVEJltEgE Jump to ﬁ\ﬂ @ rome 2 Porsonsize () Accessivity [g] App e T Avout | (G

Procurement Accounts Payable  Accounts Receivable Budget Cost Accounting

‘Welcome, Rachelle Wilkins
Revenue Budget 42 Document(BGR42) Dept: 6570 ID: CPTL-CY08-1 Ver: 1 Function: New Phase: Draft -

Transaction Date:
Budget FY: 9559
Fiscal Year: ||
Period:

Start Date:

End Date:
Created By: FTT0004
Created On: 05/22/2013

Modified By: PTT0004

Modified On: 05/22/2013

A save | % undo Load Constraints.

[

Summary Revenue Total Lines: 0
Summary Controls Total Lines: 0
Detail Revenue Total Lines: 0
Detail Controls Total Lines: 0
[ cosy | vaidate | [ E3 submt| [ Discard | & Frint | [ Processing ~ | [ worktiow ~ | [Fie = | [ B3 close |

86




eMARS 320 Executing Capital Projects in eMARS

5. Select the Detail Revenue accordion.

JI"NA M Advantage

Welcome, Rachelle Wilkins

Jump to:

Procurement Accounts Payable

&lﬂ @ Home & Personalize @Accessibil'ﬂy @App Help T About @

Budget | Cost Accounting

Header
Summary Revenue Total Lines: 0
Summary Controls Total Lines: 0
il {=i
-
Budget FY Fund Department Revenue Dollar Amount IncreaselDecrease Event Type F
From 0 to 0 Total: 0
Detail Revenue ﬂ
Action: Budget FY: =
Event Type: 4 Fizcal Year:
N Hame: Period:
Start Date: Eawck &)
End Date: Department: &
Dollar Amount: Revenue: S |
[F
Increase/Decrease: Contact: & | —
Contact Name:
Description: -
E=:-< Inzert New Line | |E=:.< Insert Copied Line | B4 Edit with Grid | Perform Budget Rollup | Smart Budget Rollup |
Detail Controls Total Lines: 0 |
[ Copy | Validate | E2 Submit | [ Discard | & Print | Processing ™ | | Workflow v| File'| B3 cose |
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6. Use this screen to enter the budgeted funding for the capital project. Select the Insert New Line

button.

Welcome, Rachelle Wilkins

mM&dvantage Jump to: &Iﬂ @Hcme &Perscnalize @Accessitil'ﬂy @;‘appHelp T About

Procurement Accounts Payable Accounts Receivable Budget Cost Accounting

Revenue Budget 42 Document(BGR42)  Dept: 570 ID: CPTL-CY08-1 Ver: 1 Function: New Phase: Draft -
Header
Summary Revenue Total Lines: 0
Summary Controls Total Lines: 0
=|
-
Budget FY Fund Department Revenue Dollar Amount IncreaselDecrease Event Type F
Increase )
From 1 to 1 Total: 1
Detail Revenue
oo evene| A .
Action: New - Budget FY:
Event Type: &I Fiscal Year:
4
Name: Period:
1
Start Date: B Fund: i
End Date: ] Department: &I
Dollar Amount: Revenue: & |
Increase/Decrease: Increase v Contact: & |
Contact Hame:
Description: -
ﬁ Save | =% Undo | E=:-< Insert New Line | |E=:.< Insert Copied Line | E4 Edit with Grid Perform Budget Rollup | Smart Budget Rollup |
Detail Controls Total Lines: 0 |
(3 Copy | vaidate | [ E3 submt| [ [ Discard | & print | [ Processing ¥ | [ workfiow v | [ Fie ~ | [ E3 ciose |

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 | 2013

8. Select the Insert New Line button 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 | 2012
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9. Select the Smart Budget Rollup button.

JI"NA M Advantage

Welcome, Rachelle Wilkins

Revenue Budget 42 Document(BGR42) | Dept: 670 ID: CPTL-CY028-1 Ver: 1 Function: New Phase: Draft -

&lﬂ @ Home & Personalize @Accessibil'ﬂy @App Help T About @

ble

Jump to:

Procurement Accounts Payable Accounts Rec Budget Cost Accounting

Header
Summary Revenue Total Lines: 0
Summary Controls Total Lines: 0

Detail Revenue

Action:  WModify - Budget FY:
Event Type: | XRMD 4| Fiscal Year:
Name: Period: |
Start Date: Fund: | C5C6 &
End Date: Department: | 670 |
Dollar Amount: | 76000 Revenue: | BFIl 4|
; Increase/Decrease: Decrsase - Contact: & |
Contact Hame: L
Description: - [
House Bill Number: | 2012 it
==

H save | =y undo | [E4 Insert New Line | [24 Insert Copied Line | E4 Edit with Grid Perform Budget Roll ;| Smart Budget Rollup |

Detail Controls =l

@CDW|

Total Lines: 0

Validate | E3 Suhm'rt| [ Discard | = Print| Processing ™ Wurkﬂuw'| File'| = Cluse|
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10. You can click the Summary Revenue accordion to see that the summary revenue lines have been
created.

mM &dvantage Jump to: &lﬂ @ Home & Personalize @Accessibil'ﬂy @ App Help T About @

Welcome, Rachelle Wilkins Procurement | Accounts Payable | Accounts Receivable Budget Cost Accounting

Revenue Budget 42 Document(BGR42)  Dept: 570 ID: CPTL-CY08-1 Ver: 1 Function: New Phase: Draft -

| Header |
| summaryRevenwe Towllnes:2 o =E]
-
Budget FY Fund Department Dollar Amount Increase/Decrease Event Type F

9993 506 570 $76,000.00 Decrease XRMD i}

9999 cvos 870 576,000.00 Increase XREV L]

From 1 to 2 Total: 2
-
Action: Modify - Budget FY: | 9999
Event Type: | XxRMD $| Fiscal Year: | 2013
N Name: Period: | 11
Start Date: Fund: | C6C6 &
End Date: | 12/31/2040 Department: | 570 |
Dollar Amount: | 575,000.00 Contact: |
Increase/Decrease: Decrease ¥ Contact Hame:
Description: -
ﬁ Save | :‘_},\ Undo | E=:-< Insert New Line | |E=:.4 Insert Copied Line | E4 Edit with Grid

Summary Controls Total Lines: 0
Detail Revenue Total Lines: 2
Detail Controls Total Lines: 0
(3 Copy | vaidate | [ E3 submt| [ [ Discard | & print | [ Processing ¥ | [ workfiow v | [ Fie ~ | [ E3 ciose |

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.
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7 — Capital Project Accounting Templates

Accounting Templates should be established for each capital project. The Accounting Template 1D
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
111: Chart of Accounts/Budget and Cash Control 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.
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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).
o 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.

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

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.

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

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

-
= CGl Advantage - Internet Explorer - — | E@ﬂ
CGI Advantage Jump to: ﬁl Go @ Home: 6@ Personalize @a‘accc—ssibility @ App Help @
—

‘Welcome, Phillip Rosell Procurement | Accounts Payable .-Cinurfs- Receivable Cost Accounting Budget
Budget Capital Budgets
Save All
o This area contains the inguiries and documents used to process and manage capital projects.
ose
= Inquiries
Operating Budgets Thiz section contains inquiries used to view appropriation, allotment, and cash balances for capital projects. W
Capital Budgets Appropriation Inquiry (BQ43L%1})
Allotment Inguiry (BR43LVZ) |
Inguiries. Revenue Budget - Level 1 (BO4211)

| Revenue Budget - Level 2 (BA42LV2)

H Documents Cash Balances (CBALSQ)

| Management Budgets

[l = Documents i

| 4| | This section contains the documents used to establish or modify an appropriation, allstment, or revenue budget for a capital

project.

I { | ~'Capital Expense Budget (RGE43)

Capital Revenue Budget (BGR42)

| Transfers (JW2T)

L

|

|

I |

H ll

I

||
| H100%

2. Select Transfers (JV2T). On the Document Catalog screen select Create.

Welcome, Rachelle Wilkins Procurement Accounts Payable Accounts Receivable Budget Cost Accounting

Budget Document Catalog

Save

Create Sk
Restart .
= Document ldentifier

save Al Code :[JyaT &) unit:

Close Dept. : ID:
Operating Budgets
Capital Budgets b User Information

T b Document State

Documents.
Capital Expense Browse Clear

Budget (BGE43)
| Action Maru I
Capital Revenue

Budget (BGR42) Open Validate Submit Copy

+ Transfers (JV2T) Code Dept. Unit ID Comments Version Function Phase Status Date UserlD Amount Active

Management Budgets 4 First Prev Next Last

" Menu
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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-
CY00-1)

Select Create.

Welcome, Rachelle Wilkins

Budget Document Catalog

Save

Create Sk
Restart )

= Document ldentifier

Save All

Code: | pyoT
Close Dept.: 570

Operating Budgets

Capital Budgets B User Information

Inguiries b Document State

Documents

Capital Expense Browse Clear

ﬂ Unit:|1g10

Procurement Accounts Payable Accounts Receivablk

1D | CPTL-CY00-1

Budget (BGE43)

Capital Revenue

Budget (BGR42) Open Validate Submit Copy

+~ Transfers (JV2T) Code Dept.

Management Budgets || First Prev Next Last

e

Unit ID Comments Version Function Phase Status Date
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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.

mmM&dvmtage Jump to: ﬁlﬂ @Hcme &’Perscnalize @Accessibil'ﬂy @AppHelp fz About @

Welcome, Rachelle Wilkins Procurement Accounts Payable Accounts Receivable Budget Cost Accounting

Transfer(JV2T) | Dept: 670 ID: CPTL-CY00-1 Ver: 1 Function: New Phase: Draft -

[eENET GGG Extended Description | Document Information

Document Name: -

Record Date:
Budget FY:
Fiscal Year:
Period:

Document Description: -

Actual Amount: 50.00
M Closed Amount: 50.00

Closed Date:

ﬁ S-ave| ‘.} Undu|

Accounting Total Lines: 0 Accounting Line: none Line Amount: none  Event Type: none
Posting Total Lines: 0 Posting Line: none
(% copy | vaidate | [ E3 submit | | [ Discard | & print | | Processing ~ | [ Workfiow ~ | [ Fie ~ | | E3 close |
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5. Select the Accounting accordion and then select the Insert New Line button.

M&dvantage Jump to: ﬁlﬂ @Hcme ﬁ’Perecnalize @Acceeeitilﬂy EA;; Help T About

Welcome, Rachelle Wilkins Procurement | Accounts Payable | Accounts Receivable Budget Cost Accounting

Transfer(JV2T) | Dept: 570 ID: CPTL-CY00-1 Ver.: 1 Function: New Phase: Draft =
| Header |
% il il il il I:ii;H
A
Accounting Line Line Amount Event Type
0 T
From 1 to 1 Total: 1 Go to line: Go
= List View
e S GO Reference | Fund Accounting || Detail Accounting || Special Reference ﬂ
—
Event Type: &I Budget FY:
Accounting Template: 4 Fiscal Year:
Line Description: - herod:
Charge Class: ﬁl
H
e Charge Class Rate:
1 -
Line Amount: Charge Units:
Line Closed Amount: Bank: 4
A
Line Closed Date:
H save | 53 undo | [24 Insert New Line | [24 Insert Copied Line | B4 Edit with Grid
Posting Total Lines: 0 Posting Line: none |
B Cnpy| Validate| Eq Submit | [ Discard | =) Print | Processing ™ Wnrkﬂuw'| File'| ] Clusel

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

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.

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.
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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.

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.
Bank Leave blank.

7. Select the Fund Accounting and Detail Accounting tabs.

General Information || Reference Detail Accounting | Special Referance
Fund: ﬁ Object: ﬁ Revenue: i
Department: ﬁ Sub Object: ﬁ Sub Revenue: i
Unit: i Dept Object: ﬁ Dept Revenue: i

Appr Unit:

g

General Information || Reference | Fund Accounting (RS GHENOGITLGVE Special Reference ﬂ

Function: i Activity: i Reporting: i
Sub Function: 4| Sub Activity: 4| Sub Reporting: |
Major Program: Location: i Task: ﬁ
Program: & Sub Location: 4| Sub Tagk: |
Program Period: ﬁ Task Order: ﬁ

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

T873 or N873 Intra-Fund Transfer General Fund

T874 or N874 Intra-Fund Transfer Federal Fund

T875 or N875 Intra-Fund Transfer Bond Proceeds

T876 or N876 Intra-Fund Transfer Emergency, Repair, Maintenance and Replacement Fund
T877 or N877 Intra-Fund Transfer Equipment/Purchase Contingency Fund
T878 or N878 Intra-Fund Transfer Agency Fund

T879 or N879 Intra-Fund Transfer Investment Income

T880 or N880 Intra-Fund Transfer Other Funds

T881 or N881 Intra-Fund Transfer Road Fund

T882 or N882 Intra-Fund Transfer Capital Construction Surplus

T883 or N883 Intra-Fund Transfer Surplus Bond Proceeds

T884 or N884 Intra-Fund Transfer Statewide Deferred Maintenance Pool
T885 or N885 Intra-Fund Transfer Coal Severance

On the Fund Accounting tab, enter either an Object or Revenue code.

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

View 411 of 1 | @ Document validated successfully

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.

Severity Component Line Number Override Message Description ﬂ

@ Error CH_DOC_ACTG ACTG Line 1 — |~

Values in the organization fields are not authorized for the
current user.
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Think back to our Budget Bill Capital Project example. The Appropriations Bill 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 Budget Workspace select Transfers (JV2T) from the Capital Budgets — Document section.
On the Document Catalog screen select Create.

Document Catalog

Search &k
w Document ldentifier

Code : | pysoT .ﬁ‘: Unit :
Dept. : ID:

= Other Options
Auto Humbering : | [

Create Template :

Create

Kenu

2. Complete the following information:

Dept 130
Unit D130
ID CPTL-CY06-1

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

- -
mmM %dvan_tage Jump to: $| Go m Home ﬁ Personalize @Accessibilﬂy @App Help T About @
el Procurement Accounts Payable Accounts Receivable Budget Cost Accounting
Transfer(JV2T) | Dept: 130  ID: CPTL-CY06-1 WVer: 1 Function: New  Phase: Draft =
— -
= List View
LI EUIN lnEL | Extended Description | Document Information
Document Name: | Scanner Replacement i
Record Date:
Budget FY:
Fiscal Year:
Period:
Document Description: -
Actual Amount: $0.00
b Closed Amount: 30.00
Closed Date:
H save | 5 Undo |
Accounting Total Lines: 0 Accounting Line: none  Line Amount: none  Event Type: none
Posting Total Lines: 0 Posting Line: none
[ copy | Vaidate | | £3 submt | [ [ Discard | & print | [ Processing ~ | [ worktow = | [ Fie | [ B3 cioss |
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4. Select the Accounting accordion. Select the Insert New Line button.

mmM&dvantage Jump to: ﬁlﬂ chm& ﬁpc—rscnalize @Acceseibilﬂy EAppHelp T About @

Welcome, Rachelle Wilkins Procurement Accounts Payable Accounts Receivable Budget Cost Accounting

Transfer(JV2T) | Dept: 130  ID: CPTL-CY06-1 WVer: 1 Function: New  Phase: Draft =

| Header |
w- il il il il =ii;H
=
Accounting Line Line Amount Event Type
0 m
From 1 to 1 Total: 1 Go to line: Go
= List View
TN EU N nEL M Reference || Fund Accounting | Detail Accounting | Special Reference ﬂ
—
Event Type: 4| Budget FY:
Accounting Template: £| Fiscal Year:
Line Description: - [RILTE
Charge Class: ﬁl
H
- Charge Class Rate:
1 Line Amount: Charge Units:
Line ClI d A t: -
Ine Close moun Bank: &I
Line Closed Date:
B save | 5% Undo | [E4 Insert New Line | [E4 Insert Copied Line | B4 Edit with Grid
Posting Total Lines: 0 Posting Line: none |
[ copy | Vaidate | | £3 submt | [ [ Discard | & print | [ Processing ~ | [ worktow = | [ Fie | [ B3 cioss |

5. Enter the following information in the General Information

Event Type XCO01 - On-Budget Transfer Out

Accounting Template | GCCO02 — Accounting Template for Capital Construction Account
Line Description Leave blank.

