MUNIS

Federally Funded Employee Reimb. Calculations


Calculating Federally Funded Employee Reimbursement Amounts Automatically
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MUNIS

April 17, 2013
Last Updated: November 13, 2006
Overview

From the Kentucky Department of Education (KDE) Enhancement Request 2086 for "School District Reporting of Federal Reimbursement Amounts"...

“The State of Kentucky pays all employer-paid health insurance on behalf of School District employees except for employees paid from Federal Funds.  Districts are required to reimburse the State for the portion of health insurance, admin fees, etc. for employees receiving pay from Federal Funds.”
NOTE:
The following screen print shows the address to be used for the vendor setup.
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Accordingly, KDE has requested new functionality be added to the existing Kentucky Health Insurance Parameter File (prhlparm) and Health Insurance Remittance Maintenance (prhlrmit) programs.  This new functionality will enable districts to calculate the amount of employer-paid health insurance and associated fees that must be reimbursed to the state for federally funded employees.  The new functionality will also create reports and magnetic media files reflecting this information, and will enable the districts to post these reimbursement amounts to the general ledger.

STEPS TO FOLLOW:

· Verify allocation table set up for Federally Funded Employees.



If using allocation tables, the default pay type from the 


initial Job Pay screen is not to be used on the allocation 


tables.

[image: image2]
· Delete the 2996, 2997, 2998, and 2999 deductions from employee’s deduction records. (Use “Global” delete in the employee deduction files)   DO NOT DELETE THE 2996, 2997, 2998, and 2999 deduction numbers from the DEDUCTION MASTER FILE.
· Once the final payroll for the month is completed, from the Remittance File Screen, select “Reimbursements”.

· Define the Billing Year (Calendar Year).

· Define the Billing Month (Month following the payroll history month).

· Define the Payroll Date Range. (Based on Check Date) 

· Report Option should be run as DETAIL.

· Exclude payrolls which are not for the noted Billing Month by using payroll warrant numbers. (If a user has defined a “Billing Month” of June, July, or August and has NOT populated any of the “Exclude Payrolls” fields, a warning message will be issued: “Please exclude the appropriate payroll warrants for this reporting period!”

· After completing all DEFINES, click on the Green Checkmark or press ENTER.

· Select “Execute”.

· Select “Maintain” to view and update, if necessary, those employee records that are (1) paid using Federal Funds and (2) have a valid KY Health Insurance Enrollment record.

· From Define, output the records to print report data.  The total on this report will be the amount to be remitted to school finance. 
· Select Mag Media to spool the Federal Reimbursement file that is to be staged for kytransfer to School Finance.

· Stage the Mag Media file from kytransfer.

· Select “G/L Post” to post these amounts to the general ledger.

· Define using two journal reference entries and the appropriate dates.

· Select “Output/Post”.  The new journal source type is “PRK”.
· Remit the required payment to School Finance using the accounts payable side of MUNIS.

Health Insurance Parameter File - prhlparm:

· KDE school districts do not pay the employer-paid portion of health insurance, so employees are not set up with deductions with employer-paid amounts.  The following new fields are used to determine the Administration and Life Insurance Fee Amounts due, and the new deduction fields are used to select the corresponding Deduction/Benefit Master F/M (prdedmst) records to determine which expense and withholding accounts will be used for each reimbursement amount type when posting to the general ledger. (“Flex Amount” already exists on this screen and the Health Insurance State Contribution/External Premium is selected the same way as it is in Health Insurance Enrollment F/M (prhltins): from Health Insurance Premium Maintenance (prprmium) if not zero; otherwise, from County Health Insurance Coverage Maintenance (prctyins).)

· Table changes made to Health Insurance Parameter File (prhlparm): added six (6) new fields to table, screen and output.  

1. “Administration Fee Amount” -- prhp_admin_amt 

This “Administration Fee Amount”, multiplied by an employee’s federally funded earnings ratio, is calculated as reimbursement to the State.

2.  “Life Insurance Fee Amount” -- prhp_lifeins_amt 

This “Life Insurance Fee Amount”, multiplied by an employee’s federally funded earnings ratio, is calculated as reimbursement to the State. 
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3. “Flex Spending Deduction” -- prhp_fed_flexded 

This “Flex Spending Deduction” code is used to link to the corresponding Deduction/Benefit Master F/M (prdedmst) record, where the expense and withholding accounts are used for posting the Flex Spending reimbursement to the general ledger. 

4. “Administration Fee Deduction” -- prhp_fed_admded  

This “Administration Fee Deduction” code is used to link to the corresponding Deduction/ Benefit Master F/M (prdedmst) record, where the expense and withholding accounts are used for posting the Administration Fee reimbursement to the general ledger.

