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1 Overview of Agency Interface Check Writer Approach


The purpose of this design is to provide the agencies of the Commonwealth of Kentucky with the information needed to modify their current check writer systems to comply with the new MARS data element codes and format, in order to interface with MARS.  The Check Writer process will provide the capability to write checks outside the Automated Disbursement (AD) process and capture all the necessary information for 1099 reporting, CMIA reporting, check cancellation and check reconciliation.  MARS software is an integrated package consisting of these system components:

· Advantage 2000 - Financial Management
· Procurement Desktop -  Procurement
· BRASS - Budgeting
· Management Reporting Database
Figure 1 below shows the interrelation among the MARS components.
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Figure 1.  MARS Components


To interface with MARS means to interface with one or more of its components.  ADVANTAGE 2000 is the system component that will deal with check writer interfaces.


This design document explains the mechanisms and guidelines for external systems to send payment information to MARS.  Agencies are responsible for modifying their external check writer systems.  The target completion date for the initial check writer interfaces was Monday, March 15, 1999 (see Section 1.5.1).  The current documentation addresses check writer design based on modifications since that time.

1.1 Background Information

Check writer files contain payment information submitted by agencies to process payments.  Payments originate from different agency systems and generate 80% of the state checks.  Check writer files are those which had been sent directly to the Treasury and were known known as ‘**vendor’ checks.  They were also called checks to miscellaneous vendors and that is what they indicate in the MARS terminology.  A single check writer file may contain payments to thousands of vendors and a few (usually less than 10) accounting lines.  All the payment requests in a single file must use the accounting attributes passed in the file.  Tax refunds and benefit payments are examples of check writer files.  A listing of identified Commonwealth check writer systems is found in Appendix A, Check Writer Interfaces to MARS.  This list is comprised of files that had been identified at the time of the July 1 implementation and numerous systems have been added since that time, but is included to highlight the diversity of the systems.

Previously, only summary accounting information was sent to STARS to record the accounting events of payments.  The detail payment information went to the Treasury directly and did not come to STARS. Treasury printed the checks and maintained appropriate levels of information for reconciliation and stale dated checks.  The STARS system therefore did not have sufficient nor convenient inquiry capability for check writer payments.  

A primary objective of the Commonwealth for the statewide financial system is to bring the check writer payment information into MARS so that it, as well as other payment information, will all be available in one central system.  This achievement significantly improves the Commonwealth’s reporting capabilities (i.e., 1099 reporting, etc.) and streamlines processes such as CMIA compliance, vendor offset and bank reconciliation.  

As identified during the course of meetings with AMS and Treasury in July and August of 1998, the requirements for processing check writer files through MARS include:

· Payment validation to ensure that the required fields are provided.

· Accounting line validation to ensure that the accounting attributes are valid.

· A budgetary information check for the valid budget line and to ensure that sufficient funds are available to make the payments.

· Capture of appropriate information for check reconciliation and stale dating.

· Capture of appropriate information for CMIA reporting and compliance.

· Capture of appropriate information for 1099 reporting.

· Handling of bank reconciliation for the check writer file in the same manner as Advantage disbursement checks

· Data location in the same table for all the checks generated by the Automated Disbursement and Check Writer processes, eliminating data duplication.

· Provision of a unique identifier for each check writer file, the Check Writer Run Number (which provides a direct link between the accounting and disbursement transactions, hence an appropriate audit trail).

· An ability to print check writer payments on different check stocks, allowing each check stock to have its own check numbering series.  

1.2 Keeping Current with Changes


It must be recognized that MARS is under development; therefore, change may continue to occur.  Although the information that is provided in this check writer interface design document is current as of the date of publication, information may change as MARS is modified to better address Commonwealth needs. Appendix B of this document is a listing of changes made since version 3.0.  A current version of the document is available via an Internet connection at http://www.state.ky.us/agencies/adm/mars/mars.htm.  

Additionally, a document history listing contains changes to all Interface design documents made since the last version release of a document.  This is available, also on the Internet off the main page (above), or  at http://www.state.ky.us/agencies/adm/mars/DesignChangeHistory.doc.

1.3 MARS Design Considerations


For a check writer interface, all payments within the check writer file contain a few accounting lines and potentially thousands of payment lines to different vendors.  Processing one payment voucher for each vendor within a check writer file is not practical and would create a great constraint on system resources and batch processing duration.  Additionally, maintaining all of the check writer payments in the Open Payment Voucher tables, increases storage requirements, processing time for Automated Disbursement processing, and backup and recovery during each nightly processing cycle.

1.4 Assumptions

· Agencies will submit all check writer files in a standard format.  The format of this file is specified at a later point in this document (see Appendix C).

· For check writer payments that do not have check numbers supplied by agencies, MARS will assign check numbers.  MARS will also assign a tracking number for each ACH payment.

· Each check writer file will be paid from no more than one bank account code.

· Accounting lines will be prorated for individual payments from the check writer file.  For example, consider a check writer file has 2 accounting lines, totaling $16 and $64, and 5 payments of: $10, $20, $30, $10, $10, totaling $80.  The accounting line amount is prorated for each payment based on the percentage of the payment.  For the first payment (1/8 of the total amount), $2 ($16 x 1/8) is paid out of accounting line 1 and $8 ($64 x 1/8) is paid out of accounting line 2.

· Some checks must be printed during the day for some agencies (type 1 processing) while others may be printed during the nightly cycle (type 2 processing).

· The use of the Bypass Insufficient Funds and Bypass Vendor Offset flags by check writer ‘type 1’ processing will not allow vendor offset and will override insufficient funds error messages.

· Agencies must follow the Commonwealth policies and procedures for the use of the Bypass Insufficient Funds and Bypass Vendor Offset Flags (required for type 1 processing, may be used with type 2 with authorization).

· Check writer payments do not reference or liquidate any encumbrance.

· One check stock will not be shared by different bank account codes. 

· Non-1099 and 1099 reportable payments must be submitted by agencies via separate check writer files.

1.5 Task Plan

1.5.1 Target Date for Production Files

All initial check writer interfaces were scheduled for completion, including agency unit testing, by March 15, 1999.  Agencies expecting initial payments to commence after the July 1 implementation must contact the MARS Interface team to schedule.

1.5.2 Preparatory/Administrative Information

Prior to July 1, 1999 implementation, Agencies were asked to use checklists found in the MARS Agency Implementation Notebook (AIN).  At that time, closer interaction was necessary between agency developers and central MARS teams to troubleshoot problems within the overall check writer process.  See Appendix D, MARS check writer Worksheet, which contains checklists and administrative requirements to process a new check writer file.  The information requested is required for the Interface team to modify processing jobs, and set up datasets and security.

Resources and Inputs:

· MARS Interface Team Lead.
· Agency fiscal section
· List of Approved MARS Check Writer Interfaces.

· MARS ALMs and AILs

1.5.3 Interface Testing


Interface System Testing is covered in the MARS Integrated System Test Plan.  Each Agency is responsible for unit testing of its check writer input file.  Due to the great risk an agency faces if a new check writer file is not completed, it is imperative that these files be validated and stabilized with MARS.  This is done during the check writer Integrated System Test.  For testing, the Interface team will require a unit tested agency file.


