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Processing Payments from a TC 40-408 Pay Estimate

Once KYTC Administrative staff receives the forwarded email from the KYTC Project Manager with the required

approval language in the body of the email, payment can then be created against the KYTC Contract Number listed on

the estimate for the amount requested in the “Earnings This Estimate” column of the TC 40-408 Estimate sheet.

---- MANDATORY information for payment processing:
1. TC 40-408 Pay Estimate (Including)

Project Funding Strip for Payment to be made
Ex: 1100 C35 D625 FD04 1050 C098 E143

2. PON2 Number
3. Verify payments are made in sequence 1P, 2P, Etc.....
4. PSC form-attached to email:

Verify the Name and Address of the Contractor on the PSC form matches the Consultant
name and Address on the TC-40.

Verify the KYTC Contract #, invoice date, Combined Total Amount Charged must match
the Total This Estimate on the TC 40-408.

Verify # 4 on the PSC form matches the total listed on the TC-40.

Verify the Dates of Service on the PSC form matches the For Work Done dates on the
TC-40.
Verify the Date of Invoice on the PSC matches the Invoice Date on the TC-40.

Verify the Effective Period of Contract Starting date on the PSC matches the Effective
Date of Notice to Begin Work on the TC-40.

5. Letter Agreement is required if it is a Statewide Payment.

6. TC-40-408 is signed and dated by the consultant

7. Payment Approval Statement from the Project Manager with the verbiage “I have reviewed the
attachments and certify that, based on the information provided, requested costs are
allowable,” unless the TC-40 KYTC Manager signed the estimate sheet at the bottom.

Mon 1/11/2016 12:53 PM
Dick, Evan (KYTC)
FW: Statewide Item No. N/A; PON26251500002488; Pay Estimate 5P

To Maynard, Megan (KYTC)
Cc  Gormley, David (KYTC)

0 Fellow up. Completed on Monday, January 11, 2016.
You forwarded this message on 1/11/2016 1:15 PM. ’

Message T PON26251500002488-5P.pdf (397 KE) Fsupporting documentation PON26251500002438-5F. pdf (8 KE)

@PSCIn\roice Form POM26251500002488-5P.pdf (103 KE)

Megan,

I have reviewed the attachments and certify that, based on the information provided, requested cost are allowable.

Thanks,

Evan K. Dick, P. E.

Chio River Bridges Program Manager
KYTC Division of Maintenance

Bridge Preservation

200 Mero Street
Frankfort KY 40622

Work: (502)782-5620

Cell: (502)220-3915



7. Check to see if there is a DBE — box in bottom left of form

DBE FPortion of Estimate

If there is a DBE see instructions for adding an Accounting Line

Processing payment in eMars

1. Print out Pay Estimate TC 40-408 from payment request email (to record PRC # and for payment
records).
2. Be sure to verify if the payment is PARTIAL or FINAL. ( Final payments will reflect 100% total %
to date on the TC 40-408)
3. Loginto eMars
e  (lick Search

e Document Catalog- Type in your PON2 number located at the top left of the TC 40-408 as

shown below. You can use and asterisk (*) instead of typing all the zeros.
Document Catalog

Creste Sk
= Document Identifier
Code : [popz ﬂ Unit :
Dept. i [g2s5 ID:(13*1308

b User Information

b Document State

Erowss Clear

4. Click Browse
5. Go to last PON2 created which will say FINAL.

Open Validate Submit Copy

Code Dept. Unit 1D Comments Version Function Phase Status Date User ID Amount Active
[] PON2 625 3500 1300001306 Mo 1 MNew Historical (Final) Submitted 11/27/12 NJHO042 47445400 ‘Yes
[] PON2 B25 3500 1300001306 Mo 2 Moedification Historical (Final) Submitted  7/8M13 ENCROLL 547448400 Yes
[] PON2 625 3500 1300001306 Mo 3 Moedification Historical (Final) Submitted  7/4M14 ENCROLL 547448400 Yes
[] PON2 B25 3500 1300001306 Yes 4  Modification Historical (Final) Submitted 822014 JJW0042 $522759.00 ‘Yes
[] PON2 625 3500 1300001306 Yes 5 Moedification Historical (Final) Submitted  1/7A5  JXV0023  $1,014,127.00 Yes
[] PON2 B25 3500 1300001306 Yes 6 Modification Historical (Final) Submitted  7/3M15  ENCROLL $1,014,127.00 Yes
PON2 625 3500 1300001306 Yes 7 Medification Final Submitted  7/2ME6 ENCROLL 51,014127.00 ‘Yes

First Prev MNext Last

The PON2 (Proof of Necessity Agreement) award document will be used to establish Personal Service

Contracts (PSC) and Memorandum of Agreement (MOA) with internal and external vendors. The PRC

(Payment Request Commodity) document will be used to pay a standalone invoice for services with an

external vendor.



