Munis Federal Reimbursement Process
The Kentucky Department of Education pays the employer portion of health insurance, life insurance, HRA costs and an administrative fee on behalf of school district employees. Districts are required to reimburse KDE for classified employees whose base pay is fully or partially paid from a federal grant and for certified employees whose base and extended day pay 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.

Note: Extra earnings are not considered when calculating the federal portion of health insurance, administrative fee and life insurance. However, payroll must be processed using the appropriate object codes for the process to work properly. Supplemental earnings for classified employees should be paid using object code 0131. Supplemental earnings for certified employees should be paid using object code 0112-Extra Duty (Contract); 0113-Other Certified (Not part of contract); or 0114-National Board Teacher Certification. 
[bookmark: _Toc415134097]Generating the Federal Reimbursement File
1. Select Federal Reimbursements from the KY Employee Benefits main screen and the following screen will appear:
[image: ]
2. Select Define and enter report criteria as follows:
	Billing Year
	This is the calendar year for the file. 

	Billing Month
	Select the month for the file. 

	Payroll Date Range
	This range is based on a calendar month. If generating a file for February 2015, the date range would be 02/01/2015-02/28/2015. 


Select [image: ] after criteria has been entered.
3. Select Execute then select Yes to the following message if you are ready to generate the reimbursement records:
[image: ]
Note: Just as the warning states, proceeding with the execute step will delete previously generated records for the defined period/year.
4. Select OK to the next message that appears:
[image: ]
5. Updating/Deleting/Adding Federal Reimbursement Records:
Updating a Record  -  Manual changes can be made by selecting Maintain from the Federal Reimbursement screen. Scroll through the records until you get to the one that needs to be modified. Update the field(s) on the record(s).
Listed below are some examples of records would need to be modified after they are generated:
· Employee should have been listed on the prior month’s file but employee wasn’t processed as a federal employee until the current month. Update all fields by adding the prior month’s premium to the current month’s record.
· Employee was reported as having waived coverage with HRA but should have been reported as having health insurance coverage. Update the Fed HRA Calculate field by inserting the amount with a negative sign in front of the number. Then update the Fed Health Insurance field to reflect the total of the previous month and current month’s federal health insurance cost. See screenshot below:
[image: ]
Deleting a Record - Occasionally, an employee is inadvertently paid with federal funds. If this occurs, the federal reimbursement record can be deleted prior to creating the electronic file. Choose Maintain from the Federal Reimbursement screen after the records have been generated. Scroll to the employee’s record that needs to be removed and select the red X at the top of the screen. This will delete that employee’s federal reimbursement record. 
Adding a Record – In order to add an employee to the file, federal earnings history must exist within the past 12 months. Select the green plus (+) sign at the top of the screen and add the employee’s information along with the reimbursement amounts.
6. After the records have been reviewed and no additional changes are needed, close the Maintain screen.
7. Make sure the screen reflects the correct Billing Year, Billing Month and Payroll Date Range. If the correct information is not displayed, select Define then enter the criteria. (Do not select Execute again as all manual changes will be lost.) 
8. Select Electronic File. A file will be generated and saved to the spool directory. Make note of the file name at the bottom of the screen.
[image: ]
9. Once the electronic file has been generated, it can be retrieved from the spool directory. From the top left of the screen, select My then select Reports. Locate the file that was spooled then select Open File. Save the file to a secure location on your computer.
10. Select G/L Post and the following screen will load. 
11. Select Define, enter criteria into the screen then select Output-Post. This step creates a journal with a source code of PRK.
[image: ]
Notes: 
Adding records when no current month federal earnings history exists: If an employee has been added but has no current month federal earnings history but does have federal earnings history within the past 12 months, a warning will appear on the G/L Proof report that will show the timeframe of earnings history that was used when posting the reimbursement amounts. Example:
[image: ]
Posting to Inactive or Closed G/L Accounts :  If an employee is added to the file but the account number is not active or does not exist, you will receive an error message during the G/L Post process.
[image: ]
Select Yes to the message and review the error listing. Example:
[image: ]
Consult with someone in the finance department to see if the accounts need to be activated or if different accounts should be used when posting. If different accounts should be used, select Fix then update the account numbers on each record. Example:
[image: ]


[bookmark: _Toc415134098]Submitting the Federal Reimbursement File
Follow the steps below to submit the Federal Reimbursement File:
1. Access the submission site by clicking this link:  http://opsupport.education.ky.gov/frs/. 
2. Enter your User Name and Password.
[image: ]
3. 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: ]
4. Find the file, click on it then select Open.
[image: ]
5. Click the Upload button. After the file has finished uploading, a message will appear on the screen stating that the file successfully uploaded.
[image: ]
6. If an incorrect format message appears on the screen, open the file and confirm that it is in the correct format. Example:
[image: ]
7. If the file is in the correct format but does not upload, contact Gail Cox with Division of District Support at 502-564-3846, ext. 4462.
[bookmark: _Toc415134099]Journal Entry Required for Federal Reimbursement Payment
During the federal reimbursement posting process, the insurance amounts automatically post to a salary and benefits payable account. Since payment is made electronically, a journal must be entered to post the payment. In most districts, the balance sheet object code used for federal reimbursement posting is 7461. If another balance sheet account is set up, that account will be used when posting the payment. The example below uses 7461 as the liability account and 6101 as the cash account.
Debit 10-7461 $5,000
Credit 10-6101 $5,000
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