Note that adequate time should be provided for the Interface team to work through agency design flaws and Chart of Accounts errors.

1 The Check Writer Interface Process


This chapter provides information needed to understand and develop a check writer interface to the ADVANTAGE system component of MARS.  Figure 2 below illustrates how agency check writer files are processed.  A detailed description follows.
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Figure 2 Check Writer Interface Process

2.1 Overview

The MARS check writer process has been developed to handle and process all Commonwealth check writer files.  Each paying agency will provide its files to the check writer process.  This file can be provided on an approved media or by an electronic transfer. 

The two types of files (based on daytime or nightly cycle processing) will undergo pre-edits to verify the values in the header record and check accounting lines against pre-determined attributes from numerous tables including the existence of sufficient funds.

Once passing the validation (or passing application of appropriate overrides), the agency check writer file is written to a Validated Check Writer File, information on the Check Writer Status table is updated, and a control report is created for the agency.

The validated check file is passed to the journal voucher generation program where a CJ document is created and is entered on the suspense file.  The voucher generation program also updates the check status table logging the processing date and time, and finally, creates a check file.  This file may include both check and ACH transactions.

The check file is passed to the check generation program that will assign the check number, if not already provided, using information from the Automated Disbursement Parameters table.  The program updates the check status table and creates the files used by the Treasury for check printing and ACH payments.  It also updates the 1099 ledger and creates files that update tables for online inquiry for reconciliation.

2.2 Structure of the Agency Check Writer File

An agency check writer input file is made up of multiple records.  Each file must contain a header record, one or more accounting lines and one or more payment lines.  The file MUST be provided with the header record as the first record, preferably followed by the accounting records, with the payment records at the end.  See Figure 3 for an illustration of a stylized input file structure and Appendix B for the detailed input file layout. 
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Figure 3  Illustration of a Stylized Check Writer Input File Structure

2.2.1 Record Types

The header record (Type 10), identifies to MARS, the agency requesting payments, provides information to determine which check stock will be used for the file, and the bank account from which funds will be taken.  Various control fields are present to validate the check file and provide a control total check.  Indicators are available to be used (with prior authorization) to override insufficient budget/allotment or insufficient funds and if the check file is subject to vendor offset.

An accounting records (Types 21 and 22), uses Chart of Accounts information to indicate the various accounting attributes that should be charged for the check file.  The accounting attributes are comprised of both Statewide and Agency Chart of Accounts elements.

The payment records (Types 30, 31, 32 and 33), provide the detailed information needed to produce a check.  Information includes payee name and address, and payment amount.  Payment Records also are used to record remittance advice and ACH information.  

2.2.2 Common Coding Strings

The check writer agency file, in its accounting record section has a Record Type field which will indicate the source of the information to populate the funding strip for payments.  If the record type is “22” the accounting record section contains the actual accounting classification elements that identify the appropriate funding source.

Record Type 21 references the CWCC table for Common Coding Strings.  “Common Coding Strings” provides a way to store accounting distributions and allow the check writer to specify the particular distribution(s) by reference.  This is accomplished by establishing, on an Advantage Table (CWCC), the particular accounting information needed.  This should be done by the fiscal officer in the agency.  Common Code and Sequence Number are established within each agency, so the check writer can then reference these literals to control the accounting distribution(s) as desired.  See Figure 4 below, which provides the information to be gathered in MARS.  
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Figure 4 Check Writer Common Code table (CWCC)
2.2.3 Remittance Advice Structure

On record Type 31, Appendix C indicates that up to ten (0-9) 150-byte Remittance Advice Info fields are available for information to be printed on a check stub.  This may be misleading since the number of sequences is actually dependent on the paper stock used to print the checks and the check category (See record Type 10).  Two paper stocks are being used (z-fold and c-fold) and most checks are printed on them using the ‘generic’ format.  Exceptions are made for special requirements (such as payroll).  Z-fold stock has two folds with the check in the center; c-fold has the stub on the upper two-thirds, has the check on the bottom and addressing on the reverse of the check.  

Z-fold stock allows Treasury to print single-sided, which reduces costs and greatly speeds processing.  For the generic c-fold check, only 10 sequences are available.  For the generic z-fold check, only five sequences may be used (0-4).  Each sequence of 150 bytes should be broken into its two 75-byte segments.

Basically, what is contained in the first five type 31 records (for each 30 payment record) are printed as ten lines of  (up to) 75 characters on the check stub.  There is no adjustment of font to accommodate different length lines.  Care should be taken to format the 150-byte field so that at printing a word is not broken and printed over 2 lines, for example:

When in the course of human e

vents, it becomes....

2.3 File/System Identification

The header record identifies the agency requesting the processing of a check writer file.  Several fields in the header record undergo edits using the CWPE program (See section 2.9).  Bank Code and Check Category determine information provided on the checks.

2.3.1 Number of Files to be Submitted

As an agency examines payments to be made, the consideration must include the number of files that will be needed.  MARS requires separate files to be submitted for payments that are 1099 reportable vs. non-1099-reportable files.  Agencies may need to separate files if more than one payment will be transmitted on a day (for example); payments made from a system on a daily basis overlap with payments made on a monthly schedule; or systems that produce payment files on Saturdays, Sundays, or holidays when MARS is not available for payment processing).  Agencies may also want to separate files coming from a system based on payees (for example, payments made to local entities such as school districts or other county/city agencies).  Files must physically separate 1099 and non-1099 files (this is required by MARS).

2.3.2 Check Numbering and Check Stock

The bank account code indicates the State account being used for payment and the Bank Account (BANK) table uses the code to assign check numbers for check writer payments that do not have a check number provided by an agency.  The Next Available Check Number field of the supplied Bank Account Code on BANK will be used.  At the end of the process the Next Available Check Number is updated.  The check number range is 0000001 to 9999999.  If the check number was provided by the agency on the input check writer file, it is validated against the Next Available Check Number of the supplied Bank Account Code on the BANK table via the CWPC table. The first check number, if assigned by the agency, must be the same as the Next Available Check Number. If not, the file will be rejected.

Additionally, all ACH payments will have an ACH tracking number assigned by MARS.  The tracking number range is 0000001 to 9999999 and is reset to zeros at the end of the batch nightly cycle.  On the OPCH table, this is preceded by a four-digit Julian date.  This MARS-assigned tracking number is used to track check writer ACH payments and any agency-supplied value will not be passed to the ACH network.  The MARS tracking number will be written to TRACE-NO on Record Type 32.  TRACE-NO (15 digits) consists of the ABA Bank Account Number of Farmers Bank (8 digits) followed by the MARS tracking number (7 digits). 

Check Category (2 digits) is required in the header record of the check writer input file from agencies to specify a check stock.  From the check category, the Treasury will also know if the check is sealed and agency mailed or Treasury mailed, or unsealed/unfolded and returned to the agency for mailing.  Check Category provides a key so that different check stocks will have different check numbering series.  In addition, it allows an agency to individualize return addressing and the inquiry information appearing on the check stub.  The check category value must be assigned by the Interface team for each check writer file an agency plans to use.