Copy Forward All lines

To pay against all lines on the PON2, users should follow the steps below:

1. Once you have opened the PON2 you will then navigate to the Commodity section and select the
line needed for payment. You will check the open amount for the commodity line.

Non-Reserved Funding Open Amount Total:
Item Sub Total:

Line Amount:

Closed Amount:

Open Amount:

Open Accrual Amount:

Closed GQuantity:

Open Quantity:

Closed Confract Amt:

Open Contract Amount:

Number of Attachments:

2.

5261,456.87
£1,014,127.00
£1,014,127.00
£752,670.13
5261.456.87
s0.00

0.00000
0.00000
5752,670.13
5261.456.87

]

Check the For Work Done dates on the TC 40-408 compared to the Contract Service Dates

within the PON2 on the Commodity > General Information section on the correct commodity

line.

Service From: 11/29/2012

3z
(=

Service To:  10/01/2017

NOTE: If the Work Done Dates on the TC 40-408 are not within the Service Dates in eMars, then

forward the email chain to the project manager and the consultant explaining that the consultant and

the project manager need to agree on an approximate length of time needed to finalize the work.

When setting the new Completion Date, allow a few extra months for payment request submittals

and processing of payments. For the Time Extension, the consultant will submit a cover letter and a

Project Chronology to Professional Setvices, Adrian Wells Adrian.wells@ky.gcov . Once the time

extension has been processed, payments will need to be resubmitted and reapproved to be

reprocessed.

Checklist for TIME EXTENSIONS

O Email or memo for purpose of Time Extension with extended date(s).

O Project Chronology Memorandum.

3.

If the funds are available and the work done dates on the TC 40-408 falls within the range of the

service dates on the contract then you are ready to process the payment.


mailto:Adrian.wells@ky.gov

4. Click copy forward at the bottom of the document.

|1r|' Edit | ﬁl Copy | (% Copy Forward | |} Discard |

Copy Forward Selected Lines

To pay against selected lines on the PONZ2, users should follow the steps below.

1. Select appropriate lines. Hold down the Control (CTRL) key on the keyboard. While
keeping the CTRL key held, use the mouse to select the desired lines. Once selected the

lines will be highlighted in gray.

Line CL Description

1 H. W. Lochner SW Right of Way Services Region 2 2014107
2 Perry-Wolfe-Wolfe Cos. 10-1102, 10-1062 10-8803 LA #1

From 1 to 2 Total: 2

2. Go to the bottom of the document and select Copy Forward

|1r|' Edit | ﬁl Copy | (% Copy Forward | |} Discard |

Using the Copy Forward function allows for easy document entry because the information on the referenced

documents is automatically inferred to the New PRC.

A PRC (Payment Request Commodity) is created and populated with data from the referenced award.
Users will complete the document with appropriate quantities, dollars amounts and vendor invoice

information, then validate and submit the document for level 1 approval.
Creating the payment:

e Dept Code — List the department number associated with your department.
e  Unit Code — List the Unit code associated with your district/atea.

e Click Auto Numbering Box ( this is what will generate your 10 digit PRC #)
e In Table - Click Target Doc Type PRC



Copy Forward

From Document
Category : proc Doc Dept: g5
Type: pg Doc Unit : 3501
Code : poy2 ID: 1200002609
Select Entire Document : Version: 4
To Document
Doc. Department Code : —| Document Id :

Unit Code : _| Auto Numbering :

Target Doc Type Target Doc Code Description

PE PE
™ ™
+ PR PRC Pay for Order
PR PRCI Pay for Order Internal

First Prev Next Last

Note: If there is only one commodity line on the PON2 and you did not hold CTRL+ left click to select the line then

make sure the Select Entire Document is checked. You will uncheck it if you selected certain lines, then click OK at

the bottom.
Copy Forward
From Document
Category: proc Doc Dept: ¢oc
Type: po Doc Unit: 5=pp
Code : pop2 ID: 1200002600
Select Entire Document: [ Version: 4

Generated Document

At the top of the screen you will see the PRC # that was generated for your payment. Write this # down on the printed
TC 40-408 form. This PRC # is crucial for future tracking or revisions to this payment.