Line Amount 875000

Budget FY Leave blank.

Fiscal Year Leave blank.

Period Leave blank.

Charge Class Leave blank.
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Charge Class Rate

Leave blank.

Charge Units

Leave blank.

Bank

Leave blank.

6. Select the Fund Accounting tab. Enter “T60C” in the Object field.

[N EN B Reference | Fund Accounting | Detail Accounting || Special Reference

Appr Unit:

Event Type: | XC01 e Budget FY:
Accounting Template: GCCo2 ﬁl Fiscal Year:
Line Description: - heriod
Charge Class: |
" Charge Class Rate:
Line Amount: | 2275 000.00 Charge Units:
Line Closed Amount: $0.00 Bank:  CA i,
Line Closed Date:
General Information | Reference Detail Accounting | Special Reference
Fund: 4 Object: |Ts0C 4| Revenue: 4
Department: 4| Sub Object: 4k | Sub Revenue: 4
Unit: ﬁ- Dept Object: i' Dept Revenue: ﬁ:
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7. Select the Insert New Line button.
section:

Enter the following information in the General Information

Event Type XCO03 - Transfer In

Accounting Template

FCYO06 — Accounting Template for Scanner Replacement Project.

Line Description Leave blank.

Line Amount -875000

Budget FY Enter “9999".
Fiscal Year Leave blank.
Period Leave blank.
Charge Class Leave blank.
Charge Class Rate Leave blank.
Charge Units Leave blank.
Bank Leave blank.

8. Select the Fund Accounting tab. Enter “N101” in the Revenue field.

Reference | Fund Accounting | Detail Accounting | Special Reference ﬂ
Event Type: | XC02 | Budget FY: | 9999
Accounting Template: FCv0S ﬁl Fiscal Year:
Line Description: - Reriot
Charge Class: |
" Charge Class Rate:
Line Amount: | 275000 Charge Units:
Line Closed Amount: Bank: 1,
Line Closed Date:
General Information | Reference Detail Accounting || Special Reference
Fund: 4| Object: 4| Revenue: N101 |
Department: i' Sub Object: ﬁn Sub Revenue: i'
Unit: & Dept Object: 4| Dept Revenue: &
Appr Unit: i.

9. Select Validate.
Accounting sections.

The fields from the templates will populate

the Fund Accounting and Detailed

106




eMARS 320 Executing Capital Projects in eMARS

General Information | Reference Detail Accounting | Special Reference
Fund: 0100 i Object: | TSOC i Revenue: ﬁ
Department: 755 4| Sub Object: & Sub Revenue: 4
Unit: | 0SBD 4k | Dept Object: 4| Dept Revenue: 4|
Appr Unit: ﬁ
General Information | Reference || Fund Accounting Special Reference ﬂ
Function: | CCoz ﬁ Activity: ﬁ Reporting: ﬁ
Sub Function: 4| Sub Activity: 4 Sub Reporting: &
Major Program: Location: ﬁ Task: i
Program: & Sub Location: 4 Sub Task: &
Program Period: i Task Order: i
General Information | Reference Detail Accounting | Special Reference ﬂ
Fund: | Cv08 4| Object: 4| Revenue: | H101 |
Department: | 130 ﬁ Sub Object: i Sub Revenue: ﬁ
Unit: | D130 4| Dept Object: 4k | Dept Revenue: 4|
Appr Unit: | CPTL &
General Information | Reference | Fund Accounting Special Reference ﬂ
Function: i Activity: i Reporting: i
Sub Function: 4 Sub Activity: ol Sub Reporting: 4|
Major Program: Location: i Task: ﬁ
Program: & Sub Location: A Sub Task: |
Program Period: 4| Task Order: |

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.

Severity Component Line Number Override Message

falues in the organization fields are not autherized for the

@ Error CH_DOC_ACTG ACTG Line 1 —
current user.

Description

-
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Scenario

Your agency has a Maintenance Pool that will be used to perform Roof Repair. The cost of the Roof

Repair is $76,000. Th
Task Overview

Complete the Transfe
project.

Procedures
1. From the Budget

Exercise 5 — Complete Transfer (JV2T)

e funding for the Maintenance Pool is from Investment Income.

r document to transfer the Cash from the Maintenance Pool to the Roof Repair

Workspace select Transfers (JV2T) from the Capital Budgets — Documents

section. On the Document Catalog screen select Create.

=
=) Cal Advantage - Internet Explorer - — — =RNCIN X

Welcome, Philip Rosel
Budget

Save Al
Close

Operating Budgets

t

I Capital Budgets

Inquiri

I nguiries

| Documents

|| Management Budgets
1

H

i

H

CG' Advantage Jump to: ﬁlﬂ chmE ﬁPerecnalize @Acceesitimy E,;—'xpp Help

Procurement Accounts Payable Liul.. nt= Peceivable Cost Accounting Budget

Capital Budgets

This area contains the 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.

Appropriation Inguiry (BQ43LWV1])
Allotment Inguiry (BQ43LV2) |
Revenue Budget - Level 1 (BA421 W1}
Revenue Budget - Level 2 (BO421 W2}
Cash Balances (CBALSO)

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

{ | ~'Capital Expense Budget (BGE43)
Capital Revenue Budget (BGR42)
Transfers (JV2T)

Welcome, Rachelle Wilkins
Budget

Save
Restart
Save All
Close
Operating Budgets
Capital Budgets
Inquiries
Documents.

Capital Expense
Budget (BGE43)

Procurement Accounts Payable Accounts Receivable Budget Cost Accounting

Document Catalog

Create bk
= Document ldentifier

Code : | ot ﬂ Unit :
Dept. : 0 :

b User Information

b Document State

Browse Clear

Capital Revenue
Budget (BGR42)

+ Transfers (JV2T)
1

{

Management Budgets

Open Validate Submit Copy

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

Menu
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2. Complete the following information:

Dept See Student Card

Unit UNIT

ID CPTL-Enter ID Fund from Student Card-1
Example: CPTL-CY09-1

Select Create.

Document Catalog

Create &k

= Document [dentifier
Code :| ot él Unit: pq3g
Dept.: 137 ID 2| CPTL-CY08-1

b User Information

b Document State

Browse Clear

Open \Validate Submit Copy

Code Dept. Unit ID Comments Version Function Phase Status
First Prev Next Last

Menu

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

wl

= List View
[T =TI BN I Extended Description | Document Information

Document Name: | Roof Repail &

Record Date: ]
Budget FY:
Fiscal Year:
Period:

Document Description: -

Actual Amount: 50.00
Closed Amount: 50.00

Closed Date:
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4. Select the Accounting accordion. Select the Insert New Line button.

mmM &dvan_tage ﬁlﬂ m Home ﬁ Personalize @Acceseibilﬂy E App Help T About @

Welcome, Rachelle Wilkins Procurement Accounts Payable Accounts Receivable Budget Cost Accounting

Jump to; ACTPL

Transfer(JV2T) | Dept: 130  ID: CPTL-CY0%-1 Ver: 1 Function: New Phase: Draft =

| Header |
w- il il il il =ii;H
=
Accounting Line Line Amount Event Type
0 m
From 1 to 1 Total: 1 Go to line: Go
= List View
TN EU N nEL M Reference || Fund Accounting | Detail Accounting | Special Reference ﬂ
—
Event Type: 4| Budget FY:
Accounting Template: £| Fiscal Year:
Line Description: - [RILTE
Charge Class: ﬁl
H
- Charge Class Rate:
1 Line Amount: Charge Units:
Line ClI d A t: -
Ine Close moun Bank: &I
Line Closed Date:
B save | 5% Undo | [E4 Insert New Line | [E4 Insert Copied Line | B4 Edit with Grid
Posting Total Lines: 0 Posting Line: none |
[ copy | Vaidate | | £3 submt | [ [ Discard | & print | [ Processing ~ | [ worktow = | [ Fie | [ B3 cioss |

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

Budget FY Enter “9999”

Fiscal Year Leave blank.

Period Leave blank.

Charge Class Leave blank.
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Charge Class Rate Leave blank.
Charge Units Leave blank.
Bank Leave blank.

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

Event Type

XCO03 — Transfer In

Accounting Template

Enter Accounting Template Transfer In from Student Card

Line Description Leave blank.
Line Amount -76000

Budget FY Enter “9999”
Fiscal Year Leave blank.
Period Leave blank.
Charge Class Leave blank.
Charge Class Rate Leave blank.
Charge Units Leave blank.
Bank Leave blank.

Select the Fund Accounting tab. Enter “N879” in the Revenue field.

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

10. Select Submit.
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This page intentionally left blank.
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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.
N\M&dvantage Jump to: ACTPL i'ﬂ @Hcme & Perzonalize @Acceseitilﬂy i% App Help f: About

Welcome, Rachelle Wilkins Procurement Accounts Payable Accounts Receivable Budget Cost Accounting

eMARS Training Financial Document Catalog
Message Center
9 Create Sk
8] EEET + Document Identifier
Page Search Code : g Unit :
Document Catalog Dept. : ID:
infoAdvantage
b User Information
History
Favorites b Document State

Administration
Browse Clear

Open Validate Submit Copy

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

Menu

2. In the Code field, enter “BGE43, BGR42, JV2T” and in the ID field enter “CPTL-“
:::"'__ MS\dvantage Jump to: ACTFL ﬁlﬂ @Hcme ﬁPerecnalize @Acceeeitilﬂg ig App Help f’ About

Welceme, Rachelle Wilkins Procurement | Accounts Payable | Accounts Receivable Budget Cost Accounting

eMARS Training Financial Document Catalog

Message Center

Create &k
El Search w Document Identifier
Page Search Code : {£43,8GR42, V2T & Unit:
Document Catalog Dept. : D: CPTL-|
infoAdvantage
History b User Information
Favorites b Document State

Administration
Browse Clear

Open Validate Submit Copy

Code Dept. Unit ID Comments Version Function Phase Status Date UserlD Amount Active
First Prew Next Last

Wenu
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3. Right click on the page and select Add to Favorites from the new menu displayed.

Message Center

E Search

Page Search

Document Catalog
infoAdvantage
History
Favorites

Administration

Jump to:| ACTFL ﬁlﬂ @Hcme &Perscnﬁlize @Accessitil'ﬂy E,App Help f About

Procurement | Accounts Payable | Accounts Receivable Budget Cost Accounting

Document Catalog

Create Sk
= Document Identifier

Code : 43 BGR42 JVIT & Unit:

Dept. : ID: | cpTL- Field Level Help:
Show Description
b User Information Page Help
Print Page

b Document State

Adgl To Favorites

Browse Clear Add To Favorites

Open Validate Submit Copy

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

Menu

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

r=

state ky.us needs some information M

Enter a name for this favorte: et
nic

|If'f.=||'|'rh=|| Riidget Mo merts|

L

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

| 1of1] @ view Al The favorite was successfully added.
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6. Click Favorites in the secondary navigation panel to see the entry you just created.

Capital AP

Capital AL

Capital RB

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

Capital Budget
Documents

AL-GF-Gov Off Pol
Mgmt

Capital Budget
Documents

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

Jump to: ACTPL

ﬁlﬂ @Hcma &E’Perzcnalize @Accezs\timy EA;;HEI; f“ About

Welcome, Rachelle Wilking

El Favorites
Function Group
Function Type
Function
Sub Functions
Fund
Fund Requirements
VFDF
Valid Fund-Dept
Appropriation
Allotment
Object
AP Summary
AL Summary
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

AL-GF-Gov Off Pol
Mgmt

Capital Budget
Documents

m

Procurement

Document Catalog

Create &k
= Document Identifier

Code : BGE43,BGRAZ,JV 4| Unit:
Dept.: ID:

b User Information

b Document State

Browse Clear

Accounts Payable

CPTL-

Accounts Receivable

Cost Accounting

Open Validate Submit Copy

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

First Prev Mext Last

Wenu
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8. In the ID field after the “CPTL-“, enter the fund and sequential number for the documents in
question (i.e. CPTL-CS89-1).

9. Select the Browse link or hit the <Enter> key.

Document Catalog

Create &k
= Document identifier
Code : \gGE43,6GR42, IV & | Unit:
Dept. : ID:|cPTL-CBLT-1

B User Information

= Document State
Function : - Status : -

Phase : -

Browse Clear

Actian Meny
Open Validate Submit Copy
Code Dept. Unit D Comments Version Function Phase Status Date UserlD Amount Active
[] BGE43 78S 0000 CPTL-CBLT-1 No 1 New Final Submitted 10/1/12 HMS0005  30.00 Yes
[] BGR42 78S 0000 CPTL-CSL7-1 No 1 New Final Submitted 1051412 HMS0005  S0.00 Yes
[ 2T 785 0000 CPTL-CEL7-1 No 1 New Final Submitted 10/1/12 HMS0005  50.00 Yes

First Prev Next Last

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.

mm\M&dvantage Jump to:| ACTPL ﬁlﬂ @Hcme ﬁPerecnﬁlize @Acceeeitili‘ty E,App Help T About

Welcome, Rachelle Wilkins Procurement | Accounts Payable | Accounts Receivable Budget Cost Accounting

Capital Budget Document(BGE43)  Dept: 785 ID: CPTL-CSL7-1 Ver.: 1 Function: Mew Phase: Final -

Transaction Date: 10/02/2012 ER |

Budget FY: gogg

Fiscal Year:

Period:
Start Date: B
End Date: 12/31/2040 &

Created By: HMS0005
Created On: 10/01/2012
Modified By: JMTO019

Modified On: 10V02/2012
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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:

e Appropriation Inquiry (BQ43LV1)

e Allotment Inquiry (BQ43LV2)

e 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.

g e —— — = R
{2 Cal Advantage - Internet Explorer - A ——— —— - E@ﬂ
CGI Ad\lantage Jump to: &I Go @ Home é‘b Perzonalize @Acc&ssibilﬁy E App Help @
—

VWelcome, Philip Rosell Procurement Accounts Payable _Li'i:u;r?'s Beceivable Cost Accounting Budget
Budget Capital Budgets
Save All
o This area contains the inquiries and documents used to process and manage capital projects.
pse
I = Inquiries
Operating Budgets This section contains inguiries used to view appropriation, allotment, and cash balances for capital projects.
Capital Budgets Appropriation Inguiry (BO431 W1}
P Allotment Inguiry (BQ43LW2) t
Inguiries Revenue Budget - Level 1 (BQ42L01)
Revenue Budget - | evel 2 (BO421V2)
Documents | | cashBalnces(cBalSa)
Management Budgets
b Documents
Thiz section contains the documents used to establish or modify an appropriation, allotment, or revenue budget for a capital
project.
H100% -
= T ————— e
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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.

mM&dvantage Jump to:; ACTPL ﬁlﬂ @Hcme ﬁPerscnalize i,@;‘accessitilit}r EA;; Help f, About @

Welcome, Rachelle Wilkins Accounts Payable Accounts Receivable Budget Cost Accounting
Budget Capital Budgets
Save All
o This area contains the inguiries and documents used to process and manage capital projects.
oze
= Inquiries
Operating Budgets This section contains inguiries used to view appropriation, allotment, and cash balances for capital projects.
Capital Budgets Appropriation Inguiry (BA43LV 1)
Allotment Inguiry (BQ431LY2)
Inquiries Revenue Budget - Level 1 (BA421\1)
Revenue Budget - Level 2 (BO421 W)
Documents Cash Balances (CBALSQ)

Management Budgets
b Documents

Thig zection containg the documents used to establish or modify an appropriation, alletment, or revenue budget for a capital project.

