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KENTUCKY DEPARTMENT OF EDUCATION (KDE)                                 DISTRICT FUNDING AND REPORTING BRANCH


DISTRICT FINANCIAL MANAGEMENT BRANCH


FINANCE NEWSLETTER


September/October 2011 








Dates to Remember:


September 15 – Working Budget Window open.


September 15 – PSD/CSD Submission Window open.


September 30 - Working Budget due.


October 1 - PSD/CSD Submissions due.


October 6 - ARRA Job Estimates Reporting due.


November 1 - Audited AFR & BS Submissions Window open.


November 15 – Audited AFR & BS Submissions due.

















PSD/CSD Submission


The PSD/CSDs are due at KDE by October 1. PSD/CSDs will be submitted via the Web as they were last year at the following link: � HYPERLINK "https://odss.education.ky.gov/webforms/" �https://odss.education.ky.gov/webforms/�. The window will open September 15 and will close on October 1.


If you have any questions related to PSD/CSDs, please contact the Division of District Support by sending an e-mail to � HYPERLINK "mailto:finance.reports@education.ky.gov" �finance.reports@education.ky.gov�. The subject line should read PSD/CSD - (insert district name).
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Teacher FTE Allocated by School Location


The U.S. Department of Education has requested that teacher data reported by KDE be allocated at the teacher’s actual location by FTE (the number of working hours that represents one full-time employee during a fixed time period, such as one month or one year). This means that if you have a teacher who goes to several different school locations, his/her FTE must reflect how much time is spent at each location, rather than coding as Central Office or District Wide. This reporting change must be in place by the 2012-13 school year.  For the 2011-2012 year districts will only receive a note but for the 2012-2013 year it will be an error.


Vocational Teachers


Vocational teacher job class code 2080 should be at vocational schools only. If they work at the high school, they must have a different job class code.  For the 2011-2012 year districts will only receive a note but for the 2012-2013 year it will be an error.








School District Finance Contacts


Due to the beginning of the school year, district personnel job role changes and employees leaving the districts, the Kentucky Department of Education is updating the districts’ finance contact information for the global All State MUNIS Finance Contacts e-mail distribution list and School and District Contact Information located at � HYPERLINK "http://applications.education.ky.gov/sdci/" �http://applications.education.ky.gov/sdci/� under the Other Roles Information, Director of Finance and Business section. Please note that the district’s finance officer contact information only will be listed in the Director of Finance and Business section. The All State MUNIS Finance Contacts e-mail distribution list includes the districts’ finance officers and additional finance contact names.	


In order to ensure that the districts’ finance officers and additional finance contacts receive timely financial and operational updates and information, if there have been any changes to these individuals’ contact information, please e-mail � HYPERLINK "mailto:brenda.withrow@education.ky.gov" ��Brenda Withrow� the following information:


District Name


New Finance Officer Name 


New Finance Officer Employment Start Date


Old Finance Officer Name to be deleted from district’s finance contact information 


Additional District Finance Contact Names to be added to the district’s finance contact information


Additional District Finance Contact Names to be deleted from the district’s finance contact information





Please forward the information listed above and any questions to Brenda Withrow at � HYPERLINK "mailto:brenda.withrow@education.ky.gov" �brenda.withrow@education.ky.gov�. 











FY 2012 Working Budget


In accordance with KRS 160.470(6) (b) and 702 KAR 3:110, Working Budgets are due at the Kentucky Department of Education (KDE) by September 30. The Working Budgets will be submitted via the web submission process, the same as last year. This application will only be open for a limited time starting on September 15 and will only allow one submission from each district. The link for submitting Working Budgets is � HYPERLINK "http://odss.education.ky.gov/webforms" �http://odss.education.ky.gov/webforms�. 


Please refer to the KDE’s Working Budget Submission Guide located � HYPERLINK "http://www.education.ky.gov/KDE/Administrative+Resources/Finance+and+Funding/School+Finance/MUNIS/User+Guides/Budget+General+Ledger/Statewide+Budget+General+Ledger+Reports.htm" ��here�. This downloadable guide contains a listing of the submission errors and note guide notification (edit checks) that will be utilized by KDE as part of the Working Budget analysis process. All errors need to be corrected by the district in order for the Working Budget to successfully upload to KDE. 