Pymit Request-CommodityBased(PRC) | Dept: 525 ID: 1600134334 Ver: 1 Function: New  Phase: Draft



Header section- General Information

Document Name and Document Description

e Type of project #P (partial Payment)/Item Number (ex: 2P/5-304.15) = 2»d payment for Item # 5-
304.15 (#F = Final Pmt.) Type LA # if there is a Letter Agreement for the pay estimate. (Ex: 2P/5-
304.15 LA # 1)

e  Copy and paste what is in the document name into the document description.

BELETERL Ul FPayee | Extended Description | Contact | Document Infarmation

Document Hame: | GRVW Engineers, Inc.
STWD LPA 2P/5-304.15 LA # 1

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

Bank Account:

> &

Accounting Profile:
Replacement: [ |
PCard Payment: | |
PCard Administrator:
Cited Authority: A |
Contract Withholding Exempt: |:|

Document Description: | GRW Engineers, Inc
STWD LPA 2P/5-304 15 LA # 1

Vendor Section
Name and address on this section MUST match the Consultant Name and Address on the TC 40-408
(Payment Request Form) and the Name and Address of the Contractor on the PSC form.
Scheduled Payment Date — Todays Date
Invoice Information
a.  Vendor Invoice Number —Estimate # followed by the item # (ex: 2P/5-304.15) = 2nd

payment for Item # 5-304.15 (#F = Final Pmt.) If estimate is a Letter Agreement (LA)
Type LA and the # =LA # 2

b. Vendor Invoice Date — enter Invoice Date from TC 40-408 (Payment Request form)

Vendor Invoice Humber: | 2P/5-204 15 LA # 1
Vendor Invoice Date: | 021 8/2016 =

Tracking Date: =]




**THE FORMAT AND ORDER OF THIS INFORMATION IS CRUCIAL **

It is very important to be detailed and consistent, this is how payments are tracked within eMars when

researching processed payments and any extra spaces or characters will hamper tracking.

Commodity Section
You only need the Commodity Line for the payment being processed. (Check item #)

e Input the For Work Done dates listed on the TC 40-408 form into the Received Service From
Date and Received Service To Date.

Received Service From Date: [o/14/2045 =]
Received Service To Date: 12/25/2015 =
Tax Profile: 4|
Accounting Profile: 4|

Procurement Folder: 4031514
Procurement Type ID: 3

Procurement Type: Architecture & Eng PSC

e  Contract Amount — Enter Amount from the TC 40-408 (Payment Request form)
Invoice Information
a.  Once you click save the Vendor Invoice Number, Invoice line, and Invoice date will

infer from the Vendor section. Fill in “Check Description” Copy (cttl + C) and
pasting (ctrl + V) the Vendor Invoice Number. (Example: 2P/5-304.15 LA # 1)

Vendor Invoice Number: | 2P/5-304 15 LA # 1
Vendor Invoice Line: | 1
Vendor Invoice Date: | 0218/2016 =]
Tracking Date: =]

Check Description: | 2P/5-204 15 LA #1

Note: These fields should be used to communicate data needed by the vendor to apply
payment propetly. Do not use the document, line description or extended description as a
means to communicate vendor information. These fields DO NOT print on the check

stub or remittance to vendor



Validate

Accounting

General Information

1. The Sub Total Line Amount will be automatically filled in with the cotrect total.

| Commodity Total Lines: 1 Commeodity Line: 1 CL Description: Letter Agreement Mo. 2 Jessamine  Commodity: 92500

_ _

2. Review the funding information on the TC 40-408 in the Funding Section with the information listed
in the Fund Accounting Section and the Detail Accounting Section either attached to the TC 40-408
or on the TC 40-408 itself.