The format for the address/inquiry lines is:

COMMONWEALTH OF KENTUCKY

30 BYTES


Required, must have at least one agency line

30 BYTES


Required, must be either office information or street address

30 BYTES


Optional, additional line for address if needed

20 BYTES KY ZIP+4

(20 BYTES – CITY) 2 BYTES 5 BYTES 4 BYTES

999-999-9999-9999

Phone with area code and 4 digit extension

2.4 Relating the Agency Check Writer File to MARS Document Processing

The Accounting Records (Type 21 and 22) provide the financial information to MARS that had previously been entered into STARS separately from the payee information being sent directly to Treasury.  While STARS recorded summarized transactions, the ADVANTAGE component of MARS uses documents to record information about financial events. A document consists of a document header and one or more lines.  Depending on the type of document, the lines may be accounting lines, lines that reference prior documents, commodity lines, etc.  The agency check writer input file must contain information for the Advantage document header, the line information includes accounting lines and payment lines. 

The agency check writer file is edited and a report is produced for the paying agency.  If the edit process discovers any critical errors, the entire file with all its associated payments will be rejected.  If the file passes all pre-edits, the Journal Voucher Generation program processes it and a document, the Check Writer Journal Voucher (CJ), is created to record the accounting event associated with the check writer files.  A CJ document is a form of JV document specialized for check writers.  A payment file is also created which the Check Generation Program (CWCG) then processes.

The CJ transaction will be loaded into the Suspense File (SUSF).  SUSF is a temporary storage area for documents received from both workstations connected to the system and batch processes.  Accepted documents cause updates to the database and remain in SUSF for a period of time as defined in the system setup.  Within this period, accepted documents can be reviewed, but cannot be changed. 

Generally, a check writer file is processed during the nightly cycle, allowing it to be subject to vendor offset if the payment is of a type that can be offset by the Commonwealth to cover other debts owed by a listed payee.  If the payment is reduced through offset an notation will appear in the stub information accompanying the check.  If there is not a balance remaining, a check for $0.00 will be printed and the stub notation will describe the action. If the payment was originally done using Direct Deposit (ACH), the payment will be converted to a check for the payment portion remaining after offset.  ACH (Automated Clearing House) payments are also called EFT (Electronic Funds Transfer) and “Direct Deposit.”

Some agencies currently send a check payable to the bank as payment to cover the ACH total.  This is no longer necessary, as MARS will build a record from the file to cover the total.

2.5 Scheduling the Agency Check Writer File

Due to Commonwealth payment requirements, some payments must be processed during the day, when that file is received by the MARS data center.  This type of process must have prior approval by the Office of the Controller and is described below as ‘type 1’ check writer payment processing.  Examples of these payments are child support and unemployment insurance checks.  Most payments however, are processed during the nightly batch process and are described below as ‘type 2.’  During the initial implementation, all payments were processed as Type 1.

2.5.1 Type 1 Processing

Check Writer programs (Check Writer Pre-Edit, CWPE; Check Writer JV Generation, CWJV; and Check Writer Check Generation, CWCG) are run during the day by Finance for agencies that are authorized for ‘type 1’ processing.  Payment files are sent to the Treasury during the day upon successful completion of these programs.

Checks for ‘type 1’ agencies are printed during the day.  Vendor offset is not allowed for ‘type 1’ because of processing constraints.  The Bypass Insufficient Cash and Bypass Insufficient Budget/Allotment edit flags will be checked for ‘type 1’ check writer processing (these errors will always be overridden for ‘type 1’) or will be manually overridden.

The CJ documents are loaded to the Document Listing (SUSF) file with approvals suppressed and an override level of 8 during the day and processed during the following nightly cycle.  For type 1, since payment files are processed during the day, MARS’ tables (OPCH, CWCA and WREC) are updated using DB2 load that enables on-line tables to be updated during the night.

2.5.2 Type 2 Processing

For type 2 payments, Finance will run the Check Writer Pre-Edit (CWPE) program during the day.  CJ’s are loaded to SUSF during the night.  

The nightly cycle process (NCP) will complete the processing and send a payment file to the Treasury for print the following day.  A report will be produced from CWJV to indicate if the CJ documents accepted or rejected.  This report will facilitate the Controller’s office decision on which payments to authorize.  

2.5.3 Transmitting the Check Writer File

Check writer files are sent from individual agencies to the mainframe, according to the predetermined frequency and schedule. The data sent from agencies are loaded to sequential datasets that are named according to the naming standards defined for all interface jobs, 

FINA.AFN1.SEQ.CW.CxxRyyyy 

where CxxRyyyy is an identifying number assigned by the Interface team.  Access to the datasets is controlled through RACF security.  These datasets can be sent to the mainframe three different ways:

1. FTP over the LAN/WAN

2. TSO transmission using MVS/XA TSO/E commands

3. On  tape or diskette provided to Finance staff to be transferred to the MARS datasets.

2.5.4 Backups

As with all data transmission, a backup of the transmitted file should remain in the agency of any file provided to MARS.  MARS policy on backups is:

1. A single backup is made at the start of the nightly cycle.

2. Datasets are not emptied after processing.

3. When an agency submits a check writer file it overwrites the file previously sent.  No other file should be transmitted until there is a return notification that the file is processed.  Type two files are limited to one file per day, and care must be taken on the timing of file transmission

4. Provisions have been made to backup files transmitted to MARS on days when processing does not normally occur (Saturdays, Sundays, and holidays.)

5. Processed files are also backed up at the end of both type 1 and type 2 processing.

2.6 MARS Processing

PLEASE NOTE:  once a check file is created for Treasury, the checks are printed.  Therefore, only pre-identified, authorized agency individuals may notify MARS that a check writer file is ready to process.

An Agency Authorization memorandum has been created to provide this list of names.  The document requires the signature of the agency head.  Only the authorized individuals listed will be recognized to have the authority to make a notification to Finance that the check writer is ready for execution.

Once a file is placed in its assigned dataset, one of the authorized contacts should send an e-mail notification to MARS Check writer (Finance MARS).  The notice should include:

· identification number of the check writer file (CxxRyyyy, see Section 2.5.3 for explanation)

· the number of checks/payments**

· starting check number (if the agency system assigns, not MARS Advantage)

· the total amount for the file

· the contact name and phone number to call for file problems

· a phone number for the person sending the authorizing e-mail

**Blank datasets should not be transmitted.  If this is unavoidable, the e-mail should include ‘empty’ or ‘blank’ rather than a zero for the number.

Once a check writer file is placed in its dataset it is ready for pre-edit, the first step in processing.  After validation, type 1 check files are created for printing by Treasury.  CJ documents are processed during the nightly cycle.  Numerous tables are available for online inquiry.

The Check Writer Check Generation (CWCG) program will update the open check tables: a modified Open Check Header (OPCH) table, and a Check Writer Check Accounting (CWCA) table.  OPCH contains a Check Writer Run Number, which is assigned by the Check Writer Pre-Edit (CWPE) program when each check writer file is processed.  The CWCA table is keyed by the Check Writer Run Number and a Line Number.  Accounting information for each check writer file and accounting line will be available on-line in this table.