Please refer to the Working Budget Report (STW-GL-4) located � HYPERLINK "http://www.education.ky.gov/KDE/Administrative+Resources/Finance+and+Funding/School+Finance/MUNIS/User+Guides/Budget+General+Ledger/Statewide+Budget+General+Ledger+Reports.htm" ��here�. The document includes MUNIS instructions for generating and submitting the Working Budgets. The instructions contain a list of possible errors that might occur during submission of the Working Budget. All errors need to be corrected by the district in order for the Working Budget to successfully upload to KDE.


Common accounting error notices when creating the Working Budget files in MUNIS:


Transfers in must agree to transfers out.


Budgets must balance for each fund.


Start and actual completion dates of projects must be entered.


The instructions and frequently asked questions documents are located at the following link:


� HYPERLINK "http://www.education.ky.gov/KDE/Administrative+Resources/Finance+and+Funding/School+Finance/MUNIS/User+Guides/Budget+General+Ledger/Statewide+Budget+General+Ledger+Reports.htm" �http://www.education.ky.gov/KDE/Administrative+Resources/Finance+and+Funding/School+Finance/MUNIS/User+Guides/Budget+General+Ledger/Statewide+Budget+General+Ledger+Reports.htm�


If you have any questions relating to Working Budgets, please send an e-mail to � HYPERLINK "mailto:finance.reports@education.ky.gov" �finance.reports@education.ky.gov�. The subject line should state Working Budget, and a KDE representative will ensure that you get a response within 24 hours. 
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Transportation Growth Factor Adjustment Form





The Transportation Growth Factor Adjustment Web-based form for fiscal year 2011-2012 data is due to the Kentucky Department of Education ten days after the end of the second school month, but not later than November 1, 2011. The data will be submitted via the Web submission process, the same as last year. The submission application will only be open for a limited time starting October 1 and will only allow one submission form per each district.  





The Transportation Growth Factor Adjustment data is part of the district's attendance as of the end of the second month of school. The data provides attendance information on students for whom the district provided transportation but who are not included in the district's ADA number. Although a district may not have pupils who fall into this category, the district is still required to complete the Web-based form by clicking the box(s) indicating that the district does not have any data to report for this fiscal year.





The Transportation Growth Factor Adjustment form can be accessed at the following link: 


� HYPERLINK "http://www.education.ky.gov/KDE/Administrative+Resources/Finance+and+Funding/School+Finance/Transportation+Funding+Forms.htm" �http://www.education.ky.gov/KDE/Administrative+Resources/Finance+and+Funding/School+Finance/Transportation+Funding+Forms.htm�.





If you have any problems accessing the Web-based form, please check first with your technology staff and make sure your permissions are set up correctly. 





Please forward any questions regarding the Transportation Growth Factor Adjustment Web-based form and submission to Debra Vaughan at (502) 564-3846 or � HYPERLINK "mailto:debra.vaughan@education.ky.gov" �debra.vaughan@education.ky.gov�. 











Proprietary Funds 5X and Balance Sheet Object 8770


GASB 54 has made many changes, including redefining 8770 as “Unassigned Fund Balance - The unassigned fund balance classification is the residual classification for the general fund only. It is also where negative residuals amounts for all other governmental funds would be reported.” This means that 8770 should not be used by any proprietary funds 5X.  


All proprietary funds 5X should use 8739, which is defined as “Restricted - Net Assets- This account is used to record the net assets component—restricted net assets—which represents net assets restricted by sources internal or external to the organization. This account is to be used in proprietary funds only.”


Any districts that have used 8770 in Food Services, Fund 51 or any other proprietary funds should do a journal entry to move it out of 8770 and into 8739. It will be checked on the Audited Annual Financial Reports, and districts will not be allowed to submit it if any proprietary Funds 5X has used 8770.











Finance Officer Training Provider Proposal Form


Effective Monday, September 5, a new Web-based Finance Officer Training Provider Proposal Form will be available for districts and other training providers to access at the following link: � HYPERLINK "http://www.education.ky.gov/FormServ/Default.aspx?ID=Finance_Officer_Training_Hours_Request_Survey" �http://www.education.ky.gov/FormServ/Default.aspx?ID=Finance_Officer_Training_Hours_Request_Survey�


The new proposal form will allow providers the convenience of electronically submitting a training proposal request for the approval of a training agenda and/or program to be counted as finance officer training hours.


The deadline to submit the Web-based proposal form to KDE’s Division of District Support will continue to be at least 30 days prior to the first scheduled program in order to be eligible for approval. KDE cannot guarantee that proposals submitted after this time will be reviewed for approval. Proposals submitted to KDE after the training session has occurred will not be considered for approval.


