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EX Expense Types, Payment Types, and Account 140300 Balances
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Date 
	
11/21/2024 – The last update of this job aid was 03/22/2024.

If you find errors or omissions or have other suggestions for this job aid, log a Kansas Service Desk ticket with Expense as the Category.
	

	
Purpose

	
This job aid discusses:

· Expense Types and Payment Types on expense documents.

· Accounting effects of Expense Type-Payment Type mismatches.

· Examples of Expense Type-Payment matches and mismatches including how to correct Account 140300 balances.

An expense document may be a cash advance (CA), travel authorization (TA), or an expense report (ER).  
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Overview

	
· There are prepaid and regular expense types.  There are prepaid and regular payment types.  

· The Expense Type and Payment Type should match for each distribution line on an expense document, both should be prepaid types or both should be regular types.  

· An Expense Type-Payment Type mismatch creates a balance in Account 140300-Prepaid Expenses that must be corrected to a $0.00 balance.

· There should be a balance in Account 140300 only when it is related to a CA.

Expense Types on Expense Documents

On an expense document, only the distribution line that is debited (shows as a positive amount) is visible.  The distribution line Account is automatically populated based on the Expense Type selected.

· A prepaid Expense Type literally starts with the word PREPAID.  For example, PREPAID LODGING and PREPAID OTHER.  

Use a prepaid Expense Type if the employee should not be reimbursed for the expense. 
 
· A regular Expense Type literally starts with a word other than PREPAID.  For example, MEALS AND INCIDENTAL EXPENSES and PARKING.  

Use a regular Expense Type if the employee should be reimbursed for the expense.






	
	
Accounting Effects of Expense Type-Payment Type Mismatches

On a CA, an Expense Type-Payment Type mismatch cannot occur because a CA does not use Expense Types and Payment Types.

-----------------------------------------------

On a TA, an Expense Type-Payment Type mismatch creates an ER Expense Type-Payment Type mismatch when the TA is copied to the ER.  

To resolve the ER mismatch from the copied TA, while SMART will not allow the Expense Type on the ER to be corrected, the Account on the ER distribution line can be corrected to the Account it should have been had the correct Expense Type been on the TA.  Doing so will resolve the ER Expense Type-Payment Type mismatch.

-----------------------------------------------

On an ER, an Expense Type-Payment Type mismatch creates a balance in Account 140300-Prepaid Expenses that must be corrected to a $0.00 balance.

The Office of Accounts and Reports (OAR) queries for Account 140300 balances.  If a balance is found, OAR will notify the agency via a Kansas Service Desk ticket.  The ticket includes instructions on correcting the balance to $0.00.  


Payment Types on  Expense Documents

On an expense document, the distribution line that is credited (shows as a negative amount) is not visible.  The distribution line Account is automatically populated based on the Payment Type selected.

Once the ER is posted to the General Ledger, the distribution line is visible.  Navigation: Expenses > EX Accounting > Expense Report Acctg Entries.

· A prepaid Payment Type is any Payment Type other than Cash.  For example, Direct Bill, PCard, and State Agency Credit Card.  

Use a prepaid Payment Type if the employee should not be reimbursed for the expense.

· The only regular Payment Type is Cash.  

Use a regular Payment Type (Cash) if the employee should be reimbursed for the expense.


	
Example 1 –  No Mismatch - Prepaid Expense Type & Prepaid Payment Type

In this example, there is no Expense Type-Payment Type mismatch because both the Expense Type and the Payment Type are prepaid types.


	
ER distribution line:

[image: the ER distribution line with Expense Type, Payment Type, and Account captions called out with a box. The Phrases "PREPAID LODING" "Direct Bill" and the account number have all been called out for informational purposes.]

ER Accounting Entries – navigation: Expenses > EX accounting > Expense Report Acctg Entries:

[image: the Expense Report Acctg Entries page with  EXACCRUAL and Account fields called out with a box. Account number is also called out for informational purposes.]

EXACCRUAL entries – The debit (shows as a positive amount) is to Account 
140300-Prepaid Expenses because the Expense Type was a prepaid type.  

EXACCRUAL entries – The credit (shows as a negative amount) is to Account 140300 because the Payment Type was a prepaid type.  

EXPAYMENT entries – There are none because the Payment Type was a prepaid type.

The debit and credit to Account 140300 net to $0.00, there is no accounting impact.

The ER lodging expense is recorded via the AP voucher paying the Direct Bill.