The Check Writer Check Generation (CWCG) program will also update the Warrant Reconciliation (WREC) table.  WREC is used to track check status by bank account code, transaction code and check number.  On WREC, the Transaction Code for regular Advantage checks is ‘AD’ and ‘EF’ for Advantage ACH payments.  The Transaction Code for check writer checks is ‘CW’ and ‘CE’ for check writer ACH payments.

Because some check writer payments require more restrictive security, alternate views of the Open Check Header (OPCH) table, Check Writer Check Accounting (CWCA) table and Warrant Reconciliation (WREC) table have been created for payroll payment information.  Access to these tables is limited through system security.  Alternate views of the Open Check Header table (OPCH) have been created.  They are Open Check by Name, OPCN, by vendor name, Open Check Header Inquiry for Agencies, OPCA, and Open Check by Check Writer Description, OPCX.

2.6.1 The Check Writer Pre-edit Program

The first step for a check writer, whether type 1 or type 2, is pre-editing.  The CWPE program edits and begins processing each agency check writer file.  If the file passes the edits, it is passed to the next step in the check writer process.  To assist agencies (those with mainframe access), an agency version of the pre-edit program is available, its dataset location is FINA.AFIN.PRD.JOBLIB(KCWPEAG).  Contact the MARS Interface team for access and assistance.  Running a pre-edit at the agency, before transmitting the check writer file will help ensure that the file can pass the MARS CWPE program and thus avoid delays in processing.

The CWPE program performs the following edits and processes:

· CWPE will check for a valid header record, and that the record contains valid values (please see a detailed record layout at the end of this section).  There must be one or more accounting lines, CWPE will:  infer and validate all accounting attributes from the Check Writer Common Code (CWCC) table, if applicable; ensure that sufficient funds (budget and cash) are available to cover the payments, unless an override is specified. 

· Validate that the accounting information balances to the header.

· Validate that the check category is valid.

· Validate the Check Date.  It may not contain spaces.  If the provided check date is less than the “Run Date” it will be changed to the run date.  If it is greater than the run date, a fatal error is issued if greater than 30 days.

· Validate that the accounting period, if entered, is open and validate that the budget fiscal year is valid.

· Validate ACH payment information if included.

· If the object code in the account line is 1099 reportable, the vendor TIN number is required.

· Ensure that if one object code in the accounting line is 1099 reportable, all objects are 1099 reportable in the same check writer file.

· There must be one or more payment records,  CWPE will ensure:

· All the required attributes on the payment records are provided.

· The sum of all the payment amounts are equal to the total amount on the header record.

· In the event that a payment is to be made through ACH, the ACH information will be provided on the ACH Information record.  This program will perform Base10 Check to validate the bank routing number.  The Base10 Check is a formula used to validate the ABA routing number in conjunction with the check digit entered.

· Update the Check Writer Status (CWST) table. 

· For type 1, once the check writer file is validated, if all edits are passed but there is insufficient funds, the payment information along with the accounting information from the check writer file is written to a Validated Check Writer file.  

· An Agency Check Writer Control report is produced, including summary totals.

· Upon completion, if the file has passed, a backup is made of the file before further processing.

· A check writer run number is assigned and added to the header record for each check writer file.  The 11-digit number, serves as a unique check writer file identifier, is generated through Automatic Document Numbering.

Files not passing pre-edit will be returned to the submitting agency.  MARS technical personnel will attempt to work with agency counterparts to try to correct the data, if possible.  If MARS returns the files, they are considered as ‘returned to the agency.’ And no longer tracked by MARS.

2.6.2 Processed Files

Check Writer process status is updated to the Check Writer Status (CWST) table. The table shows when the check writer programs are run and if the check writer file has passed the pre-edits. An authorized user can also use this table to override Budget Edit, Cash Edit and Vendor Offset.

Since check writer payments are generated outside of MARS, payment details are not tracked in the Open Payment Voucher Header/Line (OPVH/L) tables as regular payments. Instead, a new table, Check Writer Check Accounting (CWCA) table is updated with all the accounting line information. Accounting lines are prorated for individual payments from the check writer file based on the weight of the payment amount. 

Check writer payment information is also updated to the Warrant Reconciliation (WREC) and Open Check Header (OPCH) inquiry tables.  The updated check information is then also in the alternate views of OPCH:  OPCN, Open Check by Name (by vendor name), OPCA, Open Check Header Inquiry for Agencies, and OPCX, Open Check by Check Writer Description (keyed by agency and the 30-character description appearing on the check face, i.e., Comments field, record type 30, Seq 17).

2.6.3 Posting

The check writer payments will be posted to the open check tables using transaction codes ‘CW’ or ‘CE’.  If the payment is a check, ‘CW’ is the Transaction Code.  If the payment is an ACH payment, it is ‘CE.’  

The CJ documents are loaded to the Document Listing (SUSF) file with approvals suppressed and an override level of 8 (during the day for type 1 processing and during the night for type 2) and processed during the nightly cycle.  (Errors such as insufficient budget and/or cash are less than a level 8 error and processing continues.)  The CJ document will post to the general ledger as a JV during the nightly cycle.  A valid check file is generated in MARS and sent to the Treasury to write checks. If payments are EFT payments, an ACH file is generated and sent to the Treasury. 

The accounting entry for check writer payments is as follows:

Debit Expenditure (accounting line from CW file or CWCC)

Credit Cash (accounting line from CW file or CWCC)

2.6.4 Printing Checks

Under normal circumstances for generic Z-fold and C-fold checks, at the end of the day, Treasury requests the check writer files processed that day.  These are sent to the printers and should be ready for distribution the next morning.  Depending on the check category, the checks will either be mailed by Treasury or returned to the agency for mailing.  Agency mailed checks are either folded-sealed or unfolded- unsealed.

If a mailing envelope is needed for the unsealed checks, the size is #10 window, Sub 24.  Window size is 3 ½ “ x 1 ½”, located 2 ¾” from the left and 7/8” from the bottom.

Appendix A List of Agency Check Writer Interfaces (3/31/99)
ID
Title
Cab
ALM
AIL
Bus Contact
DIS Br Mgr
Analyst