Please refer to the revised Finance Officer Training Criteria and Finance Officer Hours List documents located at the following link: � HYPERLINK "http://www.education.ky.gov/kde/administrative+resources/finance+and+funding/school+finance/financial+information/finance+officer+training.htm" �http://www.education.ky.gov/kde/administrative+resources/finance+and+funding/school+finance/financial+information/finance+officer+training.htm�


Please forward any questions to Jeffrey Coulter at � HYPERLINK "mailto:jeffery.coulter@education.ky.gov" �jeffery.coulter@education.ky.gov� or (502) 564-3846.








Bond of Depository


As a reminder, if a district needs to make any changes to its Bond of Depository information throughout fiscal year 2012, please contact Gail Cox at (502) 564-3846 or � HYPERLINK "mailto:gail.cox@education.ky.gov" �gail.cox@education.ky.gov�. If a district needs to change its Penal Sum amount or bank, please submit a new Bond of Depository form to the Division of District Support. The new form and listing of pledge collateral, copy of the letter of credit or copy of surety bond can be faxed or scanned and e-mailed to Gail Cox. Please retain the original documents in the district’s central office. All Bond of Depository changes will have to be approved by the commissioner of education.


Please refer to the “Bond of Depository” webpage for more information:


� HYPERLINK "http://www.education.ky.gov/KDE/Administrative+Resources/Finance+and+Funding/School+Finance/Bonds/Bond+of+Depository.htm" �http://www.education.ky.gov/KDE/Administrative+Resources/Finance+and+Funding/School+Finance/Bonds/Bond+of+Depository.htm�











Federal Reimbursement 


For districts that currently do not send their Federal Reimbursement payments by Electronic Funds Transfer (EFT), KDE strongly encourages those districts to begin submitting their payments electronically. 


Please follow the steps below  to register and get set up to send the Federal Reimbursement payment by EFT to KDE.


A primary user and two backups will need to register first with Kentucky.gov � HYPERLINK "https://secure.kentucky.gov/portal/registration.aspx" �https://secure.kentucky.gov/portal/registration.aspx� to obtain a user ID.


Complete the attached EFT Authorization Form. Select district from the drop-down menu in green. Fill in contact information and local banking information, and enter the name and user ID for each user who created an account with Kentucky.gov. All applications should be marked as “New Enrollment.”


 � EMBED Excel.Sheet.8  ���


Please complete the EFT Authorization form and return via e-mail to Donald Sweasy (� HYPERLINK "mailto:Donald.Sweasy@ky.gov" �Donald.Sweasy@ky.gov�) or by fax to the Finance Controller’s Office at (502) 564-6597.  





Once you have registered and sent your form to the Finance Controller’s Office, use the following instructions to process your payment.


� EMBED AcroExch.Document.7  ���


Please forward any questions to the following individuals in the Finance Controller’s Office: 


Bethany Crockett at � HYPERLINK "mailto:Bethany.Crockett@ky.gov" \o "mailto:Bethany.Crockett@ky.gov" �Bethany.Crockett@ky.gov� or (502) 564-6690; Patricia Boler at � HYPERLINK "mailto:Patricia.Boler@ky.gov" \o "mailto:Patricia.Boler@ky.gov" �Patricia.Boler@ky.gov� or (502) 564-1449, or Donald Sweasy at � HYPERLINK "mailto:Donald.Sweasy@ky.gov" \o "mailto:Donald.Sweasy@ky.gov" �Donald.Sweasy@ky.gov� or (502) 564-8632.








Equalization of Newly Adopted Nickels


When a district adopts a new nickel, how does it get equalized? Equalization is determined through the biennial budget process. The legislative and executive branches ultimately decide which nickels get equalized and when they get equalized. Historically, eligible districts may have received 100 percent, 50 percent or 25 percent equalization. If a district levies a nickel, KDE cannot guarantee when or if a district will receive state equalization.
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Fidelity (Performance) Bonds


Thanks to school districts for submitting their fiscal year 2012 Fidelity Bond Web-based form information in a timely manner. As a reminder throughout the fiscal year, if a district needs to make any changes to the submitted Fidelity Bond information, please contact Gail Cox at (502) 564-3846 or � HYPERLINK "mailto:gail.cox@education.ky.gov" �gail.cox@education.ky.gov� in order for the bond information to be reopened for the district to make changes to the information. All changes have to be made through the SEEK Application Web form and will have to be approved by the commissioner of education.