5. “Life Insurance Deduction” -- prhp_fed_linsded 

This “Life Insurance Deduction” code is used to link to the corresponding Deduction/Benefit Master F/M (prdedmst) record, where the expense and withholding accounts are used for posting the Life Insurance reimbursement to the general ledger.

6. “Health Insurance Deduction” -- prhp_fed_hinsded 

This “Health Insurance Deduction” code is used to link to the corresponding Deduction/Benefit Master F/M (prdedmst) record, where the expense and withholding accounts are used for posting the Health Insurance State/External Contribution reimbursement to the general ledger.

Health Insurance Remittance Maintenance - prhlrmit:

· A new menu option “Reimbursements” has been added to the main screen of Health Insurance Remittance Maintenance (prhlrmit).  To process federal health insurance reimbursements, the user should select this option, which will bring them to a new screen: “Health Insurance Federal Reimbursements Generate”.
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· On the “Health Insurance Federal Reimbursements Generate” screen, the user will define the reimbursement “Billing Year” and “Billing Month” to be reported (which should be the month following the payroll history month) and the “Payroll Date Range” from which to select payroll history.

· Users should populate the “Exclude Payrolls” fields with any payroll runs and warrants that fall within the “Payroll Date Range” defined, but that should not be included for reporting purposes for that Billing Month and Year, e.g., summer payrolls.  (If a user has defined a “Billing Month” of June, July or August and has NOT populated any of the “Exclude Payrolls” fields, a popup warning message will be issued: “Please exclude the appropriate payroll warrants for this reporting period!”  As requested by KDE, this warning message has also been added to the Health Insurance Remittance Generate under the same circumstances.)

· Once the user has defined the generate screen, they should select “Execute”.  The user will be alerted that launching this process will delete any records that already exist for the reimbursement month and year defined, and that any manual changes to such records will be lost.  If the user elects 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 Federally Funded Percent are determined and reimbursement records created.  Employee earnings are selected ONLY for specific account combinations, as described below.

· Records that have been generated by this process may be viewed and maintained by selecting the “Maintain” menu option, which will open a new “Health Insurance Federal Reimbursements F/M” screen:
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· For an employee reimbursement record to be generated via this process, the employee MUST have a valid KY Health Insurance Enrollment (prhltins) record.  The process for selecting the most recent, valid enrollment record is the same as used in generating the Health Insurance Remittance records.  Since the reimbursement “Billing Month” is the month following the payroll history month, the employee’s Health Insurance Enrollment Maintenance “Effective Date” must be less than or equal to the last day of the month prior to the “Billing Month” defined.  For example, if the “Billing Month” is defined as October and the “Billing Year” is 2006, the most recent Health Insurance Enrollment records (with the highest “Sequence” number) will be selected whose “Effective Dates” are 9/30/2006 or earlier.

· The “Total Earnings” for the employee will be the sum of Earnings History records in the “Payroll Date Range” defined (except for “Excluded Payrolls”) where the earnings Object is between “0110” and “0111ZZ” OR between “0130” and “0131ZZ”.

· The “Federally Funded Earnings” for the employee will be the sum of Earnings History records in the “Payroll Date Range” defined (except for “Excluded Payrolls”) where the earnings Project is between “2150” and “6999Z” AND the earnings Object is between “0110” and “0111ZZ” or between “0130” and “0131ZZ” AND the Fund from which the earnings Org is derived is Fund “2”.

· The “Federally Funded Percent” equals the “Federally Funded Earnings” divided by the “Total Earnings”, expressed as a percentage.

· Records will not be created for employees who have no federally funded earnings.

· The Health Insurance Parameter File (prhlparm) file is referenced at the time the records are generated:

1. The “Flex Spending Deduction” from the parameter file is used to populate the “Fed Flex Calculate Deduction” in the health insurance federal reimbursements file.

2. The “Administration Fee Deduction” from the parameter file translates to the “Fed Admin Fee Deduction” in the health insurance federal reimbursements file.

3. The “Life Insurance Deduction” from the parameter file becomes the employee’s “Fed Life Insurance Deduction” in the health insurance federal reimbursements file.

4. The “Health Insurance Deduction” from the parameter file is written to the “Fed Life Insurance Deduction” field in the health insurance federal reimbursements file.