2. Select the Appropriation Inquiry (BQ43LV1) link.

mM&dvantage Jump to:| ACTPL ilﬂ @Hcme &Perscnalize @Accessitil'ﬁy EA;; Help Tﬂ About @

Welcome, R . / unts Payable / ivable Budget
Budget Appropriation Budget
Save Menu
Restart
Save Al BFY Fund Department Appropriation CurrentBudget Encumbered Actual Expenses Unobligated
First Prev Next Last
Close
Operating Budgets cSearch B
Capital Budgets w Expense Actuals
Inguiries Purchase Reservations : (o} Uncommitted :
r B
+ Appropriation Inquiry Pre-Encumbered s =\ Search - Windows Internet E... =2
(BQ43LV1) Encumbered =
|@ aboutblank §|
Allotment Inguiry Accrued Expenses
(B43LVZ) Cash Expenses
Revenue Budget - 1 BFY: | -
Level 1 (BO42LW1) -
svel 1 ! » Budgeted Amount]| Fund :
Revenue Budget -

Department : i

Level 2 (BO42LVZ) b General Informati

P Appropriation :
Cash Balances
(CBALSQ) { ™
Documents

o Modified Budget Line Controls & Next Level
Management 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 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.

Welceme, Rachelle Wilkins

Budget

Save

Restart

Save All

Close
Operating Budgets
Capital Budgets

Inguiries

~" Appropriation Inguiry
(BQ43LV1)

Allotment Inguiry
(BO43LV2)

Revenue Budget -
Level 1 (BO42LV1)

Revenue Budget -
Level 2 (BO42LVZ)

Cash Balances
(CBALSQ)

Documents

Management Budgets

M\ MAdvantage

Jump to: ACTPL

ﬁ'ﬂ chme ﬁperacnalize @Acceeeitilﬂy i% App Help T About

Procurement Accounts Payable Accounts Receivable Budget Cost Accounting

Appropriation Budget

BFEY Fund Department Appropriation Current Budget Encumbered Actual Expenses Unobligated
-~ 9999 CY06 130 CPTL 5875,000.00 50.00 E0.00  3875,000.00
First Prev Next Last

Search Wk
= Expense Actuals

Purchase Reservations : 5 g Uncommitted : 5575 no0.00

Pre-Encumbered : = g z Unobligated : 5275 000.00
Encumbered : = gg -__'{ Unexpended Accrued : s375 100.00
Accrued Expenses : = g __\ Unexpended Cash: z375 100,00
Cash Expenses : ¢ g Q Actual Expenses : g g
= Budgeted Amounts
4 Adopted : 575 00,00 (, Budget Reserve : gp o0
Allocated : g gg (), Original Budaet : s575,000.00
1 | Amendments: ¢ g () CurrentBudget: sa7z 000.00
Transferin: g g -;
Transfer Qut: = g g
Carry Forward : < gg i.
Reversions : ¢ gg Q
b General Information
Top

- Modified Budget Line Controls = Next Level
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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 Budget Bill Capital Projects
Amendments Other 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. There is also a download feature available which will download the
list of documents to Excel.

Detail Transaction Listing

+ BGE43 765
First Prev Next Last

Search
Doc Code : g4z
Doc Dept: 765

Doc Code Doc Dept
CPTL-CY06-0 BGE43 78S CPTL-CY08-0 $875,000.00

Download

Doc I cpTL-CY06-0

Doc ID Document Identifier Adopted

Adopted 3&75,000.00

Cancel
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D
Budget Inquiry Report

Document

D epartment
3 Document Code Code Document ID Adopted Concat Key Table Last Date
4 BGE43 7ES CPTL-CYOE-0 876.000.00)9993"CY0E™ 30"CPTL"™-"-"BGE43"7E5"CPTL-CYOE0 5/21/2013 21:44:47
5
6

6. The Next Level link at the bottom of the screen will display the Allotment Inquiry screen for the

selected Appropriation.

Allotment Inquiry

The Allotment Inquiry page provides information for Allotment balances.
1. On the Budget Workspace, select Capital Budgets from the secondary navigation panel.

-
=) CGI Advantage - Internet Explarer

_-—-—_o- ﬂ@-ﬂ1

CGl Advantage

Jump to:

ﬁlﬂ @Hcme &Perscnalize @Accessibi\'ﬂy EAppHelp @

Management Budgets

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

project.

Welcome, Philip Rosell Procurement | Accounts Payable vable | CostA nting | Budget
Budget Capital Budgets
Sawve All
o This area contains the inquiries and documents used to process and manage capital projects.
ose
I = Inquiries
Operating Budgets This section contains inguiries used to view appropriation, allotment, and cash balances for capital projects.
Capital Budgets Appropriation Inguiry (BA43LW1}
o 4 Allotment Inguiry (BO43LW2)Y
Inguiries. Revenue Budget - Level 1 (BQ42LW1)
Revenue Budget - Level 2 (BO42LVZ)
Documents 1 Cash Balances (CBALSO)

#100% ~

2. Select the Allotment Inquiry (BQ43LV2) link.

mm M A dvantage

Welcome, Rachelle Wilkinz
Budget

Jump to; ACTFL
Procurement

Expense Budget

Elﬂ @Hcme ﬁP&recnahze @Accessibil’ﬂy EAppHelp T About

Accounts Payable | Accounts Receivable | Budget Cost Accounting

d  Actual Exp

Fund :
Appropriation InfH|

(BO43LV1) Department :

« Allotment Ingquirg Ok Clear Cancel

(BQ43LVZ)

Save
Restart
Save Al —
2 Search - Windows In
Close
. o 2 aboutblank
Capital Budgets
BFY : | Appropriation :
Inguiries.

Bureau :

Object :

Revenue Budget -
Level 1 (BQ42LW1)

Rewvenue Budget -

Cash Balances

(CBALSQ) -

Documents

Management Budgets

b Budgeted Amounts

Level 2 (BU42LV2) b General Information

F Modified Budget Line Controls Previous 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 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.

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.

Welcome, Rachelle Wilkins
Budget

Save

Restart

Save All

Close
Operating Budgets
Capital Budgets

Inquiries

(BO43LV1)

+ Allotment Inguiry
(BQ43LV2)

Revenue Budget -

Revenue Budget -

Cash Balances
(CBALSQ)

Documents

Management Budgets

m“ﬁ'\ M Sdeantage Jump to:| ACTPL i'ﬂ @ Home ﬁ Personalize @Accessitil'ﬂy iﬂ App Help f’ About

Procurement | Accounts Payable | Accounts Receivable Budget Cost Accounting

Appropriation Inguiry

Level 1 (BO42LWV1)

Level 2 (BO42LVZ)

Expense Budget
Menu
BFY Fund Depariment Appropriation Bureau Obiject Exmm=l Encumbered Ll Unobligated
Bry Appropriation
depariment Uhiect Budget Expenses =
~ 9993 CY06 130 CPTL CPTL EV01 $425,000.00 §0.00 $0.00 $425,000.00
995% CY06 130 CPTL CPTL E703 5450,000.00 50.00 50.00 3450,000.00

First Prev Next Last

Search ¥R
- Expense Actuals

Purchase Reservations : = g Uncommitted : 425 noo.00

Pre-Encumbered : =g gg Q Unobligated : 5425 000.00
Encumbered : = gp i Unexpended Accrued : s475 100,00
Accrued Expenses : s qp * Unexpended Cash : 5425 noo oo
Cash Expenses : =g i. Actual Expenses : ¢ g
4 + Budgeted Amounts
F Adopted : =g g -; Budget Reserve : =g g
Allocated : =g g -; Original Budget: =p g
Amendments : s475 100,00 * Current Budget: 5425 oo oo
Transferin: =g ‘
Transfer Out: ;g Q
Carry Forward : =g g0 Q
Reversions : ;0 t

b General Information

Jop

- Modified Budget Line Controls Previous Level
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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.)

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. There is also a download feature available which will download the
list of documents to Excel.

6. The Previous Level link at the bottom of the screen will display the Appropriation Inquiry screen for
the selected Allotment.

123




eMARS 320 Executing Capital Projects in eMARS

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.

MAdvantage

Welcome, Rachelle Wilkins

Budget

Save All
Close
Operating Budgets
Capital Budgets
Inguiries.
Documents

Management Budgets

Jump to:| ACTPL
Procurement

Capital Budgets

Accounts Payable

&Iﬂ chme ﬁPerscnalize @Accessitilﬁy EA;;HEI; T About

Accounts Receivable | Budget | CostAccounting

= Inquiries

Appropriation Inguiry (BQ43LV1)
Allotment Inguiry (BQ43LV2)
Revenue Budaget - Level 1 (BA421W1)
Revenue Budaet - L evel 2 (BA4Z1 W2}
Cash Balances (CHALSQ)

b Documents

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

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

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

2. Select Revenue Budget — Level 1 link.

I ‘Welcome, Rachelle Wilkins

Budget

Save
Restart

Save All

Close

Tnm M*Advantage

Jump to; ACTPL

Procurement

Revenue Budget 42: Level 1

ﬁlﬂ @Hcme }"Perscnaliz& @ACCEEEitiIi‘t}' @;‘—-\pp Help T About

Accounts Payable

Accounts Receivable Budget Cost Accounting

BE) nc artmen ent Budae
2 Search - Windows Internet Explarer EE

—

Operating Budgets

|@ about:blank

Capital Budgets
Inguiries.

Appropriation I
(BO43LV1)

Allotment Inguirys

BFY :
Fund :
Department :

Ok Clear Cancel

(BQA3LYZ)

' Revenue BudgeP
Level 1 (BQ42LV1)

Revenue Budget -
Level 2 (BO42LW2)

Cash Balances
(CBALSQ)

Dacuments

Management Budgets

b Budgeted Amounts

P General Information

Top

o Modified Budget Line Controls - Next Level

al Revenue Unrecognized Revenue

Q Total Revenue :

-(; Unrecognized Revenue :
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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.
m\. MSdeantage Jump to: ﬁlﬂ chme ﬁperacnalize @Acceeeitilﬂy i%ﬁ\pp Help T About
WB|'3DITI'3. Rachelle Wilkins Procurement Accounts Payable Accounts Receivable Budget Cost Accounting
Budget Revenue Budget 42: Level 1
Save Menu
Restart
Save Al BFEY Fund Department CurrentBudget Total Revenue Unrecognized Revenue

-~ 9999 CY06 130 $875,000.00 $875,000.00 5875,000.00
First Prev Next Last

Close
Operating Budgets

Capital Budgets Search Wk

Inquiries < Revenue Actuals

Unbilled Earned Revenue : ;0 Total Revenue : 5575 000.00

~ Revenue Budget - Billed Unearned/Deferred Revenue : <
Level 1 (BO4ZLV1)

Appropriation Inguiry d
(BQ4aLv1} Billed Earned Revenue : = np ﬁ Unrecognized Revenue : sa7s 00000
Allotment Inguiry Collected Earned Revenue : =z75 n00.00 t
(pasva) Collected UnearnediDeferred Revenue : 5g 0 Q
Q

Revenue Budget - b Budgeted Amounts
Level 2 (BO4ZLVZ)

Cash Balances P General Information

(CBALSQ)
Documents Top

CTTIETEN LTI EE -+ Modified Budaet Line Controls o Next Level
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4. The following tables defines some of the key fields on the Allotment Inquiry page:

Revenue Actuals

Billed Earned Revenue that has been billed (Project Billing) but not received
Revenue

Collected Earned Revenue that has been received

Revenue

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. There is also a download feature available which will download the
list of documents to Excel.

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.

M&dvantage Jump tof ACTPL i' Go @ Home ﬁ Personalize @.&\ccessitilﬂy ig App Help Tﬂ About
Welcome, Rachelle Wikins Procurement Accounts Payable Accounts Receivable Budget Cost Accounting
Budget Capital Budgets
Save Al
T This area contains the inguiries and documents used to process and manage capital projects.
ose
. = Inquiries
Operating Budgets This section contains inquiries used to view appropriation, allotment, and cash balances for capital projects.
Capital Budgets Appropriation Inguiry (BQ4311)
Alotment Inguiry (BO43LV2)
Inguiries. Revenue Budget - Level 1 (BA471V1)
Revenue Budaget - | evel 2 (BO421 W2}
Documents Cash Balances (CBALSQ)

Management Budgets
P Documents
This section contains the documents used to establish or modify an appropriation, allostment, or revenue budget for a capital project.
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2. Select the Revenue Budget — Level 2 link.

Jump to:

Tnm\ M A dvantage

Procurement Accounts Payable

Accounts Receivable

Budget Cost Accounting

&Iﬂ chme é’Perscnalize @Acceaeitilﬂy EIAFF:HEIF T About

I Welcome, Rachelle Wilking

Budget Revenue Budget 42: Level 2
sae Menu
Restart
Save All BF) nd Departmen Revenue Source Current Budget Total Revenue Unrecognized Revenue

/= Search - Windows Internet Ex... -
Close

Operating Budgets |§ TETLETTT E|

Capital Budgets
Inquiries B 'L Total Revenue :

Appropriation Inffl Fund: 'L Unrecognized Revenue :
(BQ43LWV1) Department : -;,
Allgtment Inguirg} Revenue Source : Q
(BR43LV2) Ok Clear Cancel -.:,;-'

Level 1 (BO421%

+ Revenue Budget -
Level 2 (BO4ZLVZ)

Cash Balances
(CBALSQ)

Documents

Management Budgets

Revenue Budge
F =

b General Information

Top

o Modified Budget Line Controls o Supported Expense Budgets

o Previous 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:

The Budget Fiscal Year for all Capital Projects is “9999”. You can enter the “9999”

BFY

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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Welceme, Rachelle Wilkins

Budget

M\ M&dvan_tage ﬁ'ﬂ chme ﬁperacnalize @Acceeeitilﬂy i% App Help T About

Procurement Accounts Payable Accounts Receivable Budget Cost Accounting

Revenue Budget 42: Level 2

Save
Restart
Save All
Close
Operating Budgets
Capital Budgets
Inguiries

Appropriation Inguiry
(BQ43LV1)

Allotment Inguiry
(BO43LV2)

Revenue Budget -
Level 1 (BO42LV1)

~" Revenue Budget -
Level 2 (BO42LVZ)

Cash Balances
(CBALSQ)

Documents

Management Budgets

BFY Fund Department Revenue Source CurrentBudget Total Revenue Unrecognized Revenue
-~ 9999 CY06 130 BFGF 5375,000.00 50.00 E0.00

95595 CY06 130 N0 50.00 5875,000.00 5875,000.00
First Prev Next Last

Search ®k
< Revenue Actuals
Unbilled Earned Revenue : ;0 Total Revenue : 5 g
Billed Earned Revenue : < g Unrecoanized Revenue : =g gg
Collected Earned Revenue : = o

Collected UnearnediDeferred Revenue : 5q.gp

LOLLPLP

Billed Unearned/Deferred Revenue : <

b Budgeted Amounts

P General Information

Top

~f Modified Budaget Line Controls = Previous Level  Supported Expense Budgets

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

128




e M ARSI T eMARS 320 Executing Capital Projects in eMARS

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. There is also a download feature available which will download the
list of documents to Excel.

6. The Previous Level link at the bottom of the screen will display the summarized Budgeted Funding
for the selected Capital Project.

