BARS King County User Manual












BARS King County
User Manual

By Ganser Consulting LLC






	Overview	3


	Configure
eVoucher Transactions	3

Fund Numbers	3

Vendor Addresses	4

Vendor Number & Site Code	4


	Enter Invoices
Vouchers	5

eVouchers	5


	Process Invoices
New Voucher Approval	6

Warrant File	7

ACH Payment File	8

Voucher Approval Document	8


	Appendix A - Source Names	9




Copyright © 2012 by Ganser Consulting LLC. All rights reserved.



Overview
This document is designed to prepare Fire Admin Software users for the upcoming changes to King County voucher processing scheduled for January 2012. 

The county is providing an Excel template to produce “csv” files and voucher approval documents. As a user of Fire Admin Software, you will not be using the Excel template as that would result in double entry! Instead, you will use the BARS Main Module to produce the “csv” files & the voucher approval documents. You then upload the “csv” files to King County and submit the signed voucher approval documents to get your invoices paid.

Configure – eVoucher Transactions
For warrant payments you will continue to use the transaction type “Voucher”. However, for ACH Payments you must use the transaction type “eVoucher”. This can be activated in the Tools window. Click the Activate eVoucher Transactions checkbox and then click the Save button.

[image: ]

Configure – Fund Numbers 
For each fund that you will be processing invoices, enter the county fund number in the County Number field. The Create New Fund wizard will automatically carry forward the county number from year to year.
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Configure - Vendor Addresses 
For all addresses, there must be something in address line 1.  For US addresses, address line 3 must contain city and state (2 character abbreviation and no period). For non-US addresses, address line 3 must contain city and province (2 character abbreviation and no period). The zip/postal code must be entered for all addresses. For countries other than US or Canada, enter the 2 character abbreviation. The county field was originally required for US addresses, but now is optional.
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The Analyze Address button will let you know whether the vendor address is “OK” or “Not OK”.

Configure – Vendor Number & Site Code
For ACH Payments, the county will assign a vendor number and site code. You can change the vendor number to match the county assigned number or you can enter the county vendor number on the More Info & Notes page. Regardless, you will enter the vendor site code on the More Info & Notes page.

[image: ] 
Enter Invoices - Vouchers 
Transactions to be paid by warrant are entered as usual with transaction type “Voucher”.
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Enter Invoices - eVouchers 
Transactions to be paid by ACH payment are entered with transaction type “eVoucher”.
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Process Invoices – New Voucher Approval
Open the Vouchers/Claims window and assign voucher numbers as usual. When you click on the Summary button you will see the following window:
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The Old Blanket Voucher is maintained for backward compatibility, but the New Voucher Approval page is to be used for vouchers starting in 2012. 

The following fields will need to be entered/selected each time:
· Scheduled Payment Date
· Process
· Vouchers to Warrants (per voucher) – the default, use this one to create warrants
· Vouchers to Warrants (per transaction) – normally disabled and not used
· [bookmark: _GoBack]eVouchers to ACH Payments – use this one to create ACH Payments

The following fields will need to be entered the first time:
· Source Name (see Appendix A)
· Fund Number per County
· Email Address
· Number of Commissioner Lines


Process Invoices – Warrant File
Enter the Scheduled Payment Date, select Vouchers to Warrants option and click the OK button. The Warrant File (i.e. the “csv” file) will be produced if no issues are found. If issues are found then the Voucher Approval Document will print with the problems “coded” in the far right column. Correct the problems. Then try again until no issues are found and the warrant file is created. 

A “truncated” example of the Voucher Approval Document with issues is below:
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The problem codes are as follows:
V – Vendor address is invalid
I  – Invoice number, date or description is blank (not applicable for processing warrants “per voucher”)
D – Invoice number is a duplicate (not applicable for processing warrants “per voucher”)
R – invoice date not within acceptable range (not applicable for processing warrants “per voucher”)

If no issues are found then the Warrant File is created and displayed in Notepad. An example is below:
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There will be a “B1” & “B2” line for each transaction. The file name is based on the file naming conventions defined by King County. You should save this file (do not change the file name) to a folder where you wish to store your warrant files. Then close Notepad. This is the file you will upload to King County.


Process Invoices – ACH Payment File
Enter the Scheduled Payment Date, select eVouchers to ACH Payments option and click the OK button. The ACH Payment File (i.e. the “csv” file) will be produced if no issues are found. If issues are found then the Voucher Approval Document will print with the problems “coded” in the far right column. Correct the problems. Then try again until no issues are found and the ACH payment file is created. 

The problem codes are as follows:
I – Invoice number, date or description is blank
D – Invoice number is a duplicate
V – Vendor site code or country is blank

If no issues are found then the ACH Payment File is created and displayed in Notepad. There will be a “B1” & “B2” line for each transaction. The file name is based on the file naming conventions defined by King County. You should save this file (do not change the file name) to a folder where you wish to store your ACH payment files. Then close Notepad. This is the file you will upload to King County.


Process Invoices – Voucher Approval Document
Once all issues have been resolved, the Voucher Approval Document will print with a certification/signature section on the last page. This is the document that the auditing officer & commissioners will sign and then you submit the signed document to King County.
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Appendix A – Source Names

	Agency
	Source Name

	King 4/Shoreline
	SHRLNFIR

	Top of Form
King 11North HighlineBottom of Form
	NOHLFIRE

	King 13/Vashon Island
	VIFIRRSQ

	King 16/Northshore
	NOSHRFIR

	King 20/Skyway
	KCFIRE20

	King 28/Enumclaw
	KCFIRE28

	King 36/Woodinville
	WDNVLFIR

	King 40/Renton
	KCFIRE40

	King 43/Maple Valley
	MVFIRELF

	King 44/MountainView
	MTVUFIRE

	King 45/Duvall
	KCFIRE45

	King 50/SkykomishBottom of Form
	KCFIRE50
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