Please refer to the Fidelity (Performance) Bonds webpage:


� HYPERLINK "http://www.education.ky.gov/KDE/Administrative+Resources/Finance+and+Funding/School+Finance/Bonds/Fidelity++Bond.htm" �http://www.education.ky.gov/KDE/Administrative+Resources/Finance+and+Funding/School+Finance/Bonds/Fidelity++Bond.htm�








YEAR END CLOSE


The current documentation, dated June 2011, for year-end close can be found at �HYPERLINK "http://www.education.ky.gov/KDE/Administrative+Resources/Finance+and+Funding/School+Finance/MUNIS/User+Guides/Budget+General+Ledger/Budget+General+Ledger+Procedures.htm"��Fiscal Year End Processing (BGL-2)�. Make sure to follow the directions closely and pay particular attention to the “Post Last Year Adjustments” and “New Year Processing” sections due to changes required by GASB 54. Kentucky specific questions should be sent to � HYPERLINK "mailto:finance.reports@education.ky.gov" �finance.reports@education.ky.gov� (include Audited AFR in subject line), and contact MUNIS at (800) 722-4908 for other questions. 








Audit Reports


Audit reports are due at KDE’s Division of District Support by close of business on November 15. If you have any questions about submitting audit reports, please contact Ken Smith at � HYPERLINK "mailto:ken.smith@education.ky.gov" �ken.smith@education.ky.gov�. Instructions for completing and submitting the audit reports are located in the audit contract package at the following link: 


� HYPERLINK "http://www.education.ky.gov/kde/administrative+resources/finance+and+funding/school+finance/financial+information/financial+audits/financial+audit+contracts.htm" �http://www.education.ky.gov/kde/administrative+resources/finance+and+funding/school+finance/financial+information/financial+audits/financial+audit+contracts.htm�








Audit Extension Requests


School district financial audits are due at KDE’s Division of District Support by November 15. If the audit cannot be completed by November 15 due to factors beyond the control of the accountant, that individual must electronically submit an Audit Extension Request form to KDE by October 1, fully completed by both the accountant and the district. The form is provided in Appendix III, Audit Extension Request, of the audit contract. If you have any questions about audit extension requests, please contact Jeff Coulter at � HYPERLINK "mailto:jeffrey.coulter@education.ky.gov" �jeffrey.coulter@education.ky.gov�. For more information, please refer to the link below: 


� HYPERLINK "http://www.education.ky.gov/kde/administrative+resources/finance+and+funding/school+finance/financial+information/financial+audits/financial+audit+contracts.htm" �http://www.education.ky.gov/kde/administrative+resources/finance+and+funding/school+finance/financial+information/financial+audits/financial+audit+contracts.htm�








Audited Annual Financial Report (AFR)


The audited AFRs are due at KDE’s Division of District Support by November 1. Audited AFRs will be submitted via the Web the same as last year. This application will only be open for a limited time and will only allow submission from each district once. If you have any questions about audited AFRs, please contact Ken Smith at � HYPERLINK "mailto:ken.smith@education.ky.gov" �ken.smith@education.ky.gov�. The link for submitting AFRs is � HYPERLINK "http://odss.education.ky.gov/webforms" �http://odss.education.ky.gov/webforms�. 


Directions for the Annual Financial Report are located at: � HYPERLINK "http://www.education.ky.gov/KDE/Administrative+Resources/Finance+and+Funding/School+Finance/MUNIS/User+Guides/Budget+General+Ledger/Statewide+Budget+General+Ledger+Reports" �http://www.education.ky.gov/KDE/Administrative+Resources/Finance+and+Funding/School+Finance/MUNIS/User+Guides/Budget+General+Ledger/Statewide+Budget+General+Ledger+Reports�


























If you have any questions related to audited AFRs, please contact the Division of District Support by sending an e-mail to � HYPERLINK "mailto:finance.reports@education.ky.gov" �finance.reports@education.ky.gov�. The subject line should read Audited AFR - (insert district name).