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.

m“ﬁ\ M&dvantage Jump to: A co ﬁa Home é’ Personalize @Accessitilﬂy i% App Help ﬂﬁ About
Welcome, Rachelle Wilkins Procurement | Accounts Payable | Accounts Receivable Budget Cost Accounting
Budget Capital Budgets
Save Al
o This area contains the inguiries and documents used to process and manage capital projects.
ose
= Inquiries
Operating Budgets This section contains inguiries used to view appropriation, allotment, and cash balances for capital projects.
Capital Budgets Appropriation Inquiry (BO43L01)
Allotment Inguiry (BA43LWZ)
Inquiries Revenue Budget - Level 1 (BO42L V1)
Revenue Budget - L evel 2 (BO421 W3}
Documents Cash Balances (CBALSO)

Management Budgets
P Documents
This section contains the documents used to establish or modify an appropriation, allotment, or revenue budget for a capital project.
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Select the Cash Balances link.

come, R Wilkins
Budget

Save
Restart
Save Al
Close
Operating Budgets
Capital Budgets
Inguiries

Appropriation Inguiry
(BO43LV1)

Alletment Inguiry
(BO43LW2)

Revenue Budget -
Level 1 (BQ&2LV1)

Revenue Budget -
Level 2 (BQ42LV2)

-~ Cash Balances
(CBALSQ)

Documents.

Management Budgets

m M Advantage

‘Cash Balance Summary

Jump to:

Procurement

ounts Payable

ﬁlﬂ @Hcme ﬁperecnalize @Accee

unts Rec

ivable Budget

sibiity [gd App Help . About| [B]

Fund Name
-~ 0100 General
01AP  Aband Prop

Cash Balance
(21,081 666,963.74)
$365,805,170.80

(51,062,505 857.54)
£365,205,170.80

01NE  Unredeemed $21,706,436.38 $21,706,436.38
0MZZ CAFR USE ONLY 50.00 50.00
0301 50.00 50.00
0302 50.00 50.00
0303 50.00 $0.00
0304 50.00 50.00
0305 F0.00 $0.00
0308 20.00 £0.00
First Prev Next Last
Search
Fund: gqpg

Cash Balance :

Pending Increase Non-Cash :
Pending Decrease Non-Cash :
Pending Increase Cash:
Pending Decrease Cash:
Accepted Increase Non-Cash :
Accepted Decrease Non-Cash :
Adjusted Cash Balance :

Cash Balance Minimum :

Available Cash Balance :

of Cash Balance Detail ® Cash Balance Summary Maintenance

(51,061,666,963.74)
50.00
$32,287,076 62
$4,609,611.00

sysloys

$5,448,504.80

(525.49) Q
$64,123 673 .95 Q
(51,062,505,857.54)
50.00

(51,062,505,857.54)

Adjusted Cash Balance Available Cash Balance

(51,062,505 857.54)
£365,805,170.80
521,706,436.28
£0.00

50.00

£0.00

50.00

50.00

50.00

£0.00
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3. Click Search.

Budget

Save

Restart

Save All

Close
Operating Budgets
Capital Budgets

Inguiries

(BQ43LV1)

Appropriation Inj

JI"A M Advantage

Welcome, Rachelle Wilking.

=

Cash Balance Summary

Procurement

Accounts Payable

Accounts Receivable

ilﬂ @Hcme &Perecnalize @Acceeeitil’rty @AFFHEE T About

Budget

Cost Accounting

Allotment Inguiry
(BQ43LVZ)

Rewvenue Budget -

Adjusted Cash Balance Available Cash Balance

nd Hame ash Balance

= - o =23
(= Search - Windows Intemet Explorer ) [(51,062,505,357.54} (51,062,505,857.54)
|é\ about bl m| | 536580517080 $365,805,170.80
$21,706,436.38 $21,706,436.38
p— $0.00 50.00

Fund: | -

$0.00 50.00
Available Cash Balance : 1 <000 <000
i EeagCancel ) 50.00 50.00
= — . $0.00 50.00
0305 50.00 $0.00 50.00
0306 50.00 $0.00 50.00

Level 1 (BQ42LW1)

Rewvenue Budget -
Level 2 (BQ42LV2)

First Prev Next Last

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.

\ M Advantage

Jump to:

Procurement

ﬁlﬂ @Hcme &Perecnalize @Acceeeitilﬂy EIAFFHEIF T About

Welcome, Rachelle Wilkins

Budget

Save
Restart
Save All
Close
Operating Budgets
Capital Budgets
Inquiries

Appropriation Inguiry
(BO43LV1)

Allotment Inguiry
(BO43LV2)

Revenue Budget -
Level 1 (BQ42LV1)

Revenue Budget -
Level 2 (BQ42LV2)

~ Cash Balances
(CBALSQ)

Documents

Management Budgets

Cash Balance Summary

Fund Name Cash Balance

~ CY06 130 $875,000.00

First Prev Next Last

Search

o Cash Balance Detail

Fund :

Cash Balance :

Pending Increase Non-Cash:
Pending Decrease Hon-Cash :
Pending Increase Cash:
Pending Decrease Cash:
Accepted Increase Non-Cash:
Accepted Decrease Non-Cash :
| Adjusted Cash Balance :
Cash Balance Minimum :

Available Cash Balance :

Adjusted Cash Balance

CY06
£875,000.00
50.00
50.00
£0.00
50.00
50.00
50.00

Accounts Payable | Accounts Receivable Budget Cost Accounting
Menu

Available Cash Balance

$875,000.00 $875,000.00
Q
Q
Q
Q
Q
Q
Q

$875,000.00
50.00
$875,000.00

o Cash Balance Summary Maintenance

Pending Increase Cash — Pending Decrease Cash.

5. The Available Cash Balance is the cash available in the fund.

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. KRS 45.770(5) states that no later than 30 days after a project has been accepted by the
Commonwealth and the contracts encumbered against that project has been closed, the project should
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:

e All Encumbrances and Pre-Encumbrances must be liquidated prior to closing the project.
e All transactions must be final (no pendings).
e Accrued Expenses must be zero.

e 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.

e The SAS-14 Account Maintenance form should be completed to inactivate the Capital Project
Fund and attached to the SAS-5.

o 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.

e 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 budget balance and cash balance are 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:
e Appropriation and Allotment Inquiry
e Revenue Budget — Level 2
e Cash
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From the Budget Workspace, select Capital Budgets.

MAdvantage

Welcome, Rachelle Wilkins
Budget

Sawe All
Close
Operating Budgets
Capital Budgets
Inquiries
Documents

Management Budgets

ilﬂ @Hcme ﬁPerscnaliz& t@f«cc&ssit‘il'ﬂ;r @AppHelp f: About @

Budget

Jump to:

Procurement Accounts Payable Accounts Receivable Cost Accounting

Capital Budgets

This area contains the inguiries 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.

Appropriation Inguiry (BO43LW1])
Allstment Inguiry (BO431L W2}
Revenue Budget - Level 1 (BQ42LW1)
Revenue Budget - Level 2 (BQ42LWZ)
Cash Balances (CBALSQ)

b Documents
This =ection contains the documents used to establish or medify an appropriation, allotment, or revenue budget for a capital project.

Select Appropriation Inquiry.

Budget

Save

Restart

Save Al

Close
Dperating Budgets
Capital Budgets

Inquiries.

- Appropriation Inguiry
(BO43ILV1)

Allotment Inquiry
(BO43ILVE)

Revenue Budget -
Level 1 (BQ42LV1)

Revenue Budget -
Level 2 (BQ42LV2)

Cash Balances
(CBALSQ)

Documents

Management Budgets

unts Payable wvable

Budget Co

Appropriation Budget

BFY Fund Department

First Prev Next Last

Apprg= L)
4 (= Search - Windows Internet Expl... E@ﬂ

(& about:blank 2

Search B

= Expense Actuals BFY: |
Purchase Reservations :
Fund:
Pre-Encumbered :
Department :
Encumbered :
Appropriation :
Accrued Expenses : Ftels

Cash Expenses :

DOk Clear Cancel

b Budgeted Amounts

b General Information

Top

o Modified Budget Line Controls o Next Level

134




-

eMARS 320 Executing Capital Projects in eMARS

4. The Search popup box will appear. Enter the fund for the project and select Ok.

A\ M A dvantage

Welcome, Rachelle Wilkins

Jump to:

Procurement

Accounts Payable Accounts Receivable Budget

ilﬂ @Hcme ﬁperecnalize @Acceeeitilﬂy @AppHelp ﬂ'ﬂ About @

Cost Accounting

Budget

Appropriation Budget

Save
Restart
Save Al
Close
Operating Budgets
Capital Budgets
Inguiries

- Appropriation Inguiry
(BO43LVT)

Allotment Inguiry
(BO43LV2)

Revenue Budget -
Level 1 (BQ42LV1)

Revenue Budget -
Level 2 (BO42LWZ)

Cash Balances
(CBALSQ)

Documents

Management Budgets

BFY Fund

Search ¥k
¥ Expense Actuals
Purchase Reservations :
Pre-Encumbered :

Encumbered :

Department
~ 9999 CBAT 520
First Prev Next Last

50.00
30.00
30.00

Accrued Expenses : g 0p

Appropriation

CPTL

Cash Expenses : ¢z 723 00

b Budgeted Amounts

« General Information

BFY :

Fund:
Department :
Appropriation :

Top

95595
CHAT
520
CPTL

o Modified Budget Line Controls

Q
"y Unobligated : 51 gp
*’ Unexpended Accrued : = gg

Current Budget Encumbered Actual Expenses Unobligated
52,724.00 30.00 $2,723.00 51.00

Uncommitted : g1 g

V Unexpended Cash : =1 gp
'-:{,. Actual Expenses : £ 72300

Name : ggo9 CEAT-520-CPTL
Description :

Active : [

o Next Level

5. Confirm that the Encumbered and Accrued Expenses amounts are

amount of $1.00.

zero. Note the Unobligated
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6. Select the Next Level link. This will open up the Allotment Inquiry page.

m’\ MS\dvantage Jump to: ﬁlﬂ @Hcme ﬁperecnalize @Acceeeitilﬂy E,App Help f’ About

Welcome, Rachelle Wilkins Procurement | Accounts Payable | Accounts Receivable Budget Cost Accounting
Budget Expense Budget
Save Menu
Restart
L - Current Actual .
brY rund Department Appropriation pureau Ubject
Save Al BFY Fund Department Appropriation Bureau Object Budget Encumbered Tt Unobligated
Close .« 9999 CBAT 520 CPTL CPTL  ET03 £2,724.00 £0.00 £2,723.00 £1.00
Operating Budgets First Prev Mext Last
Capital Budgets
Search @k
Inquiries
. ¥ Expense Actuals
v f’épg;;ﬂj;“;" Inquiry Purchase Reservations : < g 'L Uncommitted : 59 g
Pre-Encumbered : < g Unobligated : =1 g
Alletment Inguiry _<'
(BO43LW2) Encumbered : = gg Q Unexpended Accrued : =
Revenue Budget - Accrued Expenses : ¢ g '-:{, Unexpended Cash: =1 g
Level 1 (BQ42LV1) Cash Expenses : =3 723 (g 'L Actual Expenses : =7 723 (1
Revenue Budget -
Level 2 (BQ42LVZ) p Budgeted Amounts
Cash Balances 1
(CBALSQ) b General Information

Documents.

-
Management Budgets ey

of Modified Budget Line Contrele & Previous Level

7. Note the Unobligated amount for each Object. Object E703 - $1.00.
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8. From the Secondary Navigation panel, select the Revenue Budget — Level 2 link.

Procurement | Accounts Payable | Accounts Receivable Budget Cost Accounting

I Welcome, Rachelle Wilkins

mM&dvantage Jump to: ilﬂ @ Home ﬁ Personalize @Accessibil'ﬁy @App Help f: About @

Budget Revenue Budget 42: Level 2
Save
Restart
Save All 1d Current Budget Total Revenue Unrecognized Revenue
@ Search - Windows Inte
Close —
2 about:blank §|

Operating Budgets
Capital Budgets

BFY: | = .
Q Total Revenue :
Y Unrecognized Revenue

Inquiries

Fund :
Appropriation Inf§

(BO43LV1) Department : _Q
Alistmant Inguirgl Revenue Source : Q
(BQ43LVZ) Ok Clear Cancel _Q

Revenue Budgg
Level 1 (BQ421%

-~ Rewvenue Budget -

Level2 (BQAZLVI) b General Information

Cash Balances

(CBALSQ) Top
Documents . . .
" Modified Budget Line Controls & Previous Level O Supported Expense Budgets
Management Budgets
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9. Enter the fund for the project and select Ok.

m’\ ij‘\dvantage Jump to: ﬁlﬂ @Hcme ﬁperecnalize @Acceeeitilﬂy E,App Help f’ About @

Welcome, Rachelle Wilking Procurement Accounts Payable Accounts Receivable Budget Cost Accounting
Budget Revenue Budget 42: Level 2
Save Menu
Restart
Save Al BFY Fund Department Rewvenue Source CurrentBudget Total Revenue Unrecognized Revenue
—— -~ 9999 CBAT 520 BFIl 52,724.00 20.00 20.00
9559 CBAT 520 NETS 30.00 52,724.00 52,724.00

Besingfudoets First Prev Next Last

Capital Budgets

Inquiries Ea b

- ) = Revenue Actuals
Appropriation Inguiry

(BQ43LVT) Unbilled Earned Revenue : =; ng ({ Total Revenue : = g
Allotment Inguiry Billed Earned Revenue : (. 0p -.Z¢ Unrecoagnized Revenue : 5 g
(BR43LV) Collected Earned Revenue : = (g ‘.
Revenue Budget - Collected UnearnediDeferred Revenue : = -_:{f
Level 1 (BQ42LV1) i -

Billed UnearnediDeferred Revenue : < g Q

+ Revenue Budget -
Level 2 (BQ42LV2)

b Budgeted Amounts
Cash Balances
(CBALSD) b General Information

Documents.
Manage ment Budgets Top

o Modified Budget Line Controls o Previous Level O Supported Expense Budgets

10. Note the Revenue Source of BFIl and the Current Budget amount of $2,724.
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11. From the Secondary Navigation panel, select the Cash Balances link.

come, R Wilkins
Budget

Save
Restart
Save Al
Close
Operating Budgets
Capital Budgets
Inguiries

Appropriation Inguiry
(BO43LV1)

Alletment Inguiry
(BO43LW2)

Revenue Budget -
Level 1 (BQ&2LV1)

Revenue Budget -
Level 2 (BQ42LV2)

-~ Cash Balances
(CBALSQ)

Documents.

Management Budgets

m MAdvantage Jump to:

Procurement ounts Payable

‘Cash Balance Summary

ﬁlﬂ @Hcme ﬁperecnalize @Accee

unts Receivable Budget

sibiity [gd App Help . About| [B]

Fund Name
-~ 0100 General
01AP  Aband Prop

Cash Balance
(21,081 666,963.74)
$365,805,170.80

(51,062,505 857.54)
£365,205,170.80

01NE  Unredeemed $21,706,436.38 $21,706,436.38
0MZZ CAFR USE ONLY 50.00 50.00
0301 50.00 50.00
0302 50.00 50.00
0303 50.00 $0.00
0304 50.00 50.00
0305 F0.00 $0.00
0308 20.00 £0.00
First Prev Next Last
Search
Fund: gqpg

Cash Balance :

Pending Increase Non-Cash :
Pending Decrease Non-Cash :
Pending Increase Cash:
Pending Decrease Cash:
Accepted Increase Non-Cash :
Accepted Decrease Non-Cash :
Adjusted Cash Balance :

Cash Balance Minimum :

Available Cash Balance :

of Cash Balance Detail ® Cash Balance Summary Maintenance

(51,061,666,963.74) (Q
$0.00
$32,287,076 62
$4,609,611.00

$5,448,504.80
(526.49)
$64,123,973.96
(51,062,505,857.54)
£0.00

POLLLLS

(51,062,505,857.54)

Adjusted Cash Balance Available Cash Balance

(51,062,505 857.54)
£365,805,170.80
521,706,436.28
£0.00

50.00

£0.00

50.00

50.00

50.00

£0.00
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12. Select Search, enter the Fund for the project and select Ok.

