EMPOWER Kentucky Simplified Administrative Services Project

Administrative Services Job Function ( MARS Training Crosswalk










JOB FUNCTION

RECOMMENDED TRAINING










Budget Process




Prepare and Monitor Detailed Agency Management Budgets
MARS: Budget and Cash Control 

MARS: Budget Execution Using BRASS






Manage Budget Appropriations and Allotments
MARS: Budget and Cash Control

MARS: Budget Execution Using BRASS






Biennial Budget Preparation
MARS: Budget Preparation





Disbursements




General Disbursements
MARS: External Vendor Payments Processing, Internal Payments, and Automated Disbursements






Request Immediate Check from Treasury
MARS: External Vendor Payments Processing, Internal Payments, and Automated Disbursements






Establish Payable (Straight Disbursement)
MARS: External Vendor Payments Processing, Internal Payments, and Automated Disbursements MARS: Payables Module






Establish Recurring Payable (rent, utility bills, phone bills)
MARS: External Vendor Payments Processing, Internal Payments, and Automated Disbursements

MARS: Payables Module






Administer Procard in Agency
MARS: Procurement Card Administrator





Fixed Assets 




(Fixed Assets) Property and Insurance Control Management
MARS: Fixed Assets

General Accounting




Agency Fiscal Management/Supervision
MARS: General Accounting






Table Maintenance
MARS: Chart of Accounts






Maintain Codes
MARS: Chart of Accounts






Processing Journal Vouchers
MARS: General Accounting






Accounting Manager
MARS: Chart of Accounts

MARS: General Accounting

MARS: Budget and Cash Control

MARS: Projects, Grants, Billing and Jobs

MARS: Fixed Assets

MARS: Management Reporting Database





Internal Orders and Billing




Process Internal Bills – Buyer
MARS: External Vendor Payment Processing, Internal Payments and Automated Disbursements






Process Internal Bills –- Seller
MARS: External Vendor Payment Processing, Internal Payments and Automated Disbursements





Inventory




Consumable Inventory Management 

(warehouses & storage facilities)
MARS: Consumable Inventory 

Projects, Grants & Cost Allocation




Grant Setup, Monitoring, & Reporting
MARS: Projects and Grants

MARS: Advanced Projects and Grants






Grant Management
MARS: Projects and Grants

MARS: Advanced Projects and Grants





Purchasing & Payables




Goods and Services Procurement
MARS: General Procurement

MARS: Contracting

MARS: Payables

MARS: Procurement Card Administrator






Initiate and Request Goods or Services
MARS: General Procurement

MARS: Payables






Purchasing Support

MARS: General Procurement

MARS: Payables






Receiver
MARS:  General Procurement






Contract Administration
MARS: Contracting

MARS: Payables

Revenue & Receivables




Create & Process Accounts Receivable
MARS: Revenue & Receivables






Approve Accounts Receivable
MARS: Revenue & Receivables






Initiate Cash Receipts
MARS: Revenue & Receivables






Create and Process Cash Receipts
MARS: Revenue & Receivables






Internal Approval of Cash Receipts
MARS: Revenue & Receivables






Final Approval of Cash Receipts (Treasury) 
MARS: Revenue & Receivables






Maintain Customer Files
MARS: Revenue & Receivables






Write-Off Delinquent Accounts Receivable
MARS: Revenue & Receivables





Travel




Process Travel Reimbursement
“MARS: Travel Reimbursement”













Reports




Financial Reports (As Needed)
MARS:  Management Reporting Database 



MARS:  Standard Reports

� MARS Computer Based Training is highly recommended as a prerequisite to each of the MARS Instuctor-Led Workshops listed in this Crosswalk.
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