Reporting On-Behalf in the Annual Financial Report (AFR)


Districts’ un-audited and audited annual financial reports (AFRs) should reflect on-behalf expenditures recorded by the appropriate school locations. This year’s AFR edit check will reflect a note if on-behalf data, recorded by location, is not submitted in your AFRs. The Audited AFRs should reflect on-behalf the data from KTRS formula guidance. Last year, 173 districts out of 174 reported on-behalf data in the Audited Annual Financial Reports (� HYPERLINK "http://www.education.ky.gov/kde/administrative+resources/finance+and+funding/school+finance/financial+information/annual+financial+reports.htm" ��see last year’s report for your district�). KDE’s reports for 2010-11 will be posted at this link: �HYPERLINK "http://www.education.ky.gov/kde/administrative+resources/finance+and+funding/school+finance/financial+information/on+behalf+payments.htm"��On-Behalf Payments�. 
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Monthly On-Behalf Payments 


As a reminder, the Division of District Support posts the “On-Behalf Payments by Month” spreadsheet that consists of the monthly employer’s portion of the on-behalf payments. KDE paid for health insurance, life insurance, administrative fees, health reimbursement account (HRA) and federal reimbursement. These payments are updated each month and multiple times during the year-end process. Districts are encouraged to verify and record their on-behalf payments monthly. 


The Voc Ed on-behalf payments and KTRS on-behalf calculation information are forwarded to KDE in June or July and made available upon receipt. The KTRS on-behalf payments are forwarded to KDE in September or October, and KDE posts the amounts to its website. 


Please refer to the “On-Behalf Payment” webpage:


�HYPERLINK "http://www.education.ky.gov/KDE/Administrative+Resources/Finance+and+Funding/School+Finance/Financial+Information/On+Behalf+Payments.htm"�http://www.education.ky.gov/KDE/Administrative+Resources/Finance+and+Funding/School+Finance/Financial+Information/On+Behalf+Payments.htm�


If you have any questions, please contact Gail Cox at 502-564-3846 or �HYPERLINK "mailto:Gail.cox@education.ky.gov"�Gail.cox@education.ky.gov�.











ARRA Job Estimates reporting due dates are:





July - Sept. 2011	Due: October 6, 2011





Oct. - Dec. 2011	Due: January 6, 2012





The ARRA Jobs Estimate Report is available through a Web application at � HYPERLINK "http://apps.kde.state.ky.us/login/" �http://apps.kde.state.ky.us/login/�. 
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KDE Office of Administration and Support, Associate Commissioner, Hiren Desai


Division of District Support Services, Director, Kay Kennedy


(502) 564-3846


� HYPERLINK "mailto:FirstName.LastName@education.ky.gov" �FirstName.LastName@education.ky.gov�
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						Commonwealth of Kentucky

				Debit Auth						Finance and Administration Cabinet								Select School Board

				Rev 05/16/2011

				AUTHORIZATION FOR ELECTRONIC DEBIT ACH PAYMENTS

		1.		Enter the following customer information:

				Customer Information

				Business Name

						Street

						City										State				Zip

						Phone

						Contact

						Contact E-Mail

				Complete Section A for new enrollments or for financial institution or account changes.

		2.

						Section A: Enrollment or Change Authorization

						Select One:

						Financial Institution Information

						Bank Name

						Branch

						or correspondent Bank (if applicable)

						City										State				Zip

						Transit/ABA#

						Account #:

						Account Type (select one)

						Signature										Date

						Name Printed										Job Title

				Identify all users registered at Kentucky.gov authorized to process ACH debits againsts the account above.

		3.

				User Name				User ID (Kentucky.gov)						User Name				User ID (Kentucky.gov)

