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Draw Down Process
                      Statewide Management, Accounting and Reporting Tool
ROLES:  Agency Projects Manager, Agency Customer Contract Manager, Agency Budget Processor, Agency Projects/Grants Reporter, Agency Billing Administrator, Agency Deposit Processor
DESCRIPTION OF PROCESS:  Delivered functionality in SMART along with a custom report (Sponsor Draw Down Report) allow you to better manage your draw down process for reimbursable projects/grants.  This job aid discusses the agency steps needed to perform your draw downs, including the use of Project Costing (PC), Customer Contracts (CA), Billing (BI), and Accounts Receivable (AR).  Note: The assumption is that you have already taken training on these topics, so some of the details will not be included in the steps below.   
SCENARIO: In this scenario, we will create a reimbursable transaction for $15.00, perform the billing and revenue recognition processes, approve the billing worksheet, perform the draw down (external to SMART), create the deposit in AR, and apply the payment on the Payment Worksheet in AR.    

DAY 1

1. As the Agency Projects Manager, create a Project. 
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2. Add an Activity to the Project.
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3. As the Agency Customer Contracts Manager, create a Contract.
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4. Relate the Project and Activity to the rate-based product on the Contract.
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5. Update the Accounting Distribution on the Contract (be sure to select the Correct History button before updating).
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6. Activate the Contract.
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7. As the Agency Budget Processor, add a project budget journal (if required).
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8. Begin transacting in the system (i.e. enter a $15.00 transaction against the project)

9. **IN NIGHTLY BATCH – All of the cost collection and billing / revenue processes will occur.
DAY 2
10. As the Agency Projects Manager, review transactions against the project in PROJ_RESOURCE.
a. The BD1 (Budget) row came from the project budget journal that was created if you keyed a budget journal in Step 7.  
b. The ACT (Actual Cost) row was created from the transaction entered online.  The ACT row generated a BIL (Billable Amount) row since a rate-based contract line was tied to this Project / Activity.
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11. As the Agency Projects/Grants Reporter, navigate to the custom Sponsor Draw Down Report to determine how much is needed to draw (Customer Contracts > Reports > Sponsor Draw-Down Report).
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12. On the Run Control page, enter the Transaction Beginning Date, Transaction Ending Date, PC Business Unit, Project ID (optional), and Activity ID (optional). The report can also be filtered based on Customer.  Click Run.
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13. Select the KPC00001 checkbox, and click OK.
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14. Once the page updates, select the Process Monitor link.  When report is complete, it will have a Run Status of “Success” and Distribution Status of “Posted.”  Click the Details link.
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15. Click the View Log/Trace link.
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16. Select the .CSV file generated.  This is the report.  
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17. The report can be opened in Excel, and the transactions that need drawn down are listed in the report.  The Scheduled Amount is the amount that needs to be drawn down from the external system (in this example = $15.00).  

a. NOTE: If this transaction originated from a voucher in AP, then a Voucher ID and Payment Date would be included in the report.  You should use the Payment Date to determine when you should do the draw down.  If the Payment Terms are NET30, and the payment is not due to the vendor for another 30 days, you should not complete your draw until closer to the Payment Date (CMIA standards).
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18. As the Agency Customer Contracts Manager, review the Billing Worksheet.  Once you find your related bill, you should select the line and click Approve Now.
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19. Once approved, the Billing Worksheet will no longer be available for selection. 
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20. **EXTERNAL TO SMART - Access your external drawn down system and request your draw (this will not be tracked in SMART) in the amount of the billing worksheet.  Do not over-draw or under-draw, as this will cause the system to be out of balance.
21. As the Agency Billing Administrator, locate your Invoice created from the Billing Worksheet.  This will have a bill status of RDY.
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22. Run Finalize and Print – this process will create the Invoice. Enter the Run Control ID and click Add.
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23. Enter the parameters for the Finalize and Print process.  Include the Invoice generated from the Billing Worksheet. Click Run.
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24. Select “Finalize and Print” (Process Name: BIJOB01) and click OK.
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25. Access the Process Monitor link to see progress of the job.  When the job is complete, it will have a Run Status of “Success” and Distribution Status of “Posted.”  
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26. **IN DAILY BATCH - After Finalize and Print is run, there will be a delay of approximately one hour so that the remainder of the BI/AR processes will run.
27. As the Agency Deposit Processor, create the Deposit.  Enter the Business Unit for the Deposit and click Add.
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28. On the Totals tab, enter the Deposit Type, Control Total Amount, and Control Count.
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29. On the Payments tab, enter the Payment ID, Amount, Payment Method, Customer ID, Qual Code, and Reference.  Click Save.
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30. Create the Payment Worksheet for the Deposit by entering Deposit Unit and clicking Search.  Select the Payment you just created.
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31. Click the Build button on the Payment Worksheet.
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32. On the Payment Worksheet Application, change the Display to “Selected” and click Go.  Then click the Save button.  When complete, click the Worksheet Action link.
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33. Click the Create/Review Entries button to see your accounting entries.
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34. Once you review your accounting entries, click the Return to Previous Panel button.

[image: image31.png]Create Worksheet - Microsoft Internet Explorer provided by The State of Kansas

B )+ (£ mustsaman ot icmorisheer vt e o e cororAssa 7

P_PAYMENT_IDENT_IC_GBLEEOPP.SCHack

rocorp scrona-gvPLov ] @ | 42X [oooe 28]

Flo Edt View Favortes Took

Help

Create Workshest

= Updato Workahost
- Finalize Worksheet
- Request Payment
Predictor
 Electronic Payments
 Direct Journal Payments
© Cash Control Entries
b Review Payments
b Reports
b Cash Drawer
b Credit Cards
 Customer Accounts
b Customer Interactions
b Recelvables Maintenance
b Recelvables Analysis
b Recelvables Update
- Interfund Details

b IT Asset Management

1 Banking

b Cash Management

> Deal anagement

b Risk Management

1 Financial Gateway

1 VAT and Intrastat

1 Excise and Sales TagvaT
IND

> Commitment Control

1 General Ledger

b Allocations:

> Statutory Reports

b SCH ntegrations

b Set Up Financials/Supply
Chain

b Enterprise Components

b Background Processes
b Workiist

1 Tree Manager
> Reporting Tools

o page - Took -

Agd to Favori

New Window | belp | Customize Page |

Deposit Unit: 17100 Payment ID:

PAYMENT1

Line: Entry Type:  PY
Bus.Unit: 17100 Customer: DHHS  SubCustt: SubCustz:
Amount: 1500 Currency:  USD

Distribution Lin
hatrioss TG

Line |GLunit |Type
fi 1715006000 3424, 01032 110100 17100 DRAW_DOWN_PRJ

100 17100 AR [15.00 1715006000 3424 0540 01032 130100 17100 DRAW_DOWN_PRJ AcT1

4 30.00 Currency: USD CR: 30,00 Currency:UsD Net:

Payment Control | Accounting Entries




 

35. Select Batch Standard for the Posting Action, and click OK.
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36. **IN NIGHTLY BATCH – All of the cost collection and billing / revenue processes will occur.
DAY 3
37. As the Agency Projects Manager, review PROJ_RESOURCE.  BLD (Billed Amount) rows will replace the BIL rows, so the row will not get picked up on Day 3 in the Sponsor Draw Down Report.
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38. As the Agency Customer Contracts Manager, review Contract – Billing information (including Invoice ID) is present on the Contract Line.
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View the Billing Plan History tab > Billing tab to view the invoice created from the

billing processes.
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39. Revenue Journal has been created in GL.
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(Right Screen)
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