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Revised Prepaid Process
                      Statewide Management, Accounting and Reporting Tool
ROLE:  Agency Customer Contract Manager

DESCRIPTION OF PROCESS:  PeopleSoft Contracts has delivered functionality that allows users to perform prepaids, which is when agencies request money from sponsors ahead of the actual expenditures being collected in Project Costing.  This is what was explained during training.  However, this process has been changed based on current system limitations related to recognizing revenue and cash collected in Commitment Control.  This impacts project-related, reimbursable transactions with Federal funds that cannot go negative.  For the new process, we are recommending agencies create a Contract with an “Immediate” product line for the amount to be drawn, and this will initiate billing and revenue recognition.  In addition, a contract amendment (with an additional “Immediate” product on a contract line) will be needed each time another amount is to be drawn.  You should not have a rate-based contract line (i.e. GRANTS_ AS_INCURRED) associated with this contract.
DISCLAIMER: To use the full functionality of Grants (including proposals) and Contracts (including reimbursable billing), it is recommended that the Federal funds available to spend against for these project-related transactions are allowed to go negative.  This would allow you to bypass this workaround.  As such, if you would like to avoid this workaround, please follow the already-defined process to request that applicable Federal funds go negative.  
SCENARIO I: A voucher fails budget check (CC_CASH) because there is not enough cash in the Federal fund.  As a result, the agency will create an “Immediate” product on their Contract, which will create a billable item and ultimately cash will be collected and applied to the fund.  Then, the voucher will pass budget check, post, and be collected by PC (in PROJ_RESOURCE).  

1. Create a project 
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2. Create an activity for the project
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3. Create a project budget for the project (if applicable)

4. Review the project budget once finalized in PROJ_RESOURCE (if applicable)
a. This will show up as a BD1 row
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5. Create a contract 
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6. Apply an existing product to the contract line (FIXED_AMT_IMMD)
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7. The amount-based product is added to the contract line
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8. On the Lines > Detail tab, select the Contract Terms link to tie the contract line to a Project and Activity
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9. On the Related Projects page, add the PC Business Unit, Project and Activity to the Contract line.  
a. NOTE: You can only add one PC Business Unit, Project and Activity per line!
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10. Back on the Lines-Details tab, select the Distribution link.
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11. On the Accounting Distribution tab, you will need to click the Correct History button to add the needed GL ChartFields
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(right screen)
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12. Once you are in Correct History mode, add the Department, Fund, Budget Unit, Program and Account (Grants Revenue) to the Revenue line.  
a. Note: Your Distribution Code for Revenue will be erased, which is OK
b. Though not displayed in the example below, you should include a Project on the Revenue line if you want the revenue to be booked in GL to a Project
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13. Once you are back to the Contracts Line page, click the Amount Allocation link.
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14. On the Amount Allocation page, enter the Negotiated Amount (in two fields), click the Recalculate button, and then click Save.  The negotiated amount is the amount of money you plan on drawing down.  Make sure Allocation is set to Complete.
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15. The last step is to activate the contract.  
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16. **IN NIGHTLY BATCH – The Contracts Revenue and Billing processes will be run and the next morning you will have: 

a. Contracts revenue journal posted to GL

b. Revenue transaction sent back to PROJ_RESOURCE (FRV row)

c. Contract line that shows revenue plan is Complete and billing plan is In Progress 

d. Temporary bill in the Billing Worksheet that needs approval
17. Review the contracts revenue journal that was created in GL
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(right screen)
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18. Review the revenue transaction in PROJ_RESOURCE (FRV = Fixed Fee Revenue Amount)
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19. Review the Contract 
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20. Click on the Competed link for the Revenue Plan
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21. Approve transaction in Billing Worksheet – select Approve Now
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22. **IN NIGHTLY BATCH – The Contracts Revenue and Billing processes will be run and the next morning you will have: 

a. Billing transaction sent back to PROJ_RESOURCE (FBD row)

b. Contract line that shows revenue plan is Complete and billing plan is Complete 

23. Review the billing transaction in PROJ_RESOURCE (FBD = Fixed Cost Billed Amount)
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24. Review the Contract
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25. Click on the Completed link for the Billing Plan, and then click the History tab
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26. Once the cash from your sponsor has been deposited and applied to the fund, the voucher will pass Budget Check and be posted. 

27. **IN NIGHTLY BATCH – The Accounts Payable to Project Costing (PC_AP_TO_PC) process will be run and the next morning you will have: 

a. Actual Cost transaction sent back to PROJ_RESOURCE (ACT row)

28. Review the ACT row in PROJ_RESOURCE (in the end, you’ll end up with an ACT row, FBD row, and FRV row)
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SCENARIO II: Another voucher fails budget check (CC_CASH) because there is not enough cash in the Federal fund.  As a result, the agency will create another “Immediate” product on their Contract.  However, this time, you will need to amend the contract to add the new amount-based contract line.  Then, the voucher will pass budget check, post, and be collected by PC (in PROJ_RESOURCE).  
1. Access the Contract and click the Amend Contract button
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2. Select the Amendment Type and Reason (these are generic values, so any value will do)
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3. 
Once you have created your amendment, access the Lines tab and click the Add Contracts Lines button.
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4. Apply an existing product to the contract line (FIXED_AMT_IMMD)
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5. The amount-based contract line is added to the contract
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6. On the Lines-Details tab, select the Contract Terms link to tie the contract line to a project and activity
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7. On the Related Projects page, add the PC Business Unit, Project and Activity to the Contract line  
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8. Back on the Lines-Details tab, select the Distribution link
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9. On the Accounting Distribution tab, you will need to click the Correct History button
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(right screen)
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10. Once you are in Correct History mode, add the Department, Fund, Budget Unit, Program and Account (Grants Revenue).   