188
LRC Daily Exp
10
Deric Knowles
Bill Phelps
Don Judy
n/a
Jim Swain; Jeff Strange

189
LRC Travel Data 
10
Deric Knowles
Bill Phelps
Don Judy
n/a
Jim Swain; Jeff Strange

75
Direct deposit (Individual Income Refunds)
30
Rakesh Peter
Mike Burnside
George Ralston
Mike Jull
Janet Lee

79
Motor Fuel Refund (Business Tax)
30
Rakesh Peter
Mike Burnside
Jim Oliver
Mike Jull
D Mahoney

128
Business Tax Refund  (Business Tax)
30
Rakesh Peter
Mike Burnside
Rob Watts
Mike Jull
D Morris

176
St. Ledger Refund (Business Tax)
30
Rakesh Peter
Mike Burnside
Nancy Moore
Mike Jull
D Morris

177
Error refunds (Individual Income Refunds)
30
Rakesh Peter
Mike Burnside
George Ralston
Mike Jull
Janet Lee

178
Non-error refunds (Individual Income Refunds)
30
Rakesh Peter
Mike Burnside
George Ralston
Mike Jull
Janet Lee

185
REVRCS65
30
Rakesh Peter
Mike Burnside
Ann F. Thomas
Mike Jull
D Mahoney

186
REOPT204
30
Rakesh Peter
Mike Burnside
Ann F. Thomas
Mike Jull
D Mahoney

187
Upload of Property Tax 
30
Rakesh Peter
Mike Burnside
Ann F. Thomas
Mike Jull


46
Kentucky Retirement
31
Deric Knowles
Joe Hutchison
Glenn Valley
n/a
Steve Mehs

52
Local Government CDBG Grants
31
Deric Knowles
Jim Reynolds
Steve Green
n/a
 

53
Local Government  -  Road Aid Tax 
31
Deric Knowles
Jim Reynolds
Wayne Miller
Don Wigglesworth
Adolph Sizemore

130
LGEAF - Coal Severance/Mineral Severance Non CAPS
31
Deric Knowles
Jim Reynolds
Wayne Miller
Don Wigglesworth
Adolph Sizemore

85
Teachers Retirement
33
Ruth Gilligan
Jim Chadwell
Glen Gatewood
n/a
Jim Chadwell

91
Transportation
35
George Schwartztrauber
Taylor Manley
Ronnie O'Nan
Garry Waits
 

165
Motor Carrier Tax Refunds
35
George Schwartztrauber
Taylor Manley
 Mark Bell
Garry Waits
Doc Conway

167
Driver's License Fee Refunds
35
George Schwartztrauber
Taylor Manley

Garry Waits


22
Circuit Clerk Fees
39
George Schwartztrauber
Ellen Nolan
Pat Rice
Don Wigglesworth
Adolph Sizemore

83
State Fair Board
43
Rakesh Peter
Greg Randall
Don Crawford
n/a
 

166
KDSS
43
Vikram Grover
Bob Bates
David Bruce/ Rebecca Games

David Bruce

51
Labor Cabinet - Special Fund
44
Randy Keltner
Rodney Gross
Bob Fannin; Mike Heightche
Garry Waits
Nancy Caudill

113
Workforce Development Employment Services (Commuter Assistance)
46
Rakesh Peter
John Friel, Gary Brunker
Ronnie Jump; Diana Stewart
Karen Robinson
Tom Johnson; Bob Dicken

163
Unemployment Insurance Claims and Benefits
46
Rakesh Peter
John Friel, Gary Brunker
Linda Graves
Anne Jackson
Larry Southworth; Mike Graves

175
Unemployment Insurance Claims & Benefits
46
Rakesh Peter
 John Friel, Gary Brunker
Linda Graves
Anne Jackson
Larry Southworth, Mike Graves

63
Personnel (UPPS)
47
Deric Knowles
Walt Gaffield
Jim Looney
Garry Waits
Richard Gee; Connie Page

16
Impact Plus CFC
48
Randy Keltner
Terry Thompson
John Bailey
n/a
John Bailey

40
KAMES
48
Randy Keltner
Terry Thompson
Dina Tharp 3-7017
John Rice
Jeff Ayres

49
Kentucky Child Care Mangement System KCCMS
48
Randy Keltner
Terry Thompson
Rodney Murphy
Anne Jackson
Donna Shouse

105
TWIST CFC
48
Randy Keltner
Terry Thompson
Rodney Murphy / Ray Hunt
Jennifer O'Nan
Dee Cox/Sedfrey Abella

161
Public Assistance System - State Supplemental Payments 
48
Randy Keltner
Terry Thompson
Mary Gaetz
Anne Jackson
Don McPherson

164
KENPAC
48
Donna Hall
Terry Thompson
David Oliver



171
CFC/FAD Family Assistance Diversion 
48
Randy Keltner
Terry Thompson
David Oliver; Mary Gaetz
Anne Jackson
Linda Whitt

172
CFC/FST Food Stamps Training Program
48
Randy Keltner
Terry Thompson
David Oliver
Anne Jackson
Barbara Dobson

173
CFC/JAS Jobs Training Program (STEP)

Kentucky Works
48
Randy Keltner
Terry Thompson
David Oliver
Anne Jackson
Linda Whitt

174
CFC/PAS Public Assistance System - KENPAC
48
Randy Keltner
Terry Thompson
David Oliver; Mary Gaetz
Anne Jackson
Don McPherson

182
KASES / Child Support system
48
Randy Keltner
Terry Thompson
Bob Brown
Alan Taylor 
Bill Catlett

190
Disability Determinations; Eligibility & Tracking System for Disability Benefits (DDS)
48
Randy Keltner
Terry Thompson
Ken Adelson
 
 

17
Impact Plus CHS
49
Donna Hall 
Arch Carr  John Bailey     
John Bailey
n/a
Arch Carr

19
CHS Foster Grandparent Program
49
Donna Hall
Arch Carr  John Bailey
Arch Carr  John Bailey
Anne Jackson
Linda Whitt

50
Kentucky Early Intervention System (KEIS)
49
Donna Hall
Arch Carr  John Bailey     
John Bailey; Arch Carr
n/a
Arch Carr

109
Unisys Medicaid (Medicaid Management Informations System.MMIS)
49
Donna Hall
Arch Carr  John Bailey
Arch Carr  John Bailey
n/a
Judy Bullock

Appendix B File Layout for the Check Writer Input File

Each Check Writer input file contains three sections.  Every file MUST contain a header record (Record Type 10) that will be the first record in the agency file.  Every file MUST contain one or more Accounting Records (Record Types 21 and 22).  Finally, every file MUST contain one or more payment records (Record Type 30).  Each Payment Record may have up to 10 Remittance Advice records associated with it (Record Type 31) and/or a single ACH Information Record (Record Type 32).  Also associated with the payment, a single ACH Addendum Record (Record Type 33) may be used if needed.

The record length for every check writer file will be 265 bytes, which corresponds to the largest record type (record type 30, Payment Record). Other record types must be padded with spaces at the end to complete the 265 bytes.  Copylib members are located in PS.COPYLIB(LMARCW).

When a field must contain a specific value, that value is indicated in quotes in the comments column. The Type of Field column can have the following values: 

R
For required fields; a blank field is not allowed

O
For optional fields; value may be blank.

C
For conditional fields where the field value may be required based on system settings or on the value of another field in the document.

N/A
Fields filled by spaces.

Agency Check Writer File:  Header Record (Type 10)

The header record must be the first record in the agency check writer file.  The check file header record will provide information to determine which check stock will be used for the file and the bank account that funds will be taken from.  Various control fields are present to validate the check file and provide a control total check.  Indicators are available to be used (with prior authorization) to override insufficient budget/allotment or insufficient funds and indicate if the check file is subject to vendor offset.