EELETEIRN b0l Reference | Fixed Asset Intent Reference | Fund Accounting || Detail Accounting || Additional Amounts | Extended Description

Funding
110K C35 D625 FDO4 2550 C119 E143

Fund Accounting— 1100 or 12F0 (System will not accept 1200)
Object Code — E143 (Architectural & Engineering Function)
Detail Accounting — FD04

Activity- 2550

Sub Function — County Code (enter all 3 digits)

Program Number — State Number from the TC 40-408
Location — District #

a. If there is multiple strips for the payment you will need to create them by
inserting a new line located at the bottom left of the document, inputting
the proper funding like above in the correct places.

B save | 5 Undo | [Z4 Inzert New Line | [24 Insert Copied Line | Ef Edit with Grid

b. Once this is complete, VALIDATE the document and check for any
errors and correct if necessary.



PROJECTS WITH DBE PARTICIPATION

e If there is only a Single Commodity Line to be paid from, look at the cost breakdown to check the
DBE firm name and amount of charges at the bottom left of the T'C 40-408

DBE Portion of Estimate

To Create DBE Accounting Line

a.  Make sure you are in the accounting section.

b. Copy accounting line 1 by selecting the papers on the right side of
the accounting line 1.
c.  Next you will Insert copied line located at the bottom left of the document.

=] Savel 5 Undn| [Z4 Inzert New Line| [24 Inzert Copied Line| Ef Edit with Grid

d. Edit copied accounting line for DBE

e. Enter the amount of the DBE portion into the Sub Total Line Amount make
sure you subtract this amount from Accounting Line 1 reflecting the change
in Accounting Line 1 /Sub Total Line Amount.

f.  Fund Accounting enter DBE in the Dept Object.

BSA: 4|

Object: E143 |

Dept Object: 4|
Sub Object: @

g. Detail Accounting enter the DBE Task # in Task

Reporting: il
Sub Reporting: il
Task: 4|
Sub Task: il
Task Order: il

h. Click the green error to search for you DBE. Type your Department and T*
(* 1s a wildcard will search for anything after the letter T).



Browse Clear

Department :|gp5 Task: =
Hame : Active :
Effective From : Effective To:
Department Task Hame Active Effective From Effective To

Select 625 ToO0M 5H Technologies, Inc.* Yes
Select 625 ToOzZ Abbie Jones Conzulting® Yes
select 625 TOO3 Allen Engineering, Inc.® Yes
Select 825 TOO04 Anne Morris & Aszzociates, LLC* es
select 625 TOOS ASC Group, Inc.*® Yes
Select 625 TO0S ANCON, Inc.® es
Select 625  ToO7 BA Engineers, Inc.® Yes
=select 625 TOO3 Barr Engineering, Inc.* ez
Select 625 TOO9 Booker Engineering, Inc.* Yes
Select 625 TO010 Brockington and Aszociates, Inc.*® Yes

Cancel First Previous Next Last

Note: If you cannot locate the DBE Task # from the drop down menu contact Bob Scott bob.scott@ky.gov to

have it added in eMatrs.

SUBMITTING FOR LEVEL 1 APPROVAL

*** BEFORE SUBMITTING FOR LEVEL 1 APPROVAL *%**,

Please review the Example Pay Estimate & Example PSC at the end of this document to
insure everything is correct. The highlighted items are verified in Division of Accounts. If all

this information is correct, the Payment should be Approved & Paid without delays.

e Submit payment in eMars to next level for Level 1 Approval.

e TForward the email that was sent from Project Manager with ALL attachments to the proper Level 1
Approver. (Division of Accounts requires ALL attachments to be in PDF format)

Fri 8/12/2016 10:15 AM
Gormley, David E (KYTC)
FW: PON 26251300002003 Magoffin Item 10-126.40 19P

To Maynard, Megan F (K¥TC)

ﬂ Follow up. Completed on Monday, August 15, 2016.
You forwarded this message on 8/16/2016 9:12 AM.

Message @Magoﬁin Co KY 9009 10-126 40 CMR March 2016.pdf (55 KB}
'@Magoﬁin K¥10-126.40 PSC 03312016 19P- R Signed.pdf (535 KB)
@Item Mo, 10-126.40 Engineering Pay Estimate Mo. 19P-R PON26251300002003 Magoffin Signed.pdf (234 KBE)

Megan,
Please log in and process this payment at your earliest convenience.