	
Example 2 –  No Mismatch - Regular Expense Type & Regular Payment Type

In this example, there is no Expense Type-Payment Type mismatch because both the Expense Type and the Payment Type are regular types.


	



ER distribution line:

[image: the ER distribution line with Expense Type, Payment Type, and Account captions called out with a box. "MEALS AND INCIDENTAL EXPENSES' 'Cash' and the account number are also called out for informational purposes.]

ER Accounting Entries – navigation: Expenses > EX accounting > Expense Report Acctg Entries:

[image: the Expense Report Acctg Entries page with  EXACCRUAL and Account fields called out with a box. Account numbers are also called out for informational purposes.]

[image: the Expense Report Acctg Entries page with  EXPAYMENT and Account fields called out with a box. Account numbers are also called out for informational purposes.]
[image: Expense Report Acctg Entries page with  EXPAYMENT and Account captions called out with a red box, bottom portion.]





	
EXACCRUAL entries – The debit (shows as a positive amount) is to the appropriate 
expense account because the Expense Type was a regular type.  

EXACCRUAL entries – The credit (shows as a negative amount) is to Account 220100-Accounts Payable because the Payment Type was a regular type.  

EXPAYMENT entries – The debit (shows as a positive amount) is to Account 220100 because the reimbursement due the employee was paid.

EXPAYMENT entries – The credit (shows as a negative amount) is to Account 110100-
Cash because the reimbursement due the employee was paid.




	
Example 3 – Is a Mismatch - Regular Expense Type & Prepaid Payment Type

**The Expense Type should have been a prepaid Expense Type**

In this example, there is an Expense Type-Payment Type mismatch because the Expense Type is a regular type and the Payment Type is a prepaid type.


	



ER distribution line:

[image: the ER distribution line with Expense Type, Payment Type, and Account fields called out with a box. "PARKING" "PCard" and the account number are also called out for informational purposes.]

ER Accounting Entries – navigation: Expenses > EX accounting > Expense Report Acctg Entries: (no screenshots)

EXACCRUAL entries – The debit (shows as a positive amount) is to the appropriate 
expense account because the Expense Type was a regular type—but should have been a prepaid type.

EXACCRUAL entries – The credit (shows as a negative amount) is to Account 140300-Prepaid Expenses because the Payment Type was a prepaid type.  
 
EXPAYMENT entries – There are none because the Payment Type was a prepaid type.
 




	
Because there is an Expense Type-Payment Type mismatch, the debit and credit accounting entries net to a balance in Account 140300 that must be corrected to a $0.00 balance.

The balance should be corrected via a Journal-Expense Report (J-ER).  The J-ER should debit (shows as a positive amount) Account 140300 and credit (shows as a negative 
amount) the expense account showing in the ER EXACCRUAL entries.  Other chartfields may be corrected as needed.  If the fund and/or budget unit are corrected, do not add cash lines, OAR will add them as needed.

Once the J-ER posts to the GL, the balance will be corrected to $0.00. 

The ER parking expense is recorded via the AP voucher paying the PCard.




	
Example 4 – Is a Mismatch – Prepaid Expense Type & Regular Payment Type

**The Expense Type should have been a regular Expense Type**

In this example, there is an Expense Type-Payment Type mismatch because the Expense Type is a prepaid type and the Payment Type is a regular type.


	



ER distribution line:

[image: the ER distribution line with Expense Type, Payment Type, and Account fields called out with a box. "PREPAID PARKING" "Cash" and the account number are also called out for informational purposes.]

ER Accounting Entries – navigation: Expenses > EX accounting > Expense Report Acctg Entries: (no screenshots)

EXACCRUAL entries – The debit (shows as a positive amount) is to the Account 140300-Prepaid Expenses because the Expense Type was a prepaid type—but should have been a regular type.

EXACCRUAL entries – The credit (shows as a negative amount) is to Account 220100-Accounts Payable because the Payment Type was a regular type.  

EXPAYMENT entries – The debit (shows as a positive amount) is to Account 220100 because the reimbursement due the employee was paid.


	
EXPAYMENT entries – The credit (shows as a negative amount) is to Account 110100-
Cash because the reimbursement due the employee was paid.

Because there is an Expense Type-Payment Type mismatch, the debit and credit 
accounting entries net to a balance in Account 140300 that must be corrected to a $0.00 balance.

The balance should be corrected via a Journal-Expense Report (J-ER).  The J-ER should debit (shows as a positive amount) the appropriate expense account and credit (shows as
a negative amount) Account 140300.  Other chartfields may be corrected as needed.  If the fund and/or budget unit are corrected, do not add cash lines, OAR will add them as needed.