Seq
Field Name
Size
Comments
Type of field

1
Record Type
X(02)
10 – Indicates a header record
R

2
Paying Agency
X(03)
Agency submitting the check writer file
R

3
Number of Accounting Lines
9(02)
Must match number of accounting lines in the file (Record Types 21 and 22)
R

4
Number of Checks
9(07)
Must match number of payment records in the file (Record Type 30)
R

5
Total Payment Amount
9(14)
Must match the sum of accounting line amounts and payment amounts.  Value is unsigned, right justified, left zero-filled with 2 implied decimal places
R

6
Bank Account Code
X(02)
Must be provided and exist on BANK.  A literal value which provided by the interface team
R

7
Check Date
X(08)
Must be a valid date – CCYYMMDD format.  It is the date printed on each check or the Settlement Date for ACH payments.  See Page 10 for validation.
R

8
Check Category
X(02)
Must be valid on the Check Category (CCAT) table.  A literal value provided by the interface team
R

9
Vendor offset bypass indicator
X(01)
“Y” – Bypass vendor offset payment intercept
“N” – Payments are eligible for vendor offset

Must be an ‘N’ unless given prior permission by the Office of the Controller.
R

10
Bypass insufficient cash error
X(01)
“Y” – Bypass insufficient cash error.  Check Writer process will process.
“N” – Stop Check Writer process for insufficient cash.

Must be an ‘N’ unless given prior permission by the Office of the Controller
R

11
Bypass insufficient budget/allotment error
X(01)
“Y” – Bypass insufficient budget/allotment error.  Check Writer process will process.
“N” – Stop Check Writer process for insufficient budget/allotment.

Must be an ‘N’ unless given prior permission by the Office of the Controller.
R

12
Payment Description
X(30)
User provided data.  Provides a description on the CW Status Table.
R

13
Accounting Period

     Fiscal Month

     Fiscal Year
X(02)

X(02)
Leave blank to default to the current fiscal month and year for associated Check Date (Seq 7).  If you need to refer to a prior fiscal year, code Fiscal Month to be “13” and the prior  fiscal year.
O

14
ACH Type
X(03)
Required if the file contains ACH transactions.  Values are “PPD” Payroll and Retirement payroll and “CCD” for all others.
C

15
Filler
X(185)
Spaces
N/A

Agency Check Writer File: Accounting Record (Common Coding Strings, Type 21)


Accounting information is provided in both Record Types 21 and 22.  Each accounting record uses the Chart of Account information provided to indicate the various accounting attributes that should be charged for the check file.  The accounting attributes are comprised of both Statewide and Agency Chart of Accounts elements.


Record Type 21references the CWCC table for Common Coding Strings.  “Common Coding Strings” provides a way to store accounting distributions and allow the check writer to specify the particular distribution(s) by reference.  This is accomplished by establishing, on an Advantage Table (CWCC), the particular accounting information needed.  Code Group and Sequence Number are established within each agency, so the check writer should only reference these literals to control the accounting distribution(s) as desired.

To define a particular accounting distribution, both the Code group and Sequence Number must be used.  Use the Code Group to specify something generic for the cabinet, or something specific for each check writer system.  Then within the Code Group, specify each accounting distribution by storing as a specific sequence number.

Seq
Field Name
Size
Comments
Type of Field

1
Record Type
X(02)
“21” – Indicates an accounting record containing reference to the CWCC table. 
R

2
Budget Fiscal Year
X(02)
Default is the current fiscal year, but will be inferred from the Check Date (Record Type 10, Seq 7).  If you are referencing a prior fiscal year (Record Type 10, Seq 14), you must enter that budget fiscal year.
O

3
Agency
X(03)
Must exist in AGCY table
R

4
Code Group
X(04)
User defined value.  Common Code, a literal, obtain from agency fiscal officer. Both Code Group and Sequence number together identify a single account
R

5
Sequence number
X(02)
A literal, obtain from agency fiscal officer Both Code Group and Sequence number together identify a single account
R

6
Line amount
9(14)
Amount to charge to the accounting line.  Value is signed, right justified, left zero-filled with 2 implied decimal places
R


Filler
X(238)
Spaces
N/A

Agency Check Writer File: Accounting Record (Alternate Type, Type 22)


This record type requires entry of accounting attributes.

Seq
Field Name
Size
Comments
Type of Field

1
Record Type
X(02)
“22” – Indicates an accounting record containing accounting attributes.
R

2
Budget Fiscal Year
X(02)
Default is the current fiscal year, but will be inferred from the Check Date (Record Type 10, Seq 7).  If you are referencing a prior fiscal year (Record Type 10, Seq 14), you must enter that budget fiscal year.
O

3
Fund
X(04)
Statewide Chart of Accounts element. Must be valid on Fund (FUN2).
R

4
Agency
X(03)
Statewide Chart of Accounts element.  Enter the agency paying for the item on this line. The Agency code used must be valid on Agency (AGC2).
R

5
Organization
X(04)
Statewide Chart of Accounts element.  The Organization code used must be valid on Organization (ORG2).
R

6
Sub Organization
X(02)
Agency-specific Chart of Accounts element.  The Sub Organization code used must be valid on Sub-Organization (SORG).
O

7
Appropriation Code

       APPR-PROG

       ALLT-PROG

       PROG-BUD-UNIT 
X(09)

X(2)

X(3)

X(4)
Statewide Chart of Accounts element. Appropriation unit comprised of: appropriation program, allotment program and program budget unit.  Put spaces in the first 5 positions because these fields are inferred from the required PROG-BUD-UNIT.  Must be valid on Program Reference (PRFT).
R

8
Activity
X(04)
Agency-specific Chart of Accounts element. The Activity code used must be valid on Activity (ACT2).
O

9
Object Code
X(04)
Statewide Chart of Accounts element.  Object Code must be valid on Object (OBJ2) and the GROUP field in OBJ2 can not be ”TR” for Transfer Revenue. 

If Revenue Source entered leave blank. 
C

10
Sub Object Code
X(02)
Agency-specific Chart of Accounts element.  Sub-Object code must be valid on Sub-Object (SOBJ). If entered Object code must be entered.
O

11
Revenue Source 
X(04)
Statewide Chart of Accounts element Revenue Source must be valid on Revenue Source (RSR2) and the GROUP field in RSR2 can not be “TR.” 

If object code entered, leave blank.
C

12
Sub Revenue Source 
X(02)
Agency-specific Chart of Accounts element. Sub-Revenue Source code must be valid on Sub-Revenue Source (SREV). To enter a Sub-Revenue Source Code, a Revenue Source code must be entered.
O

13
Project/Job
X(08)
Job number or project number. If a Job Number is entered, it must be valid on Job (JOB2).  If a Project Number is entered, it must be valid on Project Budget Line (PRBL).  Required if Federal or Capital Projects Fund.
C

14
Function
X(04)
Agency-specific Chart of Accounts element. Function code entered must be valid on Function (FUNC).
O

15
BS Account
X(04)
Spaces
N/A

16
Reporting Category
X(04)
If entered, this code must be valid on Reporting Category (RPTG).
O

17
Termini
X (07)
Enter the termini code associated with this document. If entered, must be valid on Termini Validation (TERM).  Required if the Termini Validation Indicator is selected on Agency Project table (AGPR) for this agency-project combination.
O

18
Line amount
9(14)
Amount charged to the accounting line.  Value is signed, right justified, left zero-filled with 2 implied decimal places.
R

19
Filler
X(182)
Spaces
N/A

Check Writer Payment Information: Payment Record (Type 30)

The Payment Record (Type 30) will provide the detailed information needed to produce a check.  Information includes payee name and address, and payment amount.  Payment Records are associated with record types 31 and 32 to record remittance advice and ACH information.