a. Though not displayed in the example below, you should include a Project on the Revenue line if you want the revenue to be booked in GL to a Project
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11. Once you are back to the Contracts Line page, click the Amount Allocation link.
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12. On the Amount Allocation page, enter the negotiated amount (in two fields), click the Recalculate button, and then click Save.  The negotiated amount is the amount of money you plan on drawing down.  Make sure Allocation is Complete.
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13. Once complete, access the Amendment Details page, and select the Amend Status of Ready
[image: image39.png]Amendment Details - Microsoft Internet Explorer provided by The State of Kansas

X
O© + B0 1oy stk ovipsn FITSTIENPLOYEE ERP<]HANAGE CONTRACTS,ChCHG_HOR. IV Gl Falerpat=pORTAL RoOT_oprect epco_cu ] 8] (B [%][x] [ oo [2]]

Fle Edt View Favortes Took Help

i Favorkes | 5l ] web ice Galery +

6 Aendnent el

E R T

Add to Favori ign out

New Window | Help | Customize Page | B
< Create and Amend
- General Information
Create llilestones. Amendment Details
- Support Teams
- Confract Notes
- Special Payment Terms Contract: JS_FINAL_PREPAY_ACT2  Amendment Number: 0000000001

- Fixed Fee Acclg
Distribution

B o \ . v
T [ 9] Negotiated Amounts 2% Amend staus: | Pending

—~ Aslncurred Accig )
Distribufion Amendment Reason: | Other Reason v Cancelled Negotiated Amount:
~ CRI Accig Distribuion

wprocesspate: | [06/142010 |5 Discount  Surcharge: 000
= Process Amendments

- Contradt Sales Orders
[ Determine Price and Terms
[ Manage Progress.

Allocation: “Allocation Complete. Cancelled Discount Amount:

Pajments ReferenceD: | User Ref #
& Update Contract Progress

D Schedule and Process

Amendment Comp
[ coner  |ITEmEEMIMSERIE

[Amend Ref #1 Label Fieldname _|Edit Type 01d Value

Line 2. Insert FIXED_AT_IMND

Revenue

D Review Revenue.

D Forecast Revenue

[ Schedule and Process
Billing.

D Review Billing

[ Adjust Revenue and Billing Amendment Amount Allocation  Internal Notes
b Define Renewals.

[ Schedule and Process & Retumo Searen |
Sonedues B sme | B |
D Review Contract

Information
D Reports

New Value

b Pricing Configuration
> Customer Retums:
b tems

T G RECES

@ o





14. The Process Amendment button appears - Click it
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15. Amend Status updates to Complete
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16. Review the contract – the second line has been added
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17. On the Details tab, the Billing Plan and Revenue Plan are set to Ready.  This means they will be picked up that night in batch when the Contracts Billing and Revenue processes run. 
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18. From here, you will follow the same Billing and Revenue process steps to complete the amount-based contract line
19. **IN NIGHTLY BATCH – The Contracts Revenue and Billing processes will be run and the next morning you will have: 

a. Contracts revenue journal posted to GL

b. Revenue transaction sent back to PROJ_RESOURCE (FRV row)

c. Contract line that shows revenue plan is Complete and billing plan is In Progress 

d. Temporary bill in the Billing Worksheet that needs approval
20. Review the journal that was created
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(right screen)
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21. Review the 2nd revenue transaction in PROJ_RESOURCE (FRV = Fixed Fee Revenue Amount)
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22. Review the Contract
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23. Select the Revenue Plan of Completed (link).
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24. Approve transaction in Billing Worksheet – select Approve Now
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25. **IN NIGHTLY BATCH – The Contracts Revenue and Billing processes will be run and the next morning you will have: 

a. Billing transaction sent back to PROJ_RESOURCE (FBD row)

b. Contract line that shows revenue plan is Complete and billing plan is Complete
26. Review the 2nd billing transaction in PROJ_RESOURCE (FBD = Fixed Cost Billed Amount)
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27. Review the Contract
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28. Click on the Competed link for the Billing Plan, and then click the History tab.
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29. Once the cash from your sponsor has been deposited and applied to the fund, the voucher will pass Budget Check and be posted. 

30. **IN NIGHTLY BATCH – The Accounts Payable to Project Costing (PC_AP_TO_PC) process will be run and the next morning you will have: 

a. Actual Cost transaction sent back to PROJ_RESOURCE (ACT row)

31. Review the 2nd ACT row in PROJ_RESOURCE (in the end, you’ll end up with 2 ACT rows, 2 FBD rows, and 2 FRV rows).
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