M\M&dvantage Jump to: i'ﬂ @Hcme e&’Perecralize i@.-‘—-.cceeeitil'ﬂ;r IE App Help f’ About

Welcome, Rachelle Wilking Procurement Accounts Payable Accounts Receivable Budget Cost Accounting
Budget Cash Balance Summary
Save Menu
Restart
Save Al Fund MName Cash Balance Adjusted Cash Balance Available Cash Balance

+ CBAT 520 £1.00 $1.00 £1.00
First Prev Next Last

Close

Operating Budgets

Capital Budgets Search
Inquiries Fund: cgat
Appropriation Inquiry Cash Balance : gq gy i.
(BQ43LV1) Pending Increase Non-Cash: zq g ._'__;
Allotment Inguiry Pending Decrease Non-Cash: g p ._'__;
(BO43LVZ) i )
Pending Increase Cash: g g Q
Revenue Budget - " .
Level 1 (BQ42LV1) Pending Decrease Cash: gp g ad
Accepted Increase Non-Cash : g g Q
Revenue Budget - .t
Level 2 (BQ42LW2) Accepted Decrease Non-Cash: zp g Q
~ Cazh Balances 1 Adjusted Cash Balance : g1 g
(CBALSQ) Cash Balance Minimum : =g g
1
Documents Available Cash Balance : g1 gg
i IR  Cash Balance Detail = Cash Balance Summary Maintenance

13. Note the Cash Balance of $1.00.

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 unobligated balances identified on the Appropriation Inquiry screen, we
will reduce the Appropriation by $1.00. At the Allotment level, Object E703 will be reduced by
$1.00. Assuming that the project is being closed after the close of the biennium in which the pool
was created, the remaining cash of $1.00 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 $1.00. Let's look at the SAS-5.
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Commonwealth of Kentucky

SAS5 Date: 5/22/2013
2008 CAPITAL PROJECT baca { of 2
. o Sub- |Accounting Template ’
Fund Dept Unit Activity Activity D Project Manager
CBAT 520 D520 JP21 00
3 eMARS Document Numbers
Agency  Kentucky State Police
Project
Name Roof Repair Post 13 CPTL-C6AT-CLOSE
Project Project
Location Post 13 - Hazard Estimate 2,724.00
Appropriation (BGE43 Level 1) Allotment (BGE43 Level 2) Recelpts/Transfers (JV2T)
Event Type Amount (+/-) Object Amount (+/-) Object Amount (+/5)
Current Amount 2,724.00] Current Amount 2,724.00] Current Amount 2.724.00
Increase/Decrease AB66 -1.00 E703 -1.00 T879 -1.00
Increase/Decrease
Increase/Decrease
Increase/Decrease
Increase/Decrease
Revised Amount 2,723.00] Revised Amount 2,723.00] Revised Amount 2,723.00
Cash Transfers (JV2T)
BFY Fund Dept Unit Function | Object Description Amount
5998 C21M 765 OSBD MNB79 1.00
Revenue Budget (BGR42)
Revergl:ﬁiource Current Amount Increase/Decrease Revised Amount JV2T Audit Check
BFII 2,724.00 -1.00 2,723.00 Receipts/Transfers -1.00
Cash Transfers 1.00
Balance 0.00
Total 2,724.00 -1.00 2723.00
Event Event
Fund Dept Type Amount (+£) PosiinereassiDacrease Fund Dept Type Amount (+/)
Appropriation (BGE43 Level 1)
Diept for Faciliies and Support Services, Finance and Administration Cabinet Policy and Budgsl Analyst £ Qffice for Palicy and Management
Agency Stgnaturs Dieputy State Budget Director, Govemar's Office for Policy and Management
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Commonwealth of Kentucky

SAS5 Date: 5/22/2013

212008 CAPITAL PROJECT B2t 2
Cash Transfers (JV2T) Continued

BFY Fund Dept Unit Function | Object Description Amount

Project Description or Information:

Project Completed - Close Project.

CODE LISTING TO

APPROPRIATION (BGE43 LEVEL 1) EVENT TYPE

X001 Regular Budget

X010 Other Budget Revision

X050 Maintenance Pool Appropriation

Xog0 Appropriation from Mon-Maintenance Pool

X070 Appropnation - Heritage Land Conservation

X080 Appropriation - Coal Severance Tax

X500 Equipment/Purchase Contingency Fund

X600 Emergency, Repair, Maintenance and Replacement
XE40 Statewide Deferred Maintenance Fund

XB66 Backout for Closed Projects

ALLOTMENT (RGE43 LEVEL 2) OBJECT

E701 Architect and Engineer Fees

E703 General Construction

E704 Liens

E710 Computer Equipment

E712 Movable Equipment Fumnishings
E717 Land/Right of Way

E718 Legal and Administration Costs
E723 Aircraft and Related Equipment
E724 Special Mobile Equipment

E725 Miscellaneous Expenses

E726 Agency Labor

E727 Agency Material and Equipment
E728 Service by Other Agencies

E729 Capital Construction Grant

E732 University Construction Reimbursement
E734 Economic Development Bond Loans

REVENUE SOURCE CODE (BGR42)

BFBF Bond Fund

BFCO Equipment/Purchase Contingency Fund
BFDM Statewide Deferred Maintenance Fund
BFEM Emergency Repair, Maintenance & Replacement Fund
BFFF Federal Fund

BFGF General Fund

EFIl Investment Income

BFOF Other Fund

BFRD Road Fund

BFRF Agency Revenue Fund

BFSU Capital Construction Surplus Fund
EFTE Tobacco Fund

COMPLETE THE CAPITAL PROJECT FORM
JV2T TRANSFER FROM OPERATING FUND TO CAPITAL FUND
T60C ‘Will always be used to transfer from an Operating Fund to Capital Fund

M1 __ Plus the Operating Fund Type vou're transferring from
Example: MN113 for 1300 Fund Type

JV2T TRANSFER FROM CAPITAL FUND TO OPERATING FUND

TG __ Plus 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 Operating Fund

OPERATING FUND TYPES

01  General Fund 03 Debt Service Fund

11 Transportation Fund 12  Federal Fund

13 Agency Revenue Fund 14  Other Special Revenue Fund
21 State Parks Fund 22 State Fair Board Fund

29 Harse Park Commission Fund 32 Computer Services Fund

35  Prison Industries Fund 36 Central Printing Fund

37  Property Management Fund 65 Tobacco Fund

JV2T INTRA-FUND CODES - Capital Fund to Capital Fund

Each Object Code will beginwithan "N "ora™T"

873 General Fund

874 Federal Fund

a75 Bond Fund

878 Emergency, Repair, Maintenance & Replacement Fund
a77 Equipment/Purchase Contingency Fund
878 Agency Fund

879 Investment Income Fund

880 Other Fund

a1 Road Fund

882 Capital Construction Surplus Fund

883 Surplus Bond Proceeds

884 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).

select Create.

\ M Shdvantage Jump to:

Budget Document Catalog

Save

Search &k
Restart ~
+ Document Identifier

. Code :|goEsas ﬂ Unit :

Close Dept. : ID
Operating Budgets

Capital Budgets w Other Options

- Auto Numbering : |~
Inquiries
Create Template : [~
Documents

~ Capital Expense
Budget (BGE43) Create

Capital Revenue Menu
Budget (BGR4Z)

Transfers (JV2T)

Management Budgets 4

ilﬂ @Hcme ﬁPerecnﬁlize @Accessitil'ﬂy @App Help Tﬂ About

Welcome, Rachelle Wilkins Procurement | Accounts Payable | Accounts Receivable Budget Cost Accounting

16. Complete the following information:

Dept

520

Unit

D520

ID

CPTL-C6AT-CLOSE

Select Create.

JI"NAM Advantage Jump to] UNT

Welcome, Rachelle Wilkins Procurement

Transaction Date: )
Budget FY:
Fiscal Year:
Period:

Start Date:

|

End Date:
Created By: PTT0004

Created On: 05/22/2013

Modified By: PTT0004
Modified On: 05/22/2013

Capital Budget Document(BGE43) Dept: 520 ID: CPTL-CSAT-CLOSE  Ver.: 1 Function: New Phase: Draft -

ﬁ\ﬂ @Hcme ﬁparecnaﬁze @Acceeeimlﬂy E‘App Help f’ About

Accounts Payable Accounts Receivable Budget Cost Accounting

ﬁ Save “» Undo

Load Consirainis
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17. On the Header, ente

r “9999” in the Budget FY and then select the Appropriation Budget tab.

Welcome, Rachelle Wilkins

m VA dvantage

ﬁlﬂ @Hcme &Perecnalize @Acceeeitil'ﬂy EA;;HEI; T About @

Procurement Accounts Payable Accounts Receivable Budget Cost Accounting

Jump to:| UNIT

Capital Budget Document(BGE43) | Dept: 520 ID: CPTL-CBAT-CLOSE Ver.: 1 Function: New Phase: Draft -
| Header |
Budget FY Fund Department Appr Unit Dollar Amount Increase/Decrease Event Type T
From (1 to 0 Total: 0
Appropriation Budget ﬂ
Action: Budget FY:
Event Type: &I Fiscal Year: &I
Name: Period: 1
Start Date: = Fund: |
b End Date: e Department: |
Dollar Amount: ”
F Appr Unit: ﬁl
Increase/Decrease:
Contact: A
Contact Name:
Description: -
[24 nsert New Line | [E4 Insert Copied Line | B4 Edit with Grid

Appropriation Controls Total Lines: 0
Expense Budget Total Lines: 0
Expense Controls Total Lines: 0
[ copy | Validate | E1 submit | [§ Discard | & Print | Processing ¥ | | warkfiow ¥ | | Fie~ | | B3 Cluse|

18. Select the Insert New Line button 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 1.00

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

C6AT

Department

520

Appr Unit

“‘CPTL”

Contact

Leave blank. Not used on this document.

Description

Leave blank.

House Bill Number

2010

O, M Advantage

ﬁlﬂ @Hcme ﬁPeracnahza @'ccaaewbilﬂ_\-‘ @ﬁppHelp f’ About

Jump to;

Welcome, Rachelie Wilkins

Capital Budget Doc:ument{BGEﬁ)l Dept: 520 ID: CPTL-CBAT-CLOSE Ver.:. 1 Function: New Phase: Draft ‘ 2
| |

Procurement Accounts Payable Accounts Receivable

‘ Header
-
Budget FY Fund Department Appr Unit Dollar Amount Increase/Decrease Event Type
Increase m
From 1 1o 1 Total 1
Appropriation Budget
| foneoeton bt | A
Action: Modify - Budget FY:
Event Type: | xGg5 &) Fiscal Year: |
Name: Period:
Start Date: Fund: | CEAT &
End Date: ez Department: | 520 &I
b Dollar Amount: | 1 Appr Unit: | CPTL i?
Increase/Decrease: Decreaze
K Contact: &
Contact Hame:
Description:
House Bill Number: 2010
A save | 'S Undo | [Z4 Insert New Line \ [E4 Insert Copied Line | B4 Edit with Grid
Appropriation Controls Total Lines: 0
Expense Budget Total Lines: 0
Expense Controls Total Lines: 0
[ copy | Validate ‘ E{ Submit | [3¢ Discard | & Print | Processing ¥ | | Workflow ¥ ‘ | File > | B3 Close |
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19. Select the Expense Budget accordion. Select the Insert New Line button 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 1.00

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 C6AT

Department 520

Appr Unit “CPTL”

Bureau “‘CPTL”

Object E703

Contact Leave blank. Not used on this document.

Description Leave blank.

House Bill Number | 2010
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vantage

Capital Budget nocumm{sszm| Dept: 520 1D: CPTL-CBAT-CLOSE

ounts Payabls

&Iﬂ @Home ﬁperscnahze @Accasswbil‘ﬂy @ﬁppHelp f About

unts Receivable Budget

Ver: 1 Function: New Phase: Draft x

Total Lines: 1

iation Budget

Appropriation Controls

Total Lines: 0

Expense Budget

Increase EF -

Action:
Event Type:
Name:
Start Date:
End Date:

Dollar Amount:

IncreaseiDecrease:

&

Decrease -

Budget FY:

Fiscal Year:

3

Period:

Fund: CsAT

B B

Department: | 520

m

Appr Unit: | CPTL &

Bureau: CFTL

B B

Object: | £703
Contact: &

Contact Hame:

Description: *

House Bill Number: | 2010

ﬁ save| ;—} undn|

Ef::-i Insert New Line ‘ E.4 Insert Copied Line | | @ Edit with Grid

Perform Budget Rollup | | Smart Budget Rollup |

Expense Controls

Total Lines: 0

=

| B Vaiidate ‘ [E3 submt |

| B¢ piscara |

@J Print | | Processing ™ | workfiow ~ ‘ | File = E Close |
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20. 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.

[View All 1 of 1 |4 Document validated successfully

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

22. From the secondary navigation panel, select Capital Revenue Budget (BGR42). On the Document
Catalog screen select Create.

M &dvantage Jump to: il Go @ Home ﬁ Perzonalize @Acceesitilﬂy i% App Help f: About
Welcome, Rachelle Wilking Procurement | Accounts Payable | Accounts Receivable Budget Cost Accounting
Budget Document Catalog
Save
Search Sk
Restart )
= Document Identifier
SR Code : goRdz Q Unit :
Close Dept. : ID :

Operating Budgets

Capital Budgets = Other Options

. Auto Numbering : [
Inguiries
Create Template : [~
Documents

Capital Expense
Budget (BGE43) Create

+ Capital Revenue IMenu
Budget (BGR42)

Transfers (JV2T)

Management Budgets

23. Complete the following information:

Dept 520
Unit D520
ID CPTL-C6AT-CLOSE

Select Create.
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mmM &dvaﬂtage Jump to: ﬁlﬂ @ Home \*559 Perzonalize @Acceulbﬂﬂy @App Help fﬂ About @

Procurement Accounts Payable unte Receivable Budget Cost Accounting

Transaction Date:
Budget FY:
Fizcal Year:
Period:

Start Date:

End Date:

Created By: PTT0004
Created On: 05/22/2013
Modified By: PTT0004

Modified On: 05/22/2013

H save | “3 Unde Load Constraints.

24. On the Header, enter “9999” in the Budget FY and then select the Detail Revenue accordion.
mmM &d‘raﬂtage Jump to: ilﬂ chma ésPerscnalize @Accessib\l'ﬁy @AppHelp f‘ About @

ielcome, Rachelle Wilkins. Procurement Accounts Payable Accounts Receivable Budget Cost Accounting

R Budget 42 D t{BGR42) | Dept: 520 ID: CPTL-CBAT-CLOSE Ver.: 1 Function: New Phase: Draft j
Header
Summary Revenue Total Lines: 0
Summary Controls Total Lines: 0
il =1
e e O —————————————————————— |
-
Budget FY Fund Department Revenue Dollar A it Event Type F
From { to 0 Total 0
a
Action: Budget FY:
Event Type: 3 | Fiscal Year:
Name: Period: F
| Start Date: Fund: &
End Date: Department: $|
Dollar Amount: Revenue: |
Increase/Decrease: Contact: 3 |
Contact Hame:
Description: -
House Bill Number: - i
¢ Insert New Line | | (B4 Insert Copied Line | | i Edi wih Grid | Perform Budget Rollup | | Smart Budget Rollup |
Detail Controls Total Lines: 0 |
[® Ccopy | Walidate | E4 Submit | [3¢ Discard | & Print | | Processing ™ | | Workflow ¥ ‘ M E3 Cclose |
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25. Select the Insert New Line button 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 1.00

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 C6AT

Department 520

Revenue BFII

Contact Leave blank. Not used on this document.

Description May be used to enter a description.