If a payment is not to a miscellaneous vendor and a valid vendor code is provided in the Vendor Code Field (Seq 3), the numerous fields of the record (Vendor Name, TIN, and addressing information) will be inferred from MARS Vendor File (VEND table) information.  The MARS Vendor File contains a feature to identify vendors as “miscellaneous,” similar to the “**” used in STARS.

Because of 1099 reporting requirements vendors must be identified as individuals, corporations or partnerships.  Another category concerns payments that are made with 1099 reportable object codes-- BUT made to a non-1099 reportable payee, such as payments to governmental units, non-profits, public service corporations, estates, and trusts.  An example of this type of payment is an automobile repair job done at one of the vocational schools.  The Object code is 1099 reportable, but the vocational school is exempt. 

When the object code for the payment is 1099-reportable, the value entered for Vendor Category  will be validated against the CWTN table.  Users with appropriate access to the CWTN table will be able to able to update the information there.

Seq
Name
Size
Comments
Type of Field

1
Record Type
X(02)
“30” - Indicates a payment record
R

2
Payment Sequence Number
9(07)
Required.  Remittance Advice and ACH Information Records (Types 31, 32 & 33) should have the same Payment Sequence Number in Seq 2 of all 31, 32 &/or 33 records to be linked.
R

3
Vendor Name
X(30)
Name of the Vendor.  Required.  May be inferred from VEND table if Vendor Code, below, is not a miscellaneous vendor.  
C

4
Vendor Code
X(11)
Must exist in VEND.  
R

5
Vendor Category
X(01)
Required if 1099 reportable.  “I” for individual vendor, “C” for incorporated/corporate, “P” for partnership, and N for non-1099 (i.e., exempt payees-see text above).  If the payment is not 1099 reportable, the field is ignored (Previously, was V/C).
C

6
Vendor TIN
X(09)
Required if object of expenditure is 1099 reportable. If the vendor has no TIN, use the first nine characters of the vendor code in Seq 4.  May be inferred from VEND table if Vendor Code, above, is not a miscellaneous vendor.
C

7
TIN Type
9(01)
‘1’ for FEIN, ‘2’ for SSN, ‘3’ for Neither.  Required if vendor TIN entered.  May be inferred from VEND table if Vendor Code, above, is not a miscellaneous vendor.
C

8
Vendor Address line, #1 
X(30)
Vendor address.  Required if Treasury mailed, OR is 1099 reportable and a miscellaneous vendor.  May be inferred from VEND table if Vendor Code, above, is not a miscellaneous vendor.
C

9
Vendor Address, line #2
X(30)
Vendor address.  Optional line for address.  May be inferred from VEND table if Vendor Code, above, is not a miscellaneous vendor.
C

10
Vendor Address, line #3
X(30)
Vendor address.  Optional line for address.  NOTE;  This line will be passed to Treasury for mailing information, but will NOT be stored in MARS.
C

11
City 
X(18)
Vendor address.  Required if Treasury mailed, OR, is 1099 reportable and a miscellaneous vendor AND country code is USA or spaces.  May be inferred from VEND table if Vendor Code, above, is not a miscellaneous vendor.
C

12
State 
X(02)
Vendor address. Required if Treasury mailed, OR, is 1099 reportable and a miscellaneous vendor AND country code is USA or spaces.  May be inferred from VEND table if Vendor Code, above, is not a miscellaneous vendor.
C

13
Zip Code
X(09)
Vendor address. Required if Treasury mailed, OR, is 1099 reportable and a miscellaneous vendor AND country code is USA or spaces.  May be inferred from VEND table if Vendor Code, above, is not a miscellaneous vendor.
C

14
Country
X(30)
Vendor address.  If country is United States valid entry is USA or spaces.  May be inferred from VEND table if Vendor Code, above, is not a miscellaneous vendor.
O

15
Delivery Point
X (02)
Enter for Post Office bar code sort.
O

16
Payment Amount
9(10)
Total payment amount for the check.  Value is unsigned, right justified, left zero-filled with 2 implied decimal places
R

17
Comments
X(30)
User provided data which will appear on check face
O

18
Check Code
X(02)
“CW” for check numbering; 

“CE” for ACH tracking number
R

19
Check Number
X(11)


Optional. 

If Check Code =”CW” will be assigned by MARS if not provided by agencies (using the BANK table).  If a value is provided it will be validated.  Check Number is 9(07), filling the first seven digits; remaining 4 digits are spaces.

If Check Code = “CE” any value entered will not be passed to Treasury
O

Check Writer Payment Information: Remittance Advice (Type 31)

Remittance records are optional.  Each record provides payee information that can be defined on an agency basis and can be considered as payment stub information.  The Remittance Advice Info field allows 150 bytes, but, by using it in conjunction with the Sequence Number field, up to 10 of the 150 byte fields can be used to provide remittance information.

This should provide sufficient space for check stub printing, but Treasury has changed its check printing equipment from impact printers, with pre-printed check stock, to laser printers with check stock that was designed in the manner that MARS required.  The check size also changed during this process.  This is why it is stressed that specific check remittance requirements be coordinated through the MARS Interface Team and Treasury.

Seq
Name
Size
Comments
Type of field

1
Record Type
X(02)
“31” - Indicates a remittance advice record
R

2
Payment Sequence Number
9(07)
Required if Remittance Advice is included in the file associated with a Payment Record (Type 30). Enter the same Payment Sequence Number in Seq 2 of all 30, 31, 32 &/or 33 records to be linked.
R

3
Vendor Name
X(30)
Name of the Vendor
R

4
Vendor Code
X(11)
Same as payment record (30)
R

5
Sequence Number
9(01)
0 to 9.  Use of the sequence number  allows for multiple Remittance Advice records (Type 31) to be associated with a single Payment Record (Type 30)
R

6
Remittance Advice Info
X(150)
Must be coordinated with Interface team and Treasury for printing on the remittance stub.
R

7
Filler
X(64)
Spaces
N/A

Check Writer Payment Information: ACH Information (Type 32)

A file may contain either check payments, ACH payments, or both.  The Remittance Advice Record(s) can be used in conjunction with ACH information and must be associated to the corresponding Payment Record (Type 30) using the same Payment Sequence Number (Seq 2).  ACH (Automated Clearing House) payments are also called EFT (Electronic Funds Transfer) and “Direct Deposit.”

**An enhancement to the check writer process allows several fields of required information on type 32 records to be inferred under certain conditions:  the ACH TRANSACTION-CODE is blank and the vendor information exists on the EFTT table and the vendor on the Vendor table is set as “A”ctive.  The information which is inferred is the proper ACH TRANSACTION-CODE (this will be 22 for a checking indicator and 32 as a savings indicator), RDFI-IDENT, CHECK-DIGIT, and RDFI-ACCOUNT-NO (see Seq 5 below).  If there is data in fields other than TRANSACTION-CODE, and the other conditions are met, that data will be overwritten.  If the information cannot be validated for any vendor, then the check writer file will fail pre-edit and be returned to the agency.