Thanks,

David Gormley


mailto:bob.scott@ky.gov

***)[MPORTANT***

VERIFY PARTIAL/FINAL REFERENCE TYPE ON PAYMENT (PRC)
DOCUMENTS

When creating PRC documents referencing award documents, be sure to verify the partial/final reference type located
under the Reference area of the Commodity Section. Choosing Final reference type will close the corresponding
commodity line, thus preventing and further payments against that line. Also, if you validate your document before
changing the payment amount on the accounting line, the document will be marked as final. Therefore, it is very
important that you do not choose Final prematurely. Always make sure the commodity line total matches the

accounting line total.

As a standard practice it is best to follow these steps when completing your PRC
Step 1. Select appropriate lines if applicable.

Step 2. Copy forward from the award to the PRC

Step 3. Change the Quantity or Contract Amount to the proper amount to be paid.

Step 4. Select approptiate Reference Type (Pattial/Final). Only select Final if you are sure no other payments will
be made against the line and make sure TC 40-408 shows 100% paid.

Step 5. Validate to infer the Accounting Lines from the award. It is best not to validate prior to completing Step 4.
Step 6. Enter all other required fields.

Step 7. Validate again to ensure document is without error.

Step 8. Double check the Partial/Final Reference Type.

Step 9. Submit the PRC.

HOW TO RESEARCH PAYMENTS MADE TO CONSULTANTS VIA
PON2

Disbursement Process and Disbursement Detail Query (DISBDQ)
Through the Automated Disbursement process checks (AD) and Electronic Funds Transfers

(EFT), documents are generated based on the scheduled payment date on the payment document.

The Automated Disbursement process select authorized payments, validates and processes payment



adjustments such as discounts and posts payment transactions. In eMars, a single disbursement (AD

or EFT) will be generated per vendor per payment document.

The Disbursement Detail Query (DISBDQ) table is where the user can find information about
processed disbursements. Users will be able to locate and view disbursements by document ID,
vendor code or check (AD) or EFT number.

® To search payments made by the vendor # open up the PON2 by searching through the Document
Catalog in eMars.

Document Catalog

Create sk

= Document ldentifier

Code : panz ﬂ Unit :

Dept. : g5 1D+ 122609

b User Information

b Document State

Browse Clear

Open Validate Submit Copy

Code Dept. Unit 1] Comments WVersion Function Phase Status Date User ID Amount Active
D PONZ2 825 3500 12000026803 Yes 1  New Historical (Final) Submitted S/8M2 PHJ0ME61 £1,000,000.00 Yes
D PONZ 825 3500 12000028028 Yes 2 Medification Historical (Final) Submitted 2/20M4  JX0V0023  £1,000,000.00 Yes
D PONZ 825 3500 12000025059 Yes 3 Modification Historical (Final) Submitted 7/4/M14 ENCROLL 31,000,000.00 Yes
D PONZ 825 3500 1200002508 Yes 4  Medification Final Submitted 7/3M15 ENCROLL 31,000,000.00 Yes
POMNZ 625 3500 1200002608 Yes 5 Modification Pending Submitted 2/16M6  JJW0042 31,000,000.00 Yes

First Prev MNext Last

e Open the correct version of your PON2, click the vendor section.
¢ Go to the Vendor Section, Copy (cttl+C) and Paste (cttl + V) the Vendor Customer number.



Vendor Line Vendor Customer Legal Nz
1 VCO000090699 GRW ENGINEERS INC
From 1 to 1 Total: 1
Discount
Vendor Customer: CO000090599 |

Legal NHame: GRVW ENGINEERS INC
Alias/DBA:
Address Code: Apood | ' Y

GRW BLDG
201 CORPORATE DR
LEXINGTON
K
40503

us

e (Close the PON2 document

e Go to page search in the primary navigation panel type DISBDQ (Disbursement Detail Query)
in the Page Code Section. Select the Disbursement Detail Query.

s s
Message Center
B Search -Category:| V|
Page Search Page Type :| v |
Document Catalog Description :
eMARS Reporting Page Code : pisBDQ*
History Browse Clear
Favorites Description Page Code
Administration v Digburzement Detail Query DISBDO
First Prew Next Last

e Paste (cntl+V) vendor code into the Vendor Code Section and add the Item # with an
asterisks (*) before and after. This is a wildcard and will search for anything before or after in
the Vendor Invoice Section.