House Bill Number

2010
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mmMS&dVaﬂtage Jump to ﬁlﬂ @Hcme ﬁperscnahze @n.ccezs\bilﬂ_\-‘ @nppHelp f’ About

Welcome, Rachelle Wikins Procurement | Accounis Payable = Accounts Receivable | Budget

Revenue Budget 42 DocumentlBGm2)| Dept: 520 ID: CPTL-CBAT-CLOSE Ver: 1 Function: New Phase: Draft | :
Header =
Summary Revenue Total Lines: 0
Summary Controls Total Lines: 0
|
Budget FY Fund Department Revenue Dollar Amount Increase/Decrease Event Type i
Increase i
From 1 fo 1 Total: 1
Detail Revenue ¥ < |
s==
Action: New g Budget FY:
Event Type: | XRMD ﬁi Fiscal Year:
Name: Period:
Start Date: Fund: | CEAT &
; End Date: B Department: | 520 & E
Dollar Amount: | 1 Revenue: | GFll &
{ I
Increase/Decrease: Decrease v Contact: *!
Contact Name:
Description: -
House Bill Number: | 2010
H save | 5% Undo | [24 Insert New Line ‘ [E4 Insert Copied Line | EE Edit with Grid Perform Budget Rollup | Smart Budget Rollup |
Detail Controls Total Lines: 0 i
[ copy | Validate ‘ Ed submit | [3& Discard | & Print | Processing * | Workflow ¥ ‘ | File = | | [E3 Close |

26. Select Smart Budget Rollup. This will create the Summary Revenue line that is required to process
the document.

27. 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.

Siew Al 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.
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30. From the secondary navigation panel, select Transfers (JV2T). On the Document Catalog screen
select Create.

ilﬂ fﬁ Home ﬁ Per=onalize

Procurement Accounts Payable Accounts Receivable Bud

Jump to:

Budget Document Catalog

Save
Search Sk
Restart )
= Document Identifier
save Al Code : | o1 g Unit :
Close Dept. : ID:

Operating Budgets

Capital Budgets ¥ Other Options

. Auto Numbering : [~
Inguiries

Create Template : | [
Documents

Capital Expense
Budget (BGE43) Create

Capital Revenue Menu
Budget (BGR42)

~ Transfers (JW2T)

Management Budgets

31. Complete the following information:

Dept 520
Unit D520
ID CPTL-C6AT-CLOSE

Select Create.
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32. Leave the Header screen blank. Select the Accounting accordion and select the Insert New Line
button.

mM&dvantage Jump to: ﬁlﬂ @Hcme ﬁperecnalize @Accessitilﬂy E;‘«pp Help {'ﬂ About

Welcome, Rachelle Wi Procurement Accounts Payable Accounts Receivable Budget Cost Accounting

Transfer(JV2T)  Dept: 520 ID: CPTL-CEAT-CLOSE Ver: 1 Function: New Phase: Draft =

=
Accounting Line Line Amount Event Type
0 (0]
From 1 to 1 Total: 1 Go to line: Go
= List View
e ET IR (Gl I Reference | Fund Accounting | Detail Accounting | Special Reference ﬂ
—
Event Type: ﬁl Budget FY:
Accounting Template: | Fiscal Year:
Line Description: e Heriud
Charge Class: ﬁl
¥ . Charge Class Rate:
[ Line Amount: Charge Units:
Line Closed Amount: Bank: A |
LA
Line Closed Date:
H save | 3 Undo | 24 Ingert New Line | [24 Insert Copied Line | Ed Edit with Grid |
Posting Total Lines: 0 Posting Line: none |
[ t:npy| Validate| 3] Subm'rt| 3 Dlscard| = Printl Processing ~ | | workfow ~ | | Fie~ | | B3 cmel

33. Complete the following information on the General Information tab:

Event Type XCO02 — Off-Budget Transfer Out
Accounting Template | JC6AT — Accounting template for project
Line Description Leave blank.

Line Amount 1.00

Budget FY Enter “9999”

Fiscal Year Leave blank.

Period Leave blank.

Charge Class Leave blank.
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Charge Class Rate Leave blank.
Charge Units Leave blank.
Bank Leave blank.

34. Select the Fund Accounting tab. Enter “T879” in the Object field.

Reference | Fund Accounting || Detail Accounting || Special Reference ﬂ
Event Type: | xC0Z | Budget FY: 93993
Accounting Template: | JCEAT ﬁu Fiscal Year:
Line Description: - herioc
Charge Class: 4
= Charge Class Rate:
Line Amount: | 1.00 Charge Units:
Line Closed Amount: Bank: i'
Line Closed Date:
General Information | Reference Detail Accounting | Special Reference
Fund: 4| Object: | TE79 | Revenue: 4|
Department: 4| Sub Object: 4| Sub Revenue: 4|
Unit: & Dept Object: & Dept Revenue: 4|
Appr Unit: 4|

35. Select the Insert New Line button. Enter the following information on the General Information tab:

Event Type XCO03 — Transfer In

Accounting Template | GC21M — Capital Construction Surplus
Line Description Leave blank.

Line Amount -1.00

Budget FY Enter “9999”

Fiscal Year Leave blank.

Period Leave blank.

Charge Class Leave blank.

Charge Class Rate Leave blank.

Charge Units Leave blank.
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36. Select the Fund Accounting tab. Enter “N879” in the Revenue field.

[N LGBl Reference | Fund Accounting | Detail Accounting | Special Reference

Event Type: | XC03 o | Budget FY: 9333
Accounting Template: GC21M ﬁl Fiscal Year:
Line Description: - BErioE
Charge Class:
e Charge Class Rate:
Line Amount: | -1.00 Charge Units:
Line Closed Amount: Bank:

Line Closed Date:

General Information | Reference RLLEResIUILGE Detail Accounting | Special Reference

Fund: 4| Object: 4|
Department: 4| Sub Object: 4|
Unit: 4| Dept Object: 4|

Revenue: NETD

Sub Revenue:

B B B

Dept Revenue:

Appr Unit: 4

37. Select Validate. The fields from the templates will populate
Accounting tabs.

the Fund Accounting and Detailed
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38.

39.

One of the accounting lines is for a department outside of your security settings. Because of this,
you will receive the following error:

Severity Component Line Number Override Message Description ﬂ

Values in the organization fields are not authorized for the

@ Error CH_DOC_ACTG ACTG Line 1 —
current user.

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.

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.
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Exercise 6 — Complete SAS-14, SAS-5 and eMARS documents to Close
Capital Project

Scenario

HB 321 of the 1998-2000 Regular Session appropriated 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 C(Cash
2. From the Budget Workspace, select Capital Budgets.

F — = 5
{2 CGI Advantage - Internet Explorer - e — . —— - C=AE2q X |
CGI Advantage‘ Jump to: ﬁl Go @ Home &’ Perzonalize @Accessitil'ﬂy E App Help
—

Welcome, Phillip Rosel Procurement Accounts Payable Lim. nts Feceivable Cost Accounting Budget
Budget Capital Budgets
Save All
o This area contains the inguiries and documents used to process and manage capital projects.
nse
| = Inquiries
Operating Budgets This section contains inquiries used to view appropriation, allotment, and cash balances for capital projects.
Capital Budgets Appropriation Inguiry (BQ43LW1)
P Allotment Inguiry (BO43LW2Y {
Inguiries Revenue Budget - Level 1 (BO421LV1)
Revenue Budget - | evel 2 (BO421V2)
Documents Cash Balances (CBALSQ)

b Documents
This =ection contains the documents used to establish or modify an appropriation, alletment, or revenue budget for a capital

]

H

i

| Management Budgets
|

|| project.
[

[

#100% -
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3. Select Appropriation Inquiry.
mM&dvantage Jump to BO43LV1 &Iﬂ @Hcme ﬁperecnalize @Acceaaitili‘t}f E;‘app Help T About @

nts Payable Accounts Receivable Budget Cost
Budget Appropriation Budget
Save Menu
Restart
Save Al BFY Fund Department Appropriation Current Budget Encumbered Actual Expenses Unobligated
First Prev Mext Last
Close
Operating Budgets Search @B @
J (=2 Search - Windows Internet EE@Q
Capital Budgets - Expense Actuals | _
Pz . R
Inquiries Purchase Reservations : | | ‘= aboutblank s
+ Appropriation Inguiry Pre-fncumbered ;
(BO43LV1) Encumbered : BFY: |
Allotment Inguiry Accrued Expenses ; Fund :
(BQ43LV2) Cash Expenses : Department :
Revenue Budget - 1 AT |
Level 1 (BQ42LV1) ’
svel1 ( ! » Budgeted Amount

Revenue Budget -

Level 2 (BO42LVZ) b General Information
Cash Balances |
(CBALSQ) { Top

Documents

o Modified Budget Line Controls o Mext Level
Management Budgets

4. The Search popup box will appear. Enter the fund for the project from your Student Card.

mmM&dvantage Jump to:| BG43LV1 &Iﬂ @Hcme &E’Perecnﬁlize @Accaeeitilh’ @AppHelp T About @

Welcome, Rachelle Wilking Procurement Accounts Payable Accounts Receivable Budget Cost Accounting
Budget Appropriation Budget
Save Menu
Restart
Save Al BFY Fund Department Appropriation Current Budget E Actual Exp
— ~ 9999 CAS58 670 CPTL 52,850,000.00 50.00 $2,849,273.80 $726.20

First Prev Next Last
Operating Budgets

Capital Budgets Search ®k

Inquiries = Expense Actuals

Purchase Reservations : s gg Uncommitted : =725 20

~" Appropriation Inquiry <
(BO43LV1) Pre-Encumbered : < gg ﬁ Unobligated : =725 20
Allotment Inguiry Encumbered: gp oo Q Unexpended Accrued : 5725 20
(BQ43LVZ) Accrued Expenses: s g ﬁ Unexpended Cash: 725 2
Revenue Budget - Cash Expenses : 55 349 273 30 ﬁ Actual Expenses : =7 g49 773 80
Level 1 (BQ4ZLV1)
Revenue Budget - » Budgeted Amounts
Level 2 (BQA4ZLVZ)

4

Cash Balances b General Information
(CBALSO) !

Documents Top

LTI TEETITEE  Modified Budget Line Controls o Next 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 Expense Budget (Allotment Inquiry) page.

mm\MS\dVantage Jump to; BO43LV1 ﬁlﬂ @Hcme &Peracnalize @Acceaeitilﬂy @App Help T About

Procurement Accounts Payable Accounts Receivable Budget Cost Accounting

Welcome, Rachelle Wilkins

Budget Expense Budget

Save Menu

Restart

save All BFY Fund Department Appropriation Bureau Object Current Budget Encumbered Actual Expenses Unobligated

Theo +~ 9999 CASE8 670 CPTL CPTL ET1 $248,307.00 0.00 $245,306.48 $0.52

9999 CASE 670 CPTL CPTL ET03 52,431,144.00 20.00 £2,431,098.35 24564

DPEREBidgerS 9999 CAS8 670 CPTL CPTL ET04 $42,259.00 50.00 542 29857 50.43
Capital Budgets 9995 CASS 670 CPTL CPTL  ETiZ £128,250.00 50.00 $127,570.39 S679.61

Inquiries First Prev Next Last

+ Appropriation Inguiry
(BO43LV1) Search #k

Allotment Inguiry ¥ Expense Actuals

(BQ43LVZ) Purchase Reservations : 5p g t Uncommitted : = 52
Revenue Budget - Pre-Encumbered: = g -_:{' Unobligated : 5p 52
Level 1 (BQ42LV1) Encumbered: = gg ":<', Unexpended Accrued : g 52
Revenue Budget - = - .
Accrued Expenses : ] Unexpended Cash : 5;
Level 2 (BQ42LVZ) S ~ S
4 Cash Expenses : 574z 306 43 t Actual Expenses : 574 305 48
Cash Balances
(CBALSQ) !
b Budgeted Amounts
Documents
Management Budgets b General Information

Top
o Modified Budget Line Controls - Previous Level

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.

mM &dvantage Jump to BQ43LV1 &Iﬂ fﬁ Home y Personalize l@\a‘«lc:czetstsibiI'ﬂ:y @App Help T About @

I Welcome, Rachelle Wilkins Procurement | Accounts Payable | Accounts Receivable | Budget | CostAccounting
Budget Revenue Budget 42: Level 2
Save Menu
Restart
Save Al BFY Fund Department Revenue Source CurrentBudget Total Revenue Unrecognized Revenue
First Prev Next Last
Close
Operating Budgets -
=~ = Search ¥k @ Search - Windows Internet EE@Q
Capital Budgets = Revenue Al
J@ about:blank El
Inguiries Un = otal Revenue :
Appropriation Inquiry . ized Revenue
(BQ43LV1) Collef|| LA
Alletment Inguiry Collected Unearnd) Fund: |
(Bas2LV2) Billed Unear I Department :
Rewvenue Budget - | Revenue Source :

Level 1 (BQ4ZLW1)

+ Revenue Budget -

Level2 (BQ4ZLVZ) b General Information
1
Cash Balances
(CBALSQ) S
Documents i . )
- Modified Budoet Line Controls & Previous Level OF Supported Expense Budgets
Management Budgets
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9. Enter the fund for the project from your Student Card.

mmM&dvantage Jump to| BG4£3L\VA @Iﬂ @Hcme fPerscnﬁlize i@faccessitili‘t)r E,Am: Help f’ About

Welcome, Rachelle Wilkins Procurement | Accounts Payable | Accounts Receivable Budget Cost Accounting
Budget Revenue Budget 42: Level 2
Save Menu
Restart
Save Al BFY Fund Department Revenue Source CurrentBudget Total Revenue Unrecognized Revenue
— ~ 9999 CAS58 670 BFGF $2,850,000.00 50.00 20.00
9999 CAS8 670 N101 30.00 $2,850,000.00 52,850,000.00

PSRt Rgel First Prev Mext Last

Capital Budgets

Inquiries Search @k

- ) ¥ Revenue Actuals
Appropriation Inguiry

(BQ43LWV1) Unbilled Earned Revenue : z; g 'L Total Revenue : =q (g
Allotment Inguiry Billed Earned Revenue : = g t Unrecognized Revenue : = gg
(Ba43Lva) Collected Earned Revenue : = g (,
Revenue Budget - Collected Unearned/Deferred Revenue : =g g t
Level 1 (BQ42L01) i -

Billed Unearned/Deferred Revenue : = g Q

-~ Revenue Budget -
Level 2 (BQ42LW2)

i P Budgeted Amounts
Cash Balances
(CBALSQ) 1 » General Information
Documents
Management Budgets Top

R Modified Budget Line Controle 0 Previous Level & Supported Expense Budgets

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.

ﬂ]m\ M *Advantage

Procurement Accounts Payable Accounts Receivable Budget

Cost Accounting

Jump to{ BQ43LV1 ﬁlﬂ chme ﬁPerscnalize @Accessitilﬁy EA;; Help f’ About

Welcome, Rachelle Wilking
Budget

Save
Restart
Sawe All
Close
Dperating Budgets
Capital Budgets
Inquiries

Appropriation Inguiry
(BO43LV1)

Allotment Inguiry
(BO43LV2)

Revenue Budget -
Level 1 (BQ42LV1)

Revenue Budget -
Level 2 (BO42LVZ)

+ Cash Balances
(CBALSQ)

Documents

Management Budgets

Cash Balance Summary

Fund Name Cash Balance Adjusted Cash Balance Available Cash Balance
« 0100 General (S1,061,666,963.74) (81,062,505,857.54) (81,062,505,857.54)
01AP  Aband Prop 5355,805,170.30 $355,805,170.80 $355,305,170.30
0MNE  Unredesmad 521,706,436 38 21,706 43638 £21,706,436.38
MZZ CAFR USE ONLY $0.00 30.00 50.00
03 50.00 $0.00 50.00
0302 £0.00 £0.00 £0.00
0303 $0.00 $0.00 50.00
0304 £0.00 50.00 20.00
0305 $0.00 30.00 50.00
0308 50.00 50.00 0.00

First Prev Mext Last

Search
Fund: g1p0
Cash Balance : (s1,061,666,963.74) (),
Pending Increase Non-Cash: g g ﬁ
Pending Decrease Non-Cash: 532 557 17552 4
Pending Increase Cash: 54 509 511.00 4,
Pending Decrease Cash : 5z 445 504 20 ﬁ
Accepted Increase Non-Cash: (325 43) ﬁ
Accepted Decrease Non-Cash: s54 123 573 96 4,
Adjusted Cash Balance : (31 062 505,857.54)
Cash Balance Minimum : < gg
Available Cash Balance : (51,062 505,857.54)

F Cash Balance Detail " Cash Balance Summary Maintenance

12. Select Search and enter the Fund for the project from your Student Card.

I ‘Welcome, Rachelle Wilkins

m M Advantage

Procurement | Accounts Payable | Accounts Receivable Budget

Jump to] BQ43LV1 ﬁlﬂ @Hcme éE’Perscnalize @Accessitilﬂy EA;; Help T About

Cost Accounting

Level 1 (BQ42LV1)

First Prev Next Last

Budget Cash Balance Summary
Save
Restart
Save Al o = — — Adjusted Cash Bal Available Cash Balance
Close & Search - Windows Internet Explorer (&=l =] (51,062,505 857.54) (51,062,505,857.54)
2 aboutblank 2 $365,805,170.80 2365,805,170.80
CEEOIILT 521.706,436.38 521.706,436.38
Capital Budget Fund: | £0.00 $0.00
T Available Cash Balance : ek L
Approprilll | oo 50.00 50.00
(BQ43LY I 50.00 50.00
Allotment — 50.00 50.00
(BQ43LVZ) 0305 50.00 50.00 50.00
Revenue Budget - 0308 50.00 £0.00 $0.00
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13. Note the Cash Balance of $726.20.