Seq
Name
Size
Comments
Type of Field

1
Record Type
X(02)
“32” - Indicates an ACH record.
R

2
Payment Sequence Number
9(07)
Required if ACH is included in the file associated with a Payment Record (Type 30).  Enter the same Payment Sequence Number in Seq 2 of all 30, 31, 32 &/or 33 records to be linked.
R

3
Vendor Name
X(30)
Name of Vendor.
R

4
Vendor Code
X(11)
Same as payment record (30).
R

5
ACH Information, Type 6

  RECORD-TYPE

  TRANSACTION-CODE

  RDFI-IDENT

  CHECK-DIGIT

  RDFI-ACCOUNT-NO

  AMOUNT

  INDIVUAL-ID-NO

  INDIVIDUAL-NAME

  DISCRETIONARY-DATA

  ADDENDA-RECO-IND

  TRACE-NO

  FILLER


X(150)

X(01)

X(02)

X(08)

X(01)

X(17)

9(8)v99

X(15)

X(22)

X(02)

X(01)

X(15)

X(56)
This is a standard Type 6 ACH payment record layout.  If there is a special need other than the indicated, this must be coordinated with Interface team and Treasury.

The value used for RECORD-TYPE is “6.”
R**

**see above, portions may be inferred.  

6
Filler
X(65)
Spaces
N/A

Check Writer Payment Information: ACH Addendum Record (Type 33)

Some agencies require an additional type of ACH record for a payment.  In all cases, a Type 32 Record would be created when the ACH Addendum Record, Type 33 is needed.  

Seq
Name
Size
Comments
Type of Field

1
Record Type
X(02)
“33” - Indicates an ACH Type 7 Addendum record.
R

2
Payment Sequence Number
9(07)
Required if Type 7 ACH information is included in the file associated with the Payment Record (Type 30). Enter the same Payment Sequence Number in Seq 2 of all 30, 31, 32 &/or 33 records to be linked.
R

3
Vendor Name
X(30)
Name of Vendor.
R

4
Vendor Code
X(11)
Same as payment record (30).
R

5
ACH Type 7 Addendum Information

  RECORD-TYPE

  TYPE-CODE

  DESCRIPTION

  SPEC-SEQ-NO

  ENTRY-SEQ-NO

  FILLER 
X(150)

X(01)

X(02)

X(80)

X(04)

X(07)

X(56)
This is a standard Type 7 ACH Addendum record layout.  If there is a special need other than the indicated, this must be coordinated with Interface team and Treasury.

The value used for RECORD-TYPE is “7.”
R

6
Filler
X(65)
Spaces
N/A

To Be Completed By Agency









1.  Cabinet/Agency:

     


2.  Request Date:


     

3.  Department/Division:

     







4.  Contact Person:

     

5.  Phone:
     

6. Priority:
     

7.  Subject:

     







8.  Description:







Attachment   FORMCHECKBOX 



     









     









     









     









9.  Ad Hoc Requests:

Input File:
     


Previous Request #:

     

Report Title:
     


Special Forms:

LABELS   FORMCHECKBOX 
  8 1/2 X 11  FORMCHECKBOX 
     FLASH   FORMCHECKBOX 
           



Report Sequence:
     


# of Copies:
     
Mail   FORMCHECKBOX 
    Pick-up   FORMCHECKBOX 




10.  Cost Center:

     
11.  Program Code/Billing Number:



     


12.  IRP No.:
     


13.  Requested Completion Date:



     

14.  Agency Contact Authorization:






Date:
     

To Be Completed By DIS









15.  Request No.:

     
16.  Request Type:

     

17.  System:
     

18.  Assigned To:

     


19.  Date Assigned:


     

20.  Date Completed:

     







21.  DIS Approval:






Date:
     

To Be Completed by Agency at Sign-Off









22.  Agency Approval:






Date:
     

23.  Please answer the following questions on DIS performance on this request by checking the appropriate box. 










Request completed timely?
Yes  FORMCHECKBOX 
       No  FORMCHECKBOX 
      DIS responsive and courteous?  Yes  FORMCHECKBOX 
    No  FORMCHECKBOX 











Required results produced?
Yes  FORMCHECKBOX 
       No  FORMCHECKBOX 
      Agency informed of request status?
Yes  FORMCHECKBOX 
  No    FORMCHECKBOX 











Rate your overall satisfaction with DIS on this request.  (Circle one)     LOW   1  2  3  4  5   HIGH









24.  Comments:









     









     









     









DIS-F001i

CUSTOMER REQUEST FOR PROFESSIONAL SERVICES
05/94


INSTRUCTIONS


To Be Completed By Agency

1.
Cabinet/Agency:  Name of requesting cabinet/agency.

2.
Request Date:  Date request was sent.

3.
Department/Division:  Name of requesting department and division.

4.
Contact Person:  Name of person to contact for information regarding the request.

5.
Phone:  Phone number of contact person

6.
Priority:  As assigned by agency.

7.
Subject:  Subject of the request.

8.
Description:  Brief description of the requested work to be performed.  If requesting training, use form DIS-F049, Customer Request for Training Services.

9.
Ad Hoc Requests:

Input File:  Data set name of input file.


Report Title:  Report description to be listed at top of report.


Report Sequence:  Ascending/descending order of report.


Previous Request #:  Request # of similar, prior request.


Special Forms:  Description of type of output (check appropriate box).

Number of copies:  Number of copies to be distributed.


Mail/Pickup:  Desired disposition of output (check appropriate box).

10.
Cost Center:  The cost center number denoting the division and branch for which work is performed.

11.
Program Code/Billing Number:  Eight digit billing or account number(s) assigned to the agency by DIS.  Fill in this field by deleting hash marks and replacing with numbers from the left side.

12.
IRP Number:  The number assigned to this project in the agency's Information Resources Plan.

13.
Requested Completion Date:  Date that work is to be completed.  If a date is not specified, or if "As soon as possible" is put in this field, DIS will establish a completion date based on resources available.

14.
Agency Contact Authorization and Date:  Signature of authorized Agency Contact and date signed.

To Be Completed By DIS

15.
Request Number:  A two digit department number and four digit sequential number.

16.
Request Type:  The type of computer service requested.

17.
System:  The system mnemonic or number to which charges are made.

18.
Assigned To:  Name of employee that is to complete the request.

19.
Date Assigned:  When the project was originally assigned.

20.
Date Completed:  Date the requested work was completed.

21.
DIS Approval and Date:  Name and title of person approving the completed work and date the work was approved.

To Be Completed by Agency at Sign-Off

22.
Agency Approval and Date:  Signature of agency approval, certifying that requested work has been satisfactorily completed and date of approval signature.

23.
Please answer the following questions on DIS performance on this request by checking appropriate box.:  Answer the five questions concerning DIS work on this request.

24.
Comments:  Enter any comments concerning this request.
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