														Adair Co Bd of Educ

														Allen Co Bd of Educ

														Anchorage Indep Schools

														Anderson Co Schools

														Ashland Independent Schools

														Augusta Indep Schools

														Ballard Co Schools

														Barbourville Indep Schools

														Bardstown Indep Schools

														Barren Co Schools

														Bath Co Schools

														Beechwood Bd of Ed

														Bell Co Bd of Ed

														Bellevue Indep Schools

														Berea Indep Schools

														Boone Co Bd of Ed

														Bourbon Co Bd of Ed

														Bowling Green Indep Schools

														Boyd Co Bd of Ed

														Boyle Co Bd of Educ

														Bracken Co Schools

														Breathitt Co Schools

														Breckinridge Co Bd of Ed

														Bullitt Co Bd of Ed

														Burgin Indep Schools

														Butler Co Schools

														Caldwell Co Schools

														Calloway Co Bd of Ed

														Campbell Co Schools

														Campbellsville Indep Schools

														Carlisle Co Schools

														Carroll Co Schools

														Carter Co Schools

														Casey Co School Dist

														Caverna Indep Schools

														Christian Co Schools

														Clark Co Schools

														Clay Co Bd of Ed

														Clinton Co Bd of Ed

														Cloverport Indep Schools

														Corbin Indep Schools

														Covington Indep Schools

														Crittenden Co Schools

														Cumberland Co Schools

														Danville Indep Schools

														Daviess Co Public Schools

														Dawson Springs Indep Schools

														Dayton Indep Schools

														East Bernstadt Indep Schools

														Edmonson Co Bd of Ed

														Elizabethtown Indep Schools

														Elliott Co Schools

														Eminence Indep Schools

														Erlanger-Elsmere Indep Schools

														Estill Co Schools

														Fairview Indep Schools

														Fayette Co Schools

														Fleming Co Schools

														Floyd Co Bd of Ed

														Frankfort Indep Schools

														Franklin Co Public Schools

														Ft. Thomas Indep Schools

														Fulton Co Schools

														Fulton Indep Schools

														Gallatin Co Bd of Ed

														Garrard Co Schools

														Glasgow Indep Schools

														Grant Co Bd of Ed

														Graves Co Bd of Ed

														Grayson Co Schools

														Green Co Schools

														Greenup Co Schools

														Hancock Co Schools

														Hardin Co Schools

														Harlan Co Bd of Ed

														Harlen Indep Schools

														Harrison Co Schools

														Harrodsburg Indep Schools

														Hart Co Schools

														Hazard Indep Schools

														Henderson Co Schools

														Henry Co Public Schools

														Hickman Co Schools

														Hopkins Co Schools

														Jackson County Schools

														Jackson Indep Schools

														Jefferson Co Schools

														Jenkins Indep Schools

														Jessamine Co Schools

														Johnson Co Schools

														Kenton Co Bd of Ed

														Knott Co Bd of Ed

														Knox Co Bd of Ed

														LaRue Co Schools

														Laurel Co Bd of Ed

														Lawrence Co Schools

														Lee Co Bd of Ed

														Leslie Co Schools

														Letcher Co Schools

														Lewis Co Schools

														Lincoln Co Schools

														Livingston Co Bd of Ed

														Logan Co Bd of Ed

														Ludlow Indep Schools

														Lyon Co Schools

														Madison Co Schools

														Magoffin Co Schools

														Marion Co Bd of Ed

														Marshall Co Schools

														Martin Co Schools

														Mason Co Schools

														Mayfield Indep Schools

														McCracken Co Schools

														McCreary Co Schools

														McLean Co Schools

														Meade Co Bd of Ed

														Menifee Co Bd of Educ

														Mercer Co Schools

														Metcalfe Co Bd of Ed

														Middlesboro Indep Schools

														Monroe Co Bd of Ed

														Montgomery Co Bd of Ed

														Monticello Indep Schools

														Morgan Co Schools

														Muhlenberg Co Schools

														Murray Indep Schools

														Nelson Co Schools

														Newport Indep Schools

														Nicholas Co Schools

														Ohio  Valley Ed Co-op

														Ohio Co Schools

														Oldham Co Schools

														Owen Co Bd of Ed

														Owensboro Bd of Ed

														Owsley Co Schools

														Paducah Indep Schools

														Paintsville Indep Schools

														Paris City Schools

														Pendleton Co Bd of Educ

														Perry Co Bd of Educ

														Pike Co Schools

														Pikeville Indep Schools

														Pineville Indep Schools

														Powell Co Bd of Ed

														Pulaski Co Schools

														Raceland-Worthington Indep Schools

														Robertson Co Schools

														Rockcastle Co Schools

														Rowan Co Bd of Ed

														Russell Co Schools

														Russell Indep Schools

														Russellville Indep Schools

														Science Hill Indep Schools

														Scott Co Schools

														Shelby Co Pub Schools

														Silver Grove Indep Schools

														Simpson Co Schools

														Somerset Indep Schools

														Southgate Indep Schools

														Spencer Co Schools

														Taylor Co Schools

														Todd Co Schools

														Trigg Co Schools

														Trimble Co Schools

														Union Co Schools

														Walton-Verona Bd of Ed

														Warren Co Schools

														Washington Co Schools

														Wayne Co Schools

														Webster Co Schools

														West Point Indep Schools

														Whitley Co Bd of Ed

														Williamsburg Indep Schools

														Williamstown Indep Schools

														Wolfe Co Schools

														Woodford Co Schools



I, the undersigned, authorize the Commonwealth of Kentucky to initiate ACH debit transactions against the account indicated above and to correct any errors which may occur from the transactions.  I also authorize the Financial Institution to post these transactions to that account.  This authorization is to remain in force until the Commonwealth of Kentucky received written notice or cancellation from me.