*Vendor Invoice Numbers can be typed in different ways if payments were not made by the same

person.



Disbursement Detail Query

Browse Clear

Disbursement Doc Type :
Disbursement Doc Code
Disbursement Doc Dept:

AD W

(33

Disbursement Doc 1D :

Payment Request Doc Code @

Payment Request Doc Dept:
Payment Request Doc 1D &

Vendor Code

Payee Code :

Vendor Invoice Number

*VC0000090699 ﬂ

&

* 78502

Check / EFT Number :

Line Amount :

Disbursement Doc ID
+ ADT58.AD013000370023.1

AD. 758 A014000061568.1

AD758.A014000095931,1
ADT58.4014000131904.1
AD 758 4014000166625 1
ADT58.A014000214818.1
ADT58.4014000222484 1
ADT58.4014000257253 1
AD 758 4014000304501 .1
Copy  First Prev Next Last

" Digbursement Query & Check Reconciliation

Disb. Line

Payment Doc ID

Intercept Amount :

Discount Amount :

Penalty Amount :

Interest Amount :

Backup Withholding Amount :
‘Contract Withholding Amount @
Default Intercept Fee Amount @
Supplementary Intercept Fee Amount :
Retainage Amount :

Freight Amount :

Tax Amount :

CancellReclass Reason:

Payee Name

Paid Checks

PRC.625.1300198813.1

GRW ENGINEERS INC

PRC.625.1400028786.1

GRW ENGINEERS INC

PRC.625.1400058231.1

GRW ENGINEERS INC

PRC.625.1400075416.1

GRW ENGINEERS INC

PRC.625.1400096476.1

GRW ENGINEERS INC

GRW ENGINEERS INC

PRC.625.1400128734.1

GRW ENGINEERS INC

PRC.625.1400150664.1

GRW ENGINEERS INC

PRC 625 14001780601

GRW ENGINEERS INC

- Accrual Inguiry

flels(<|=s || <[5

Payee Indicator Vendor Invoice Number

1P/7T-8502.00 LA #2

1P/T-8502.00 LA #2 LPA

JPT-8502.00 LA #2
APIT-8502.00 LA #2
SPIT-8502.00 LA #2
BPIT-8502.00 LA #2
TRIT-8502.00 LA #2
BPIT-B8502.00 LA #2
SPIT-8502.00 LA #2

Vendor Invoice Line

Line Amount
$36,245.75
515,014.61
$23,638.00

53,008.00
§12,104.58
31,711.00
51,662.00
5445.00
SF7T.00

The Paid Checks (PDCHK) tool is to verify a check has been sent to the consultant and to verify if it has cleared by the
bank.

e Click on Page Search
e Type PDCHK in the page code area

MARS Production Page Search
Message Center
[ Search Category:| V|
Page Search Page Type :| V|
Document Catalog Description :
eMARS Reporting Page Code : ppCHK:
History Browse Clear
Favorites Description Page Code

Administration

v Paid Checks

POCHK

Paid Check Restore PDCHKRES

First Prev Next Last



e  (lick the Paid Check Description.

e In this section you will add the check/EFT Number which can be found on the
Disbursement Detail Query (DISBDQ) that is discussed above in that section.
e Copy and paste the number into the Check/EFT section below.

Paid Checks
Browse Clear
Bank Account : Document Code @
Check | EFT Number : gogo00020351255 Doc Dept :
Check | EFT Amount : Document 1D«
Check | EFT Issue Date : Cleared Date : =
Last Action Date : Status :
Bank Account Check/EFT Number Check!EFT Amount Check/EFT Issue Date LastActionDate >DocumentlD Status Cleared Date Cancellation Reason Comments
v GA 000000020361865 $21,786.80 01142016 011222016  AD16000227128 Paid 012172018
m 000000020361865 $144.00 021612010 027252010  W163A10046001 Paid 02/24/2010 Batch Sequence 24245316
Copy  First Prev Next Last
¥ Paid Check Update
# Paid Check Restore Check Writer Payment Accrual Inguiry

e Bank Account Code U1 is what you will be looking at it shows the date it was issued and then the
date it cleared. If it doesn’t appear on this screen the check has not cleared the bank.