Once the J-ER posts to the GL, the balance will be corrected to $0.00. 

The ER parking expense is recorded via the J-ER created to correct the balance.




	
Example 5 – Is a Mismatch – Prepaid Expense Type & Regular Payment Type

**The Payment Type should have been a prepaid Payment Type**

In this example, there is an Expense Type-Payment Type mismatch because the Expense Type is a prepaid type and the Payment Type is a regular type.


	



ER distribution line:

[image: the ER distribution line with Expense Type, Payment Type, and Account fields called out with a box. "PREPAID PARKING" "Cash" and the account number are also called out for informational purposes.]

ER Accounting Entries – navigation: Expenses > EX accounting > Expense Report Acctg Entries: (no screenshots)

EXACCRUAL entries – The debit (shows as a positive amount) is to the Account 140300-Prepaid Expenses because the Expense Type was a prepaid type.

EXACCRUAL entries – The credit (shows as a negative amount) is to Account 220100-Accounts Payable because the Payment Type was a regular type—but should have been a prepaid type.


	

EXPAYMENT entries – The debit (shows as a positive amount) is to Account 220100 because the reimbursement due the employee was paid—but should not have been paid, 
the employee was overpaid.

EXPAYMENT entries – The credit (shows as a negative amount) is to Account 110100-
Cash because the reimbursement due the employee was paid—but should not have been paid, the employee was overpaid.

Because there is an Expense Type-Payment Type mismatch, the debit and credit accounting entries net to a balance in Account 140300 that must be corrected to a $0.00 balance.

For this type of Expense Type-Payment Type mismatch, no J-ER is necessary to correct the balance, the balance is corrected as follows:

To correct the overpayment, the balance should be corrected via a deposit of the overpayment collected from the employee or via a reduction on a future ER to the employee.  

Regardless of which option is used, the overpayment should be recovered as soon as possible.

The reduction on a future ER to the employee option should not be used if the overpayment and the reduction would not post to the GL in the same fiscal year.  

If the overpayment is collected from the employee, the overpayment should be deposited
via the AR module.  The deposit should credit (shows as a negative amount) Account 140300 with the same chartfields that were on the ER distribution line with the overpayment.  

Once the deposit posts to the GL, the Account 140300 balance will be corrected to $0.00.    

If a future ER for the employee is reduced for the overpayment, a distribution line should be added on the future ER with the overpaid amount entered as a negative amount.  The distribution line should use the same prepaid Expense Type, regular Payment Type, and chartfields that were on the ER distribution line with the overpayment.  Comments are required for the distribution line with the negative amount.

The ER parking expense is recorded via the AP voucher paying the Direct Bill, PCard, or State Agency Credit Card.






	
Example 6 – Is a Mismatch – Regular Expense Type & Prepaid Payment Type

**The Payment Type should have been a regular Payment Type**

In this example, there is an Expense Type-Payment Type mismatch because the Expense Type is a regular type and the Payment Type is a prepaid type.


	



ER distribution line:

[image: the ER distribution line with Expense Type, Payment Type, and Account fields called out with a box. "PARKING" "PCard" and the account number are also called out for informational purposes.]


	
ER Accounting Entries – navigation: Expenses > EX accounting > Expense Report Acctg Entries: (no screenshots)

EXACCRUAL entries – The debit (shows as a positive amount) is to the appropriate
expense account because the Expense Type was a regular type.

EXACCRUAL entries – The credit (shows as a negative amount) is to Account 140300-Prepaid Expenses because the Payment Type was a prepaid type.  

EXPAYMENT entries – There are none because the Payment Type was a prepaid type—
but should have been a regular type, the employee was underpaid.

Because there is an Expense Type-Payment Type mismatch, the debit and credit accounting entries net to a balance in Account 140300 that must be corrected to a $0.00 balance.

The balance should be corrected via a Journal-Expense Report (J-ER).  The J-ER should debit (shows as a positive amount) Account 140300 and credit (shows as a negative 
amount) the expense account showing in the ER EXACCRUAL entries.  Other chartfields may be corrected as needed.  If the fund and/or budget unit are corrected, do not add cash lines, OAR will add them as needed.

Once the J-ER posts to the GL, the balance will be corrected to $0.00. 

To correct the underpayment, in addition to creating the J-ER, an entirely new ER should be created with a regular payment type (Cash).  The ER should be processed as usual.  
  
The ER parking expense is recorded when the entirely new ER is processed.
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