I, the undersigned, hereby cancel the authorization for the Commonwealth of Kentucky to originate electronic deposit entries into my checking/savings account.  This cancellation is effective as soon as the State of Kentucky has reasonable opportunity to act upon it.

New Enrollment

Financial Institution or Account Change

Checking Account

Savings Account
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Kentucky.Gov ACH Pay Application

To access the Kentucky.Gov ACH Pay application click on the URL below:

https://secure.kentucky.gov/ACHPay/ShoppingCart

You should see the following login page:

EJ Most Visited I Bookmark

Ky Kentucky.gov: - Login | + |

Translate Mobile u (& E ) E

Ke n t u c ky.g ov i::' U w "‘_ ::; Search [ 9\‘

Services Forms Calendar Press Agencies

Education ¥ Business¥ Tourism~ Family & Health~ Employment ™

Residents ¥

Government ¥

Kentucky.gov > Login
Kentucky.gov User Login
Please sign in to Kentucky.gav by entering your username and password below and then click on the Sign In button.
Usemame Additional Resources
Password
¥ News
ign In!
g + Calendar

[fyou do not have a usemame and passward yet, please register with us by clicking the New User Registration link » Subscriber Center
below: + Help Center

) ine Service:
New User Registration Online Services

Forgot your password? Please click on the link below 1o reset your password.

Reqguest Password Reset

About Policies Help Alerts State Employees

Site Map Privacy Helpoenter oY Employee Directory

About Security Translate

Log in with the Kentucky.Gov user name and password you created during the registration process
(entered on EFT Authorization Form that was submitted for your organization). If you do not remember
your password you can click on the link titled Request Password Reset.

If you have not registered with Kentucky.Gov and created a user name you must do so before you can
access the ACH Pay application. If you have not created a user name please click on the link titled New
User Registration.

Important: Your Kentucky.Gov user name must be granted access to the ACH Pay application before you
can access the system. If you create a new user name you must notify the Finance — Controller’s Office.
Please submit ACH Pay Form (Appendix A) for all account changes.





First page will display most recent five payments made. To create a payment click on link titled
Add New Payment Item.

f"f—x Welcome, fabulousones | Logou

_Kentucky.gov ACH Pay

i i

Make Payment

Make Payment Recent Payments

Add New Payment Item Date of Payment Payment Type Amount  Paid By
TH2/2011 3:42:54 PM XxX000XXX - Controllers Office Test $3.00 fabulousanes

isted 71172011 1:19:52 PM 3004000%XX - Controller's Office Test $2.00 fabulousones

nents
W supcenl‘-‘ vyl
ost 1

SR

On the Create Payment Item page (below*) enter amount of payment and click CREATE.

*Note: Users with multiple payment types will choose the proper payment type from a dropdown menu
customized for their agency.

f‘__y"ﬁ‘ Welcome, fabulousones | Logout

Create Payment Item

Payment ltem
Payment Type
XXX000XXX - Controller's Office Test

Amount

100.00

Back to List





The Make Payment screen allows users to review payments that have been created or delete items if
necessary. After reviewing payment information (amount and last four digits of bank account number),
click Submit Payment to process payment.

Note: Only click Submit Payment once. The transaction may take a few seconds to process.

Welcome, fabulousones | Logout

Kent k ovACH Pa

N\ Wik | 1 A A ‘I ‘- 'I w " “‘-‘\‘. "II_'I‘ ‘ i iu

Make Payment Recent Payments
Add New Payment Item Date of Payment Payment Type Amount  Paid By
/1272011 3:42:54 PM 300x000)0(X - Contraller's Office Test $3.00 fabulousones
Payment Type Amount
XHHO00XXX - Controller's Office Test S100,00 Delete 711172011 1:19:52 PM Y0X(000XXX - Controller's Office Test $2.00 fabulousones

To be paid for with Chase account number ending with 6402.

Submit Payment

You will then see the payment confirmation page. If you see message “Your Payment Confirmation
number is...” that means your payment was successful. From this page you can click on the link titled
Print Receipt to print out a receipt of the transaction. Click FINISH to return to home page.

Make Payment

& print Receipt [ Email Receipt

Thank you for your payment!