Rejected Disbursement Documents

The nightly Automated Disbursement process checks (AD) and Electronic Funds Transfer (EFT) documents are
created and submitted to a final status provided no errors are encountered. The Automated Disbursement process
selects authorized and scheduled payments, validates and processes payment adjustments such as discounts. In eMars, a

single disbursement (AD or EFT) will be created per vendor per payment document.

When the payment document is created, budgets from all accounting lines are validated to ensure adequate funds are
available. Upon creation of the AD or EFT document, both cash and budgets are validated. If funds are not available
in either cash or budget for any accounting line, the disbursement documents will be rejected. All AD’s and EFT’s in
“Reject” status will be deleted duting the nightly cycle and an AD/EFT Exception Report will be generated listing
payment documents where the AD or EFT was rejected.

NOTE: Itis the responsibility of the Department Fiscal Officer or their designee to ensure all errors are corrected so
that the payment will disburse. This may require modifying the payment document to reflect a budget where funds are

available.

The AD/EFT Exceptions Report will be posted to the eMars website: http://finance.ky.goiv/internal /emars/ every

morning. Each Department’s Fiscal Officer should ensure this report is reviewed.


http://finance.ky.goiv/internal%20/emars/

PAY ESTIMATE EXAMPLE:

—:‘\ﬁ'—é\ Kentucky Transportation Cabinet TC 40-408
il Division of Professional Services 06/2014
ENGINEERING AND ENGINEERING-RELATED SERVICES PAY ESTIMATE
KYTC Confract Number Funding Federal No. State No. Ttem No. Estimate Mo,
PON 2 625 L S00002 1 54 12F0 C35 D625 FDS2 1550 COF3 E143 OHSIPIOI01TE 923201 D 1-3002.00 5P
Consultant Name and Address | Invoice Date | Effective Date of Natice to Begin Wark
American Enginaers, Inc. | 31-lan-16 | Work May ot Begin Hefore This Date
B5 Aberdeen Drive S-Aug-15
Glasgow, KY 42141
] County/Route/Mile Point | [ For Work Done
= [ McCracken/KY-1954 | | 20-Dec-15 Through  23-lan-16
Method |Total Contract Total % % Total % Previous Earnings This | Total Earnings
Description of Work of Fee Amount Prev. Est. This Est. to Date Earnings Estimate to Date
Agreement NO 2015-08-10
MeCracken County LA #1 Lump Sum) 195,458 00 36.70% 1.26% 37.96% 7188188 2,472,38 T4,334.26
Percpntage may be off by 1%
Page 1 155 858.(H) 36.70%| 1_26% 37.96% 71,881.88 TATIIR 7435426
Page 2 - B o B
Totals 195, 855,04 36. % 1.26% 37.96% TLERL RS 147138 74.354.26
Myl [nformation _
Total Earnings to Date 74.354.26
Less Previous Earnings 71.881.88
Total This Estimate 247238
DBE Foction of Estin ate .
o The KYTC Project Manager would
KYIC Praject Maniger need to be signed only if the

certification verbiage is not in the
email chain,



PSC EXAMPLE

PERSONALSERW ICE CONTRACT INWOICE FORM
GOWERMAENT CONTRACT REVIEW COMMITTEE
LEGISLATIVE RESEARCH CONM SSKIN

Pursuantto KRS 454635, no payment shall be mate on ANy Prsonal senvice contratt unless the individual, Firm, partnership, or
rarparationawarded the persona | se reice contract submits its invaice far payment an a form esta blished by the committee.

IFrecicag nall e sienmicted awery ninety | 50) days, urless the persanal serite contmet soetifies 3 diffecent submission time serind.

fan pin e TN s shial| be submitted for each distinctmatter covered by the persona |l seevice cantract, and shall be sigaed by the
individuat respansible for that matter

The s ua nce of aninuoite to the £ommo nweatt h co nstitutes an affirmation by the indidual, firm, partners hip, or carporation

awarded the personal séniie £ant@et that the invdice truly and atturat Bly Feplesents Work actually perfarmed, and the expenses
actually incurred.