MS\dVﬁntage Jump to; ﬁ'ﬂ @ Home & Personalize @Acceeeitilﬂy i% App Help T About
Weln:nme, Rachelle Wilkins Procurement Accounts Payable Accounts Receivable Budget Cost Accounting
Budget Cash Balance Summary
Save Menu
Restart
Save Al Fund MName Cash Balance Adjusted Cash Balance Available Cash Balance
— v CASE 670 3726.20 F726.20 E726.20

First Prev Next Last
Operating Budgets

Capital Budgets Search
Inquiries Fund: casg
Appropriation Inguiry Cash Balance : =725 20 t
(BO43LV1) Pending Increase Non-Cash: g g g
Allotment Inquiry Pending Decrease Non-Cash: g g (
(BO43LV2Z) § )
Pending Increase Cash: g g Q
Revenue Budget - - .
Level 1 (BQ4AZLVT) Pending Decrease Cash: g g ,
Accepted Increase Non-Cash :
Revenue Budget - $0.00 -.Q
Level 2 (BQ4ZLVZ) Accepted Decrease Non-Cash: g g Q
+ Cash Balances 1 Adjusted Cash Balance : =725 2
(CBALSQ) p Cash Balance Minimum : g gg
Documents Available Cash Balance : =725 21
e a uoucts - Cash Balance Detail F Cash Balance Summary Maintenance

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 unobligated 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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Commonwealth of Kentucky

SAS-5 Date: 5/22/2013

iy CAPITAL PROJECT Bace 1 dt >
Fund Dept Unit Activity Aﬁ‘tl::—ty ACGOUI‘IEII‘II%TBH'IDlatE Project Manager
CAS8 670 D70 CCAS8 Doug Price
i eMARS Document Numbers
Agency  Department of Parkis
Project
Name Paintsville Lake Campground CPTL-CAS8-CLOSE
Project Project
Location Paintsville Lake State Park Estimate 2,489,273.80
Appropriation (BGE43 Level 1) Allotment (BGE43 Level 2) Receipts/Transfers (JV2T)
Event Type Amount (+/-) Object Amount (+/-) Object Amount (+/5)
Current Amount 2,850,000.00] 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 -679.61
Increase/Decrease
Revised Amount 2,848 273 80| Revised Amount 2,849 273 80| Revised Amount 2,848 273.80
Cash Transfers (JV2T)
BFY Fund Dept Unit Function | Object Description Armount
9909 C21M 765 QSED N873 Capital Construction Surplus 726.20

Revenue Budget (BGR42)
Reven;:diource Current Amount Increase/Decrease Revised Amount JV2T Audit Check
BFGF 2,850,000.00 -726.20 2,849,273.80 Receipts/Transfers -726.20
Cash Transfers 726.20
Balance 0.00
Total 2,850,000.00 -726.20 2,849,273.80
Event Event
Fund Dept Type Amount (+/-) Bool lisreasaiBaiisiss Fund Dept Type Amount (+/-)
Appropriation (BGE43 Level 1)
Dept. lor Faclites and Support Services, Finance and Administralion Cabinet Policy and Budget Analyst, Govemnor's Office for Policy and Management

Agency Signature Dwputy State Budget Director, Govemor's Office for Polioy and Management
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Commonwealth of Kentucky

SAS-5 Date: 5/22/2013

212006 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
Xoo1 Regular Budget TGOC Will always be used to transfer from an Operating Fund to Capital Fund
X010 Other Budget Revision
X050 Maintenance Pool Appropriation N1__ Plus the Operating Fund Type you're transferring from
X060 Appropriation from Non-Maintenance Pool Example: N113 for 1300 Fund Type
X070 Appropriation - Heritage Land Conservation
Xo8ao Appropriation - Coal Severance Tax
X500 Equipment/Purchase Contingency Fund JV2T TRANSFER FROM CAPITAL FUND TO OPERATING FUND
X600 Emergency, Repair, Maintenance and Replacement
X640 Statewide Deferred Maintenance Fund T6__ Plus the Operating Fund Type you're transferring to
X666 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 Movable Equipment Furnishings 01 General Fund 03 Debt Service Fund
E717 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 Aircraft and Related Equipment 21 State Parks Fund 22  State Fair Board Fund
E724 Special Mobile Equipment 29 Horse Park Commission Fund 32 Computer Services Fund
E725 Miscellaneous Expenses 35 Prison Industries Fund 36 Central Printing Fund
E728 Agency Labor 37  Property Management Fund 65 Tobacco Fund
E727 Agency Material and Equipment
E728 Service by Other Agencies
E728 Capital Construction Grant
E732 University Construction Reimbursement JV2T 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 Bond Fund 874 Federal Fund
EFCO Equipment/Purchase Contingency Fund 875 Bond Fund
BFDM Statewide Deferred Maintenance Fund &76 Emergency, Repair, Maintenance & Replacement Fund
BFEM Emergency Repair, Maintenance & Replacement Fund 877 Equipment/Purchase Contingency Fund
BFFF Federal Fund 878 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
EFRF Agency Revenue Fund 883 Surplus Bond Proceeds
BFSU Capital Construction Surplus Fund 884 Statewide Deferred Maintenance Fund
EFTB Tobacco 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.

Welcome, Rachelle Wilkins

Budget
Save
Restart
Save All
Close
Operating Budgets
Capital Budgets
Inquiries.
Documents

+ Capital Expense
Budget (BGE43)

Capital Revenue
Budget (BGRAZ)

m M Advantage

Document Catalog

Fhk
+ Document Identifier

&

Search

Code : pgess
Dept. :

= Other Options
Auto Numbering :

Create Template : |~

Create

Menu

& co| Prome S

Accounts Receiv

Jump to:

Procurement

Accounts Payable

Unit :
D=

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.

SIS M Advantage

Welcome, Rachelle Wilking

Transaction Date:

Budget FY:

Fiscal Year:

Period:

Start Date:

End Date:
Created By: PTT0004

Created On: 05/2272013

Meodified By: PTT0004

Modified On: 05/22/2013

Jump to

Procurement

Capital Budget Document(BGE43)  Dept: 670 10: CPTL-CAS8-CLOSE Ver: 1  Function: New Phase: Draft -

i

Accounts Payable

3Iﬂ @Hcme &Perecnallze @ADCESEIEIIW lEAppHelp T About @

Accounts Receivable Budget Cost Accounting

ﬁ‘ Save “» Undo

Load Constraints.
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On the Header, enter “9999” in the Budget FY and then select the Appropriation Budget accordion.

Welcome, Rachelle Wilkins

mM&dvantage Jump to: ﬁlﬂ @Hcme &Perscnﬁlize @Accessitilﬂy EAEFHEIE T About @

Procurement Accounts Payable Accounts Receivable Budget Cost Accounting

Capital Budget Document(BGE43) | Dept: 570 ID: CPTL-CAS8-CLOSE Ver: 1 Function: New  Phase: Draft =

| Header |
-

Budget FY Fund Department Appr Unit Dollar Amount Increase/Decrease Event Type F

From 0 to 0 Total: 0
Appropriation Budget ﬂ
Action: Budget FY:
Event Type: ﬁ | Fiscal Year: & |
Name: Period: =
Start Date: /= Fund: 4
End Date: sz Department: 4
¥
Dollar Amount: Appr Unit: & |
1 Increase/Decrease:
Contact: |
Contact Name:
Description: -
House Bill Number: i
24 Insert New Line | [E.q Insert Copied Line | B4 Edit with Grid

Appropriation Controls Total Lines: 0
Expense Budget Total Lines: 0
Expense Controls Total Lines: 0
[ Copy | Validate | E2 Submit | [$ Discard | & Frint | Processing Wnrkﬂuw'| File'| B3 Close |

16. Select the Insert New Line button 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

O, M Advantage

Jump to;

ﬁlﬂ @Hcme ﬁPeracnahza @'ccaaewbilﬂ_\-‘ @ﬁppHelp f’ About

Welcome, Rachelie Wilkins

Procurement

Accounts Payable

Capital Budget Doc:ument{BGEﬁ)l Dept: 670 ID: CPTL-CAS8-CLOSE Ver.:. 1 Function: New Phase: Draft ‘ 2
| |

Accounts Receivable

‘ Header
-
Budget FY Fund Department Appr Unit Dollar Amount Increase/Decrease Event Type
Increase m
From 1 1o 1 Total 1
Appropriation Budget
| foneoeton bt | A
Action: Modify - Budget FY:
Event Type: | xGg5 &) Fiscal Year: |
Name: Period:
Start Date: Fund: | CASS &
End Date: ez Department: 570 &I
b Dollar Amount: | 725 20 Appr Unit: | CPTL i?
Increase/Decrease: Decreaze
K Contact: &
Contact Hame:
Description:

House Bill Number: | 13|

H Save| L \:Jndu|

E=< .\nsert Hew .Line ‘ [ |E=!.< .lnsert Copied Line |

E4 Edit with Grid

Appropriation Controls Total Lines: 0
Expense Budget Total Lines: 0
Expense Controls Total Lines: 0
[ copy | Validate ‘ E{ Submit | 3 D:sca.rd.| & Print | Processing ¥ | | Workflow ¥ ‘ | File > | B3 Close |
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17. Select the Expense Budget accordion, select the Insert New Line button 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
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vantage

Capital Budget nocumm{sszm| Dept: 670  1D: CPTL-CASE-CLOSE

ounts Payabls

&Iﬂ @Home ﬁperscnahze @Accasswbil‘ﬂy @ﬁppHelp f About

unts Receivable Budget

Ver: 1 Function: New Phase: Draft x

Total Lines: 1

iation Budget

Appropriation Controls

Total Lines: 0

Expense Budget

Increase EF -

Action:
Event Type:
Name:

Start Date:

End Date:

Dollar Amount: | 5:

IncreaseiDecrease:

Decrease -

skt
Budget FY:
Fiscal Year: 3!
Period:
Fund: | CAS8 &
Department: | 570 &
Appr Unit: | CFTL i! 5
Bureau: CFTL 3|
Object: |E701 &
Contact: i\
Contact Hame:
Description: *
House Bill lumber: | 1902

ﬁ save| ;—} undn|

Ef::-i Insert New Line ‘ E.4 Insert Copied Line | | @ Edit with Grid

Perform Budget Rollup | | Smart Budget Rollup |

Expense Controls

Total Lines: 0

=

| B Vaiidate ‘ [E3 submt |

| B¢ piscara |

@J Print | | Processing ™ | workfiow ~ ‘ | File = E Close |
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18. Select the Copy Line icon and then Insert Copied Line. Change the following fields:

Dollar Amount 45.64

Object E703

mM &dvaﬂtage Jump to &Iﬂ @ Home ﬁ Perzonalize @ Accessibiity @ App Help f About

Welcome, Rachelle Wikins Procurement | Accounis Payable = Accounts Receivable | Budget

Capital Budget Document{BGEﬂ}| Dept: 670 ID: CPTL-CASS8-CLOSE Ver: 1 Function: New Phase: Draft ‘ 2 odified by PTT0004 , D5/24/201
Header B
Appropriation Budget Total Lines: 1
Appropriation Controls Total Lines: 0 |
CASB 670 CPTL CPTL E7T04 $0.52 Decrease X656 -
From 1 1o 2 Total: 2
Expense Budget
 xoense udoet sl
Action: Modify o Budget FY:
Event Type: | X855 4| Fiscal Year: 4|
Name: Period:
Start Date: Fund: | CASS &
End Date: Department: | 670 &
b Dollar Amount: | 4564 Appr Unit: | CFTL i} £
IncreaseiDecrease: Decrease ¥ T
Bureau: | CFTL 4
Object: |E703 &
Contact: &
Contact Hame:
Description: *
House Bill lumber: | 1208
B save | 5% Undo | [24 Insert New Line ‘ | [24 Insert Copied Lin | EE Edit with Grid | Perform Budget Rolup | | Smart Budget Rollup |
Expense Controls Total Lines: 0 \
| [ copy | | B validate ‘ | E3 submit | | [ Discard | | & Print | Processing ~ | | Workflow ‘ | Fie~ | | E3 Close |
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19. Select the Copy Line icon and then Insert Copied Line. Change the following fields:

Dollar Amount 43

Object E704

mM &dvaﬂtage Jump to &Iﬂ @ Home ﬁ Perzonalize @ Accessibiity @ App Help f About

Welcome, Rachelle Wikins Procurement | Accounis Payable = Accounts Receivable | Budget

Capital Budget Document{BGEﬂ}| Dept: 670 ID: CPTL-CASS8-CLOSE Ver: 1 Function: New Phase: Draft ‘ 2 odified by PTT0004 , D5/24/201
Header B
Appropriation Budget Total Lines: 1
Appropriation Controls Total Lines: 0 |
CASB 670 CPTL CPIL ETH 50.52 Decrease HE66 -
From 1 1o 3 Total: 3
Expense Budget
 xoense udoet sl
Action: Modify o Budget FY:
Event Type: | X855 4| Fiscal Year: 4|
Name: Period:
Start Date: Fund: | CASS &
End Date: Department: | 570 A
M Dollar Amount: | 43 Appr Unit: | CFTL i! =
IncreaseiDecrease: Decrease ¥ T
Bureau: | CFTL 4
Object: | E704 &
Contact: &
Contact Hame:
Description: *
House Bill lumber: | 1208
B save | 5% Undo | [24 Insert New Line ‘ | [24 Insert Copied Lin | EE Edit with Grid | Perform Budget Rolup | | Smart Budget Rollup |
Expense Controls Total Lines: 0 \
| [ copy | | B validate ‘ | E3 submit | | [ Discard | | & Print | Processing ~ | | Workflow ‘ | Fie~ | | E3 Close |
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20. Select the Copy Line icon and then Insert Copied Line. Change the following fields:

Dollar Amount 679.61

Object E712

mMSﬁdvantage Jump to &Iﬂ @ Home ﬁ Personalize @ Accezsibilty @ App Help f About

Welcome, Rachelle Wikins Procurement | Accounis Payable = Accounts Receivable | Budget

Capital Budget Document{BGEﬂ}| Dept: 670 ID: CPTL-CASS8-CLOSE Ver: 1 Function: New Phase: Draft ‘ 2 odified by PTT0004 , D5/24/201
Header B
Appropriation Budget Total Lines: 1
Appropriation Controls Total Lines: 0 |
CASB 670 CPTL CPIL ETH 50.52 Decrease HE66 -
From 1 1o 4 Total: 4
Expense Budget
 xoense udoet sl
Action: Modify o Budget FY:
Event Type: | X855 4| Fiscal Year: 4|
Name: Period:
Start Date: Fund: | CASS &
End Date: Department: | 670 &
M Dollar Amount: | 57951 Appr Unit: | CPTL 3‘
IncreaseiDecrease: Decrease ¥ T =
Bureau: | CFTL 4
Object: | E712 2
Contact: &
Contact Hame:
Description: *
House Bill lumber: | 1208
B save | 5% Undo | [24 Insert New Line ‘ | [24 Insert Copied Lin | EE Edit with Grid | Perform Budget Rolup | | Smart Budget Rollup |
Expense Controls Total Lines: 0 \
| [ Cnpy| FE] vmme\'gg Sunm¢t| 'I}n'scam| = Print| Pmca;singv|'Wnrkﬂuwv"Fibv ﬁcme|

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.