Your Payment Confirmation number is B408753.
Payment Date: Wednesday, July 13, 2011

Account Holder Details

Account Holder: Controller's Office
Billing Address: 702 Capital Ave - Room 484
Frankfort, KY 40601

Cart Items
Description Quantity Amount Extended Total
Controller’s Office Test 1 $100.00 $100.00

Payment Summary

Paid By: fabulousones
Payment Method: ACH Account ending with 6402
Total: §100.00

FINISH





You will be returned to home page. Notice your new payment has been added to the list of Recent
Payments. At this point your transaction processing is complete.

f._

Kentucky.govACH Pa
il Ll gt

Make Payment

Welcome, fabulousones | Logout

i

Make Payment Recent Payments
Add New Payment Item Date of Payment Fayment Type ]

______,_...---—'" TI13/2011 5:58:40 AM. XXX000XXX - Contraller's Office Test $100.00 fabulousones
TI2/2011 34254 PM XXX000XXX - Contrallers Office Test  §3.00 fabulousones
TIT/2011 1:19:52PM XXX000XXX - Contrallers Office Test 62,00 fabulousones

You can click on the reporting link at the top of the screen and this page will list all payments that have
been made. From this page you can view the payment receipt for each payment.

,__,,o”z";d,..:m\ Welcome, fabulousones | Logout

Make Payment

Reporting

Find by Paid User: Customer  Bank Account PaidBy Payment Status Date of Last Payment Attempt Payment Type Amount

‘ Controllers Office Chase fabulousones Paid 7/13/2011 5:58:40 AM XXX000XXX - Controller's Office Test $100.00 Recei‘gt

Controller's Office Chase fabulousones Paid 7/12/2011 3:42:54 PM XXX000XXX - Controller's Office Test $3.00  Receipt
Controller's Office Chase fabulousones Paid TH1/2011 1:19:52 PM JOX000XX - Controller's Office Test $2.00  Receipt

<< First < Previous 1 Next > Last >>





Frequently Asked Questions

Q. What is the URL to access the Kentucky.Gov ACH Pay application?

A. https://secure.kentucky.gov/ACHPay/ShoppingCart

Q. What is the URL to reset my Kentucky.Gov password (if | don’t know it)?

A. https://secure.kentucky.gov/g2p/KIl.G2P.Portal.Web.Pages.SSO/ForgotPassword.aspx

Q. What is the cutoff time for making my payment?

A. Payments made by 4:00 p.m. EST will be processed that day. Transaction will settle (deducted from
your bank account) 2 business days later.

III

Q. Can| “void/cancel” a payment in the ACH Pay application?

A. Once a payment is successful (Confirmation # provided) it cannot be voided from within the ACH Pay
application. You will need to contact the Controller’s Office to void the payment. A payment made prior
to 4:00 p.m. EST Monday - Thursday must be voided by 4:00 p.m. on the same day or it will be
processed. The Controller’s Office contacts are listed below:

Bethany Crockett (Bethany.Crockett@ky.gov) 502-564-6690

Patricia Boler (Patricia.Boler@ky.gov) 502-564-1449

Donald Sweasy (Donald.Sweasy@ky.gov) 502-564-8632

Q. What if I need to change account/customer setup (i.e. add/remove user access to account, change
banking information, contact information, etc...)?

A. Please complete ACH Pay Form (Appendix A).





Commonwealth of Kentucky
ACH Pay Form Finance and Administration Cabinet

Rev 07/13/2011

E-mail completed form to Bethany.Crockett@ky.gov and Patricia.Boler@ky.gov and Donald.Sweasy@ky.gov

AUTHORIZATION FOR ELECTRONIC DEBIT ACH PAYMENTS

1. Enter the following customer information:

Customer Information

Business Name

Street

City

State Zip

Phone

Contact

Contact E-Mail

2. Complete Section A for new enrollments or for financial institution or account changes (not necessary if only

adding/removing users from account in Section 3)

Section A: Enrollment or Change Authorization
Select One: (O New Enrollment (® Financial Institution or Account Change

Financial Institution Information

Bank Name

Branch

or correspondent Bank (if applicable)

City State Zip
Transit/ ABA#
Account #:
Account Type (select one) D Checking Account D Savings Account

1, the undersigned, authorize the Commonwealth of Kentucky to initiate ACH debit transactions against the
account indicated above and to correct any errors which may occur from the transactions. 1 also authorize the
Financial Institution to post these transactions to that account. This authorization is to remain in force until the
Commonwealth of Kentucky received written notice or cancellation from me.

Signature

Date

Name Printed

Job Title

3. Identify all users registered at Kentucky.gov authorized to process ACH debits againsts the account above.

ADD NEW USERS TO CUSTOMER ACCOUNT
Employee Name KY.Gov User Name

REMOVE USERS FROM CUSTOMER ACCOUNT

Employee Name KY.Gov User Name