The head of the cantracting body shall approve the invaice, indicatingthat the charges inthe invoice reflect the value of the wark
petfarmed, ard all recarded tostsard dishursements were reasarabhy and necessa rily incurred in cannection with the matter
rvoiced

NOTE: All questions nust be answered fly. |fthespace provided isinsuffident, additional pages should be attached referenting
thespedfically numbered item. Am guestions regardingthe inuoice requirements should be diretted to the tontracting agenty.

Contract Number; POM 2 625 1500002154 bateof Imicioe; (1/21,/2015
Kentucky Transportation Cgbinet Engineerin ngineering Rei Services
Lontracting Body Cuision, Branch, ek.

1, Name & Address of Comtracton
Americon fRginears o

55 Abardeen Grive
Gizsgaw, KY 42141

X Contracoor’s Tan |0, Number;  S1- 1033630

3. Effective Period of {ontract: 4, Combined Total Amount Charged in this
Starting Date: _ DR/0S/8015 Inuaice for Services and Reimbl rseable
Ending Date: __03/10/2016 Cishursema nts: 524?{.3_.&

S. Dates of Servite Covered under G Isthis the FINAL imigice
thisimioite; forservices performed
Starting Dater  12/X0/2015 ufider this contratt:

EndingDate: (11/23/2016 —Yes __x No

7. bateof most recent invoice submitted prior to this inveice, QL2018
2. Howoften isthe contrattor refjuired to s ubmit imvoies under the terms o Fthe personal senite tontract:
o mare thon ance o mon bk during the prograss ofwark for portis poyment for the wark com plated to dote,
8, Provide 3 desoiptionof the matter covered by this invoice:
Lee pioched Consultont Monrthly feportond TC 40408 faginears s Py Citimote 50
10 Provide a hull destriptionof eath service provided, including the date each service was performed, the name andtitle of each
indwidual who worked on the matter, and the time the individualspent on the mathes:

Seeattoched Consultomt Mon thy Repart. Lump Sum Controc & See ottached T 40 403 Engingers s Poy Extimote 509



PSC CONTINUED:

11. Frovide the hourly rate for each indwidual workingon the matter andthe total charge for that indwidual for each matter
inuohed;

Aee ottgched Consultont Morthly Report. Lume S Contmc - See ottached TC -H--HIE Engineerss Poy Estimate 5P

12 Frovide the subject matter and recipient of any correspo ndence:

Aee ottached Consultont AMonthly Report

1%, Provide a full description of any work product produced, designating the way in which the work product is associated withthe
matter being inwoced, {Attorneys Billing for Legal Services: f you contend that amyinformation is subject to priviege, please

dentify the privileged item, and provide sufficent information to evaluate the claim of privilege):

Aee ottached Consultont ionthly Report

14, Frovide an itemizedist of all dis burse ments to be reimbursed by the state for each matter imoced and the total charge for
that matter:

This 15 a lurmg sum contract,

Date, 034112006

Contracting Body

Approved by: Date:




Reopening Commodity Lines that were Prematurely Closed

Occasionally, users will prematurely close commodity lines on referenced awards. The most
common reason for this is that the user inadvertently selects the Final Reference Type on a partial
payment. This can also be caused if the user validates the document prior to changing the
accounting line amount. Once you have corrected the amount on the accounting line you will then

have to change the reference back to partial.
Steps:

A. Copy Forward from the award to a PRC being careful to select only those lines that were
prematurely closed.
B. On the Commodity Line:

e Change the Quantity to zero (0) or the Contract Amount to Zero ($0.00) if the item type is
service.

e Sclect Inverse as the Reference Type
C. On the Accounting Line

e Select XPRC as the Event Type.

e Change the Sub-Total Line Amount to zero ($0.00).
e Seclect Inverse as the Reference Type.

e C(lick Validate and then submit.

The steps above will reopen lines on any award type. However, awards documents requiring
matching (i.e DO, DO2, PO, PO2, CT and CT2) may encounter matching related errors even
though the award lines have been reopened. Therefore, subsequent payments may needs to be paid
bypassing the matching process. Using the Copy Forward option from the award to a PRC should

be used in these instances.



