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Instructions for generating and updating the Federal Reimbursement Files

The Kentucky Department of Education pays the employer's portion of Health Insurance, Life Insurance, Administrative Fees, Health Reimbursement Account (HRA), and Dental and Vision Reimbursement Account on behalf of the school district employees.  The School Districts are required to reimburse KDE for those employees that are fully or partially paid from a Federal Grant.  After the final payroll for the month has been completed the Federal reimbursement file must be generated and submitted to KDE along with payment.

1. Go into the Health Insurance remittance screen in MUNIS:  HR/PR > Payroll > State Specific > South > Kentucky > KY Health Insurance > Remittance Maintenance
2. Select the ‘Reimbursements’ button on the far left menu.
[image: ]
3. ‘Define’ the billing year (calendar year), billing month, and payroll date range.  ‘Report Option’ should be run as Detail.  Determine if any payrolls are not for the noted Billing Month and populate those applicable warrant numbers in the ‘Excluded Payrolls’ section of the screen. 
[image: ]
4. To ‘accept’ the updated definitions click the green check mark.


5. ‘Execute’ your selections.
[image: ]
6. You will then receive a prompt box.  By selecting ‘Yes’ to proceed, a process will be launched whereby employee earnings history for the payroll date range defined is selected (except for the excluded payrolls).  From this information, the total earnings, federal earnings and federal funded percent are determined and reimbursement records are created.
[image: ]
7. You will then receive a pop-up message indicating that all records have been successfully generated.  Press ‘OK’ to proceed. 
8. At this point, any manual adjustments or changes that need to be processed to the amounts currently calculated for federal reimbursement can be done by selecting the ‘Maintain’ button on the far left of the main menu:
[image: ]


9. Scroll through the records until/if you find a record(s) that requires a manual adjustment, then ‘update’ the record by selecting the [image: ] icon.  Tab through all of the ‘editable’ fields to make the necessary corrections.  Select the green checkmark in the toolbar to save the changes just made to the record.
Example - Original record:
[image: ]
After selecting the ‘update’ icon, the editable fields (open white boxes) are now open to make updates/corrections. 
Example – same record after updates:
[image: ]Update HI amt

10. After all corrections/adjustments have been made and saved, you can view the updated report for accuracy by selecting the [image: ] icon. NOTE: If you click on Define or Execute after making your changes everything you changed will be lost.
11. After the file has been reviewed and it is determined that no additional changes are needed, the file is ready to be spooled by choosing the ‘Mag Media’ selection on the far left menu.
[image: ]
12. After the report has been spooled, it is ready to be downloaded and saved, go to:  Departmental functions > Transfer file to/from Cloud > Download from spool directory.
[image: ]

13. Find and double click on the file name of the updated report. 
14. Save the updated file in the folder you use to store your reports.  The file is already formatted properly and is named correctly.
15. Select ‘GL Post’ to post these amounts to the general ledger.
16. Define using two journal reference entries and the appropriate dates.
17. Select ‘Output/Post”.  The new journal source type is ‘PRK’.
18. The file is ready to be uploaded to KDE.
19. Go to the following website: http://opsupport.education.ky.gov/frs/
20. Enter your “User Name” and “Password”. Click on the “Login” button.
[image: ]
21. The “File Submission” page should appear on the screen. If it does not appear click the “File Submission” tab.  Choose ‘Browse…’ to find the file to be uploaded.
[image: ]


22. Go to where the file is saved on the district’s server or your desktop, and then click on the file and then click the “Open” button.
[image: ]
23. Click on the “Upload” button. 
[image: ]
24. A green bar will appear at the bottom of the screen as the file loads.  Once the file has finished uploading, the “Upload status:” message will change. 
[image: ]
25. After the file has loaded, a message will appear on the screen stating that the file successfully uploaded.  If the file does not upload, a message will appear stating that the file did not upload along with an explanation of why it did not upload. 
[image: ]
26. If an incorrect format message appears on the screen, open the file and confirm that it is in the correct format. See example below. 
[image: ]
27. If the file does not upload, please contact Gail Cox in the Division of District Support at 502-564-3846 extension # 4462.

HOW TO MAKE A JOURNAL ENTRY FOR FEDERAL REIMBURSEMENT PAYMENT
Since most districts are no longer processing an accounts payable check for the federal reimbursement payment, a manual journal entry will need to be made. During the federal reimbursement posting process, the insurance amounts automatically post to a salary and benefits payable account. In most districts, this balance sheet object code is 7461.  If the district has the federal insurance amounts set up to post to another account, use that specific account that is already established.  The example below uses 7461 as the liability account and 6101 as the cash account.
Debit 10-7461 $5,000.00  
Credit 10-6101 $5,000.00  

KDE USE: F:\audits_trans\Audit Branch SOP's\Federal Reimbursement SOP's
1
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