5. If an employee has elected to “Waive Coverage” = “Y” and is flagged as “Flex Spend” = “Y” in Health Insurance Enrollment Maintenance (prhltins), the “Flex Calculate Amount” from the Health Insurance Parameter File (prhlparm) is referenced. This “Flex Calculate Amount” is multiplied by the “Federally Funded Percent” calculated above to result in the “Fed Flex Calculate Amount Due” to the state. (If an employee has a “Fed Flex Calculate Amount Due” greater than zero, they will NOT have a “Fed Health Insurance Amount Due” greater than zero, and vice-versa.)

6. The “Fed Admin Fee Amount Due” is the result of the “Administration Fee Amount” from the parameter file multiplied by the “Federally Funded Percent”.

7. The “Fed Life Insurance Amount Due” is determined by multiplying the “Life Insurance Fee Amount” from the parameter file by the “Federally Funded Percent”.

8. The “Fed Health Insurance Amount Due” is the product of the employee’s “State Contribution” amount from Health Insurance Enrollment Maintenance (prhltins) multiplied by the “Federally Funded Percent”.  (If an employee has a “Fed Health Insurance Amount Due” greater than zero, the will NOT have a “Fed Flex Calculate Amount Due” greater than zero.)

· A “Purge” menu option has been added, which will allow the user to globally delete records for a particular Reimbursement Year and Month.

· Once the user has generated the Health Insurance Federal Reimbursement records and made any manual adjustments necessary, they may output the records from the define screen to see report data.  Once the clerk is satisfied with the information contained in the report, they should select the “Mag Media” menu option, which will create a magnetic media file containing this data for submission.  Records where the employer reimbursement amount is greater than zero will be included in the magnetic media file.  This Mag Media file will be transferred to School Finance using the same option from KYTRANSFER that Federal Reimbursements have always been sent. 
· The user may then select the “G/L Post” menu option to post these amounts to the general ledger.  Selecting this option will open up a new screen, where the user should “Define” the “Journal References” to be used, as well as the “G/L Effective Date”, “Year” and “Period”.  (When selecting this option, the program checks for journals posted under the defined Billing Month and Year with the new journal source type “PRK”.  If any corresponding journals are found, the user is informed that a journal has already been posted for that year and month, and is informed of the user name and journal number under which it was posted.  (This message is offered as a warning only; the user may still elect to proceed with posting.)

[image: image7.png][#]+1ealth Insurance Reimbursements G/PRUN [=] -

Ele Edt Tools Hep

I %[ &% & Gal=[on

Action

o %[>

JounalRefernce 1 [iimm
Outpipost || Joumel Reence 2 e
|| snetecivense o
] vour @
Peied 2 e
Define GJL journal update parameters. ‘OVR





· The user may then select the “Output-Post” option to post the reimbursement amounts to the general ledger.  The amounts will be apportioned according to how the payroll control file and reimbursement deduction master records are set up.  Typically, KDE districts would set up the health insurance reimbursement deductions with withholding and expense objects defined in Deduction/Benefit Master F/M (prdedmst).  The employee earnings orgs and projects will be used in tandem with these objects to create credit and debit accounts.

· As with the Payroll G/L Distribution Journal (prjournl), if the resulting general ledger account does not exist or is not active, the user will be notified and an error report created, indicating the account problem.  

· As with the Payroll G/L Distribution Journal (prjournl), the user may select the “Fix” menu option to redefine the offending account with one that does exist and is active.

· As with the Payroll G/L Distribution Journal (prjournl), if proper due-to/due-from accounts are not set up between funds, the result will be an out-of-balance journal which the user may not post to the general ledger.

· If the user has selected “Output-Post” and no problems are found, the user will be informed that journal entries are ready to be created, and they will be asked whether they wish to proceed. If the user elects to proceed, the detailed general ledger entries will be combined by like account and posted to the general ledger.

· In order to assist clerks in proofing reimbursement results, the proof report details the general ledger journal entries to be made for each employee and for each different deduction type.  When the records are actually posted to the general ledger, the detailed entries are combined by duplicate accounts and posted to the general ledger in this manner so there will be fewer posted entries to comb through.

· The “Record Posted to G/L” checkbox will be checked for reimbursement records that have been posted to the general ledger.  If a clerk attempts to manually update a record that has already been posted, they will be warned of this fact, and notified that if they elect to proceed, the “Record Posted to G/L” checkbox will be unchecked and that the changes will not be made to the general ledger unless the clerk re-posts all the records for that Billing Month and Year to the general ledger.
· Once the “ Record Posted to G/L” entry has been made, the district will create a check from Accounts Payable as follows:
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Select File, Exit

Select Output Batch

The check is now ready to be processed through cash disbursements and sent to Ky State Treasury.
Department of Education

Office of Education Technology, 

Division of School Information Technology Services

15 Fountain Place

Frankfort, KY 40601

502/564-2020
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