M&dvan_tage Jump to; @Iﬂ @ Home & Personalize @Accessibilﬂy @App Help (‘q About @

elle Wilkins Procurement | Accounts Payable | Accounts Receivable | Budget | Cost Accounting

VWelcome, R
View Al 1 of 1 | @ Document validated successfully

Capital Budget Document{BGEﬂ',l| Dept: 670 ID: CPTL-CAS8-CLOSE Ver.: 1 Function: New Phase: Draft | =

Header
Appropriation Budget Total Lines: 1
Appropriation Controls Total Lines: 0
L L ———
~
Budget FY Fund Department Appr Unit Bureau Object Dollar A it Ii [Decrease Event Type F
9399 cAsE 670 CPTL CPTL ET01 30.52 Decrease XE66 i)
9599 CAS8 670 CPTL CPTL ET03 54564 Decrease X666 ]
9999 CASE 670 CPTL CPTL ET04 50.43 Dacrease X666 ]
9999 CASE BT CPTL CPTL ET12 257961 Decrease X666 i
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22. Select Close. Agencies are not permitted to Submit to workflow the Capital Budget (BGE43)
documents.

23. From the secondary navigation panel, select Capital Revenue Budget (BGR42). On the Document
Catalog screen select Create.

mm‘\MS\dvantage Jump to: ﬁlﬂ @Hcme ﬁPerscnalize @Accessitilﬂy @AppHelp T About

Welcome, Rachelle Wilkins Procurement Accounts Payable Accounts Receivable Budget Cost Accounting
Budget Document Catalog
Save
Create &bk
Restart _
« Document Identifier
save Al Code :|geRaz ﬁ Unit :
Close Dept. : ID:

Operating Budgets

Capital Budgets ¥ User Information

LORES » Document State
Documents
Capital Expense Browse Clear
Budget (BGE43)
-~ Capital Revenue . ;
Budget (BGR4Z) Open Validate Submit Copy
Transfers (JVZT) Code Dept. Unit ID Comments WVersion Function Phase Status Date UserlD Amount Active
Management Budgets First Prev Next Last

Menu
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24. Complete the following information:

Dept See Student Card

Unit UNIT

ID CPTL-Enter fund for project-CLOSE
Example: CPTL-CA58-CLOSE

Select Create.

WA M Advantage

Welcome, Rachelle Wilkins

Procurement

Revenue Budget 42 Document(BGR42) | Dept: 670 ID: CPTL-CASS8-CLOSE Ver.: 1 Function: New  Phase: Draft =

ﬁlﬂ @Hcme &Perscnﬁliz& @Accessibilﬂy @AppHelp f’ About @

Accounts Payable Accounts Receivable Budget Cost Accounting

Transaction Date:
Budget FY:
Fiscal Year:
Period:
Start Date:
End Date:
Created By: PTT0004
Created On: 05/22/2013
Meodified By: PTT0004
Modified On: 05/22/2013
¥
A save | “) undo Load Constraints
Summary Revenue Total Lines: 0
Summary Controls Total Lines: 0
Detail Revenue Total Lines: 0
Detail Controls Total Lines: 0
[ Copy | Validate | E2 Submit | [$ Discard | & Frint | Processing ™ Wurkﬂuw'| File'| B3 Close |
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25. On the Header, ente

r “9999” in the Budget FY and then select the Detail Revenue accordion.

Welcome, Rachelle Wilkins

WA M Advantage

ﬁlﬂ @Hcme &Perscnﬁlize @Accessitilﬂy EA;;HEI; T About

Budget

Jump to:

Procurement Accounts Payable Accounts Receivable Cost Accounting

Revenue Budget 42 Document(BGR42) | Dept: 670 ID: CPTL-CASS8-CLOSE Ver.: 1 Function: New  Phase: Draft j
Header
Summary Revenue Total Lines: 0
Summary Controls Total Lines: 0
=|
-
Budget FY Fund Department Revenue Dollar Amount Increase/Decrease Event Type F
From 0 to 0 Total 0
P
Action: Budget FY:
Event Type: & | Fiscal Year:
Name: Period: -
» Start Date: = Bk i
| End Date: /| Department: ﬁl
Dollar Amount: Revenue: 3 |
Increase/Decrease: Contact: & |
Contact Name:
Description: -
House Bill Humber: - i
E=:-< Insert Hew Line | |E=:.4 Ingert Copied Line | B4 Edit with Grid | Perform Budget Rollup | Smart Budget Rollup |
Detail Controls Total Lines: 0 |
[ Copy | Validate | E2 Submit | [$ Discard | & Frint | Processing Wnrkﬂuw'| File'| B3 Close |

26. Select the Insert New Line button 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

Welcome, Rachelie Wikins

O, M Advantage

ﬁlﬂ @Hcme ﬁPeracnahza @.Accaaewbiln_w [@EppHelp f’ About

Budget

Jump to;

Procurement | Accounts Payable

Accounts Receivable

Revenue Budget 42 DocumemlBGMZ)l Dept: 670 ID: CFTL-CAS8-CLOSE Ver: 1 Function: New Phase: Draft I o,
| |
| Header |E
| Summary Revenue Total Lines: 0
| Summary Controls Total Lines: 0
. DetailRevenwe  Toabwes:\ o HE
-
Budget FY Fund Department Revenue Dollar Amount Increase/Decrease Event Type T
Increase ﬁ
From 1 to 1 Total: 1
Detail Revenue
E== £
Action: Modify - Budget FY:
Event Type: | XRMD ﬁ! Fiscal Year:
Name: Period:
Start Date: Fund: | CASS & 3
¥
End Date: i Department: | 670 &I
1 Dollar Amount: | 72520 Revenue: BFGF &I
Increase/Decrease: Decrease » Contact: i*
Contact Hame:
Description:
House Bill Number: | 1538
ﬁ Save | =% Undo | E=_=:-4 Insert New Line ‘ E.< Insert Copied Line | E& Edit with Grid Perform Budget Rollup | Smart Budget Rollup |
Detail Controls Total Lines: 0 |
[ copy | Validate ‘ E{ Submit | [3¢ Discard | & Print | Processing ¥ | | Workflow ¥ ‘ File | | B Close |

27. Select Smart Budget Rollup. This will create the Summary Revenue line that is required to process

the document.

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.
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mmM&dvantage Jump to: &Iﬂ @Hcme &Perscnalize @Accessitil'ﬂy @;‘appHelp T About

Welcome, Rachelle Wilkins Procurement Accounts Payable Accounts Receivable Budget Cost Accounting

View All1 of 1| @ Document validated successfully
get 42 D tIBGIMZ)| Dept: 670 ID: CPTL-CASB-CLOSE Ver: 1 Function: New Phase: Draft | b
Header
Summary Revenue Total Lines: 1
Summary Controls Total Lines: 0
=

-
Budget FY Fund Department Revenue Dollar Amount IncreaselDecrease Event Type F

9999 CASE  B70 BFGF §72620 Decrease XRMD (1)

From 1 to 1 Total: 1

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.

mmgkdvantage Jump to: ﬁlﬂ @Hcme ﬁ

Welcome, Rachelle Wilkins Procurement Accounts Payable Accounts Rece

Budget Document Catalog
Save
Create Sk
Restart .
w Document Identifier
save Al Code : [jyor1 & unit:
Close Dept. : | ID:

Operating Budgets
B User Information

Capital Budgets
Inquiries b Document State
Documents
Capital Expense Browse Clear
Budget (BGE43)

Capital R
BpRa REvenue Open Validate Submit Copy

Budget (BGR42)
«~ Transfers (JWV2T) Code Dept. Unit ID Comments Version Function Phase Status
Management Budgets ' First Prev Mext Last
1 Menu

31. 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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32. Leave the Header screen blank. Select the Accounting accordion and then select the Insert New
Line button.

|| Go Home Personalize i) -Accessibility AppHelp % . About
WA M Advantage B co] rome P o) =] <

Welcome, Rachelle Wilkins Procurement Accounts Payable Accountg Receivable Budget Cost Accounting

Transfer(JV2T) | Dept: 570 ID: CPTL-CASB-CLOSE Ver.: 1 Function: New Phase: Draft =

| Header |
% il il il il =hi;H
A
Accounting Line Line Amount Event Type
] i}
From 1 to 1 Total: 1 Go to line: Go
= List View
[N SR B UL Reference | Fund Accounting || Detail Accounting | Special Reference ‘ﬂ
—
Event Type: &I Budget FY:
Accounting Template: ﬁl Fiscal Year:
Line Description: - heriod
Charge Class: ﬁl
M i Charge Class Rate:
£ Line Amount: Charge Units:
Line CI d Al 1H =
ne l0se moun Bank: 3'
Line Closed Date:
H save | 53 Undo | [24 Insert New Line | [E4 Insert Copied Line | B Edit with Grid
Posting Total Lines: 0 Posting Line: none |
[ Copy | Vaidate | | E3 submit | [ [ Discard | & Print | [ Processing ¥ | [ workfiow = | [ File v | [ B3 close |

33. Complete the following information on the General Information tab:

Event Type XCO02 — Off-Budget Transfer Out
Accounting Template | See Student Card

Line Description Leave blank.

Line Amount 726.20

Budget FY Enter “9999”

Fiscal Year Leave blank.

Period Leave blank.

Charge Class Leave blank.

Charge Class Rate Leave blank.
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Charge Units Leave blank.

Bank Leave blank.

34. Select the Fund Accounting tab. Enter “T873” in the Object field.

Reference | Fund Accounting | Detail Accounting || Special Reference ﬂ
Event Type: 02 | Budget FY: | 3990
Accounting Template: CCASE i: Fiscal Year:
Line Description: - Period:
Charge Class: 4|
" Charge Class Rate:
Line Amount: | 5725 20 Charge Units:
Line Closed Amount: Bank: 2,
Line Closed Date:
General Information || Reference Detail Accounting | Special Reference
Fund: ar| Object: | 7873 I Revenue: ﬁn
Department: i- Sub Object: ﬁn Sub Revenue: ﬁ.
Unit: | Dept Object: 4| Dept Revenue: 4
Appr Unit: 4|

35. Select the Insert New Line button. Enter the following information on the General Information tab:

Event Type XCO03 - Transfer In
Accounting Template | GC21M — Capital Construction Surplus
Line Description Leave blank.

Line Amount -726.20

Budget FY Enter “9999”
Fiscal Year Leave blank.
Period Leave blank.
Charge Class Leave blank.
Charge Class Rate Leave blank.
Charge Units Leave blank.

Bank Leave blank.
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36. Select the Fund Accounting tab. Enter “N873” in the Revenue field.

DTN VGO Reference | Fund Accounting | Detail Accounting | Special Reference ﬂ

Event Type: | XC03 & Budget FY: | 59559
Accounting Template: | GC21M ﬁ Fiscal Year:
Period:

Line Description:

Charge Class:

[=

Charge Class Rate:
Line Amount: | -725.20 Charge Units:

Line Closed Amount: Bank:

=

Line Closed Date:

General Information | Reference Detail Accounting | Special Reference _ﬂ
Fund: 4 Object: 4 Revenue: | NE73 a
Department: i Sub Object: i Sub Revenue: ﬁ
Unmit: i Dept Object: i Dept Revenue: ﬁ

Appr Unit: i

37. Select Validate. The fields from the templates will populate the Fund Accounting and Detailed
Accounting tabs.

38. One of the accounting lines is for a department outside of your security settings. Because of this,
you will receive the following error:

Severity Component Line Number Override Message Description ﬂ

@ Error CH_DOC_ACTG ACTG Line 1 - Values in the organization fields are not authorized for the
- current user.

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. Complete the SAS-14 form to inactivate the project.

181




Kerrteekiy,

eMARS 320 Executing Capital Projects in eMARS

FY:

Commonwealth of Kenmchy
ACCOUNT MAINTENANCE FORM

R=zson or Changs:

DEPT:[ 670 |

ALLOTMEHNT (FUNCTIOHN TYPE)
FuncTion Fumction Typs
Group (AR |iAL) Funciion Type Name [AL)

| Owerride ABotment
Provide Jusification for alotment override

rom[ ]

[ ]

FUNCTION

FUNCTION
Fumcsion Fumction
Fund Sroap | AR Ty o= (AL Fu e lom F umcilon Mam e
FUND
Furd Typ= Fure Fund M am= S glard =y
0200 CASE P vy e L = (o e o

For Restrictad Funds Only -k Me Fund: @
For Fund Types 1300, 1400, 6300, 6310 and 8350 :

Lzl carion, &y, soinoriing e recein? of fundl SR & speeciail rewense fun

L el cEachon, ey, et resTics She sparding from e sooros of funds

Doss Bhils Fund Acorus inderesd InsomsT

i yes, sians The egalathorly for e soxeal of Imtenes? Income

Proy e sl e S0r S oW T e

Ll Aurior by
a Emter fie scmun’t Nfonmation whens the Intenes? Income should poss
g Fiund Dt Unk Fu miE Ion S o et o AWy Saio- AT By Pro gram
Program Do Romy s
Fiariod Locatbin Task Sauin- Tk Tk <Dy Raporthg Code Sl Reporthy Code |[Sooroe
| ovemide Cash Fom[ ] o]

]

R

2 R

Raqguirs Chart of Accounts Elments for Spsnding |3} or Revenus [R):

Agenecy Conact

Govemors Cfloe for Pdicy and Managsmant

P Cess

Fure
Ay

- AFR Fuma

Fund Type  |Fumd Groun | Type

e e P

Template ID

FINANCE
UBECHLY

ICIPTL

102 00 CPTL

NT

182




i -
Firthitekiy:

eMARS 320 Executing Capital Projects in eMARS

40. 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.

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 Object.

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
(http://ffinance.ky.gov/internal/emars/

NOTE: Please remember to select Logout prior to
closing your eMARS 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
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Appendix — Capital Construction Special Accounts Listing

FUNCTION INCREASE/
FUNCTION ACCOUNTING
FUND DEPT GROUP TYPE (AL) FUNCTION UNIT TEMPLATE TITLE DECREASE
(AP) AP

EMERGENCY REPAIR,

c21K | 765 0SBD | GC21K | MAINTENANCE, AND YES
REPLACEMENT FUND
CAPITAL CONSTRUCTION
AND EQUIPMENT

C21L | 765 OSBD |  GC2IL | b RCHASE CONTINGENCY | 'ES
FUND
CAPITAL CONSTRUCTION

C21M | 765 osBD | Gcam | SPTANS NO
STATEWIDE DEFERRED

C2IN | 765 osBD | Gcan | > ATEWIDEDE YES
CAPITAL CONSTRUCTION

c21pP | 765 0sBD | Gezip | MAPITAL SONSTRY NO
SURPLUS BOND

036R | 750 D750 it

0100 | 765 | ccoo | ccor | ccoz |osBD| Gccoz | CAPITAL CONSTRUCTION

GENERAL FUND ACCOUNT
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