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The eMARS Newsletter is used to disseminate information to agency users on key topics associated with the system.
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Upcoming eMARS Training
The Customer Resource Center (CRC) is gearing up to offer eMARS training beginning November 2006.  The table below identifies courses that will be offered and the tentative dates of each class.  A copy of the training schedule will be posted on the eMARS Web site @ http://finance.ky.gov/internal/eMARS/ under the Training section.  Please check the Web site for updates.
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Location

Thur

11/02/06

Accounts Payable

Capitol Annex 195A

Wed

11/08/06

Accounts Payable

Capitol Annex 195A

Tues

11/14/06

General Procurement

Capitol Annex 195A

Thur

11/16/06

General Procurement

Capitol Annex 195A

Wed

12/06/06

Personal Service Contracting

Capitol Annex 195A

Thur

12/07/06

Elluminate - Accounts Payable

Capitol Annex 195A

Tues

12/12/06

Cost Accounting - Projects & Grants

Capitol Annex 195A

Wed

12/13/06

General Accounting

Capitol Annex 195A

Thur

12/14/06

infoAdvantage Report

Capitol Annex 195A

Note:  The above dates are tentative and subject to change. 

eMARS Training Schedule

Date


Users are encouraged to continue using the on-line Independent Study Guides (ISGs); and Elluminate recordings that are currently available on the eMARS Web site.  These recorded sessions are self-paced and provide the same content that will be offered in many of the upcoming training classes.  
Remember to go through your Training Team Lead (TTL) to get registered for the upcoming eMARS training classes.  Registration will be on a first-come-first serve-basis.  A list of TTLs is provided on the eMARS Web site under the Communication section Agency Contacts link. 
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eMARS Password Resets
Resetting eMARS passwords is one of the support services provided by the CRC.  However, this is one service that must be requested in writing, since it involves the user’s security information.  If you need to have your eMARS password reset, send an e-mail directly to the Finance.CRCGroup@ky.gov.  In the subject line of the email type eMARS Password Reset and in the body be sure to include your eMARS User ID.   
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AD/EFT Exception Report Now Available on the eMARS Web Site
The AD/EFT Exception Report now available on the eMARS Website @ http://finance.ky.gov/internal/eMARS/ is produced from the nightly eMARS batch cycle and contains documents that did not produce AD or EFT disbursement transactions during the nightly cycle due to errors.  Reasons for errors may be due to insufficient balances of cash, budget, grants, etc.  

This report contains payment documents (e.g. PRC, PRC2, PRM, GAX, or TP) where the AD or EFT rejected and no payment was submitted to the vendor.  When searching for the payment documents on this report within the eMARS Document Catalog they will appear with a status of Final Submitted.  Again, it is the AD or EFT document that failed and not the PRC, PRC2, PRM, GAX, or TP.  In most cases nothing will need to be done to the document itself.  Once you have resolved the error, such as making cash available for a particular fund, etc., it will produce a payment in the next nightly cycle.

This process does not replace monitoring for rejected PRM documents, Users are still responsible for checking the Document Catalog each day for rejected PRM documents.

The following information regarding the report content, layout and frequency may assist you in searching for your department’s rejected payments.  

The report:

· is sorted by Document Type then by Department Number (you will need to look through the complete report);  
· contains the Vendor, Commodity and Accounting Line numbers that produced the error;  

· gives a brief description of the error; and 
· is replaced daily. 

Each Department should designate someone to be responsible for checking this report daily and addressing any documents that are displayed.
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Payment Request (PRC) Rounding Issue Resolved

Due to a rounding problem on Payment Request (PRC) documents, users were previously directed to create Delivery Order (DO) or Delivery Order-2 Way Match (DO2) documents when referencing Master Agreement lines with unit prices less than a penny.  This issue has now been resolved.  You may now create PRC documents through Universal Requestor Catalog Search (URCATS) and Master Agreement Search (URSRCHMA) referencing Master Agreement lines with unit prices less than a penny.
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Things to Remember When Creating Requisitions (RQS) Documents

When creating Requisition (RQS) documents for the Office of Material and Procurement Services (OMPS); do not use the Extended Description field located in the Header Section of the document for the item specifications.  The item specifications should be entered in the Extended Description field located in the Commodity Section of the document.  This will ensure specifications are printed with the accompanying commodity line and carried forward to subsequent documents such as the solicitation.
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Verify Partial/Final Reference Type on Payment (PRC) Documents

When creating PRC documents referencing award documents, be sure to verify the partial/final reference type located under the Reference area of the Commodity Section.  Choosing the Final reference type will close the corresponding commodity line, thus preventing any further payments against that line.  Therefore, it is very important that you do not choose Final prematurely.  
As a standard practice it is best to follow these steps when completing your PRC:

1. Copy Forward from the award to the PRC.
2. Change the Quantity or Contract Amount to the proper amount to be paid.
3. Select the appropriate Reference Type (Partial/Final).  Only select Final if you are sure no other payments will be made against the line.

4. Validate to infer the Accounting Lines from the award.  It is best not to validate prior to completing Step 3.

5. Enter all other required fields.
6. Validate again to ensure document is without error.
7. Double check the Partial/Final Reference Type.
8. Submit the PRC.
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Helpful Hint When Creating Universal Requester (UR) and Subsequent Documents

When completing UR documents it is best NOT to enter any accounting lines on the document.  Accounting is not required and does not get validated on the UR.   Instead, enter your accounting lines on the subsequent document(s) generated by the UR (e.g. RQS, DO, or PRC).
The automated workload rules for the resultant RQS, DO and PRC documents are dependent on table settings. There are several changes being made, both short and long term to assist users with proper workload. To ensure that the document is assigned correctly, the following tips should be employed:
· The primary item or service to be purchased should be the first commodity line. It is the commodity code and dollar amount that determine team assignment. (For example if purchasing both a piece of equipment and the maintenance agreement on the same document, the equipment should be listed first to direct the purchase to the appropriate buyer for that commodity.)
· If the dollar amount for the first commodity line is less than your department’s delegated authority, but the total amount of the purchase is beyond it, you should enter the estimated total of the purchase for the line 1 amount. This will direct the RQS to OMPS or other central procurement department for further processing. 
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Attention PCARD Administrators:  Helpful Reminders When Completing PCARD Documents

The following items are very important to remember when completing your PCARD documents:
Never change the Scheduled Payment Date on your PRC2 documents.  This date is inferred during the document creation process and represents the due date for payment to the bank.

· Never delete commodity lines.  Each line represents an individual transaction.  Deleting these lines will result in an underpayment to PNC.

· Do not change the Status on the PRCUA table to Inactive, Suspend or Cancelled until you are sure all transactions have posted for the cardholder.  Prematurely changing the Status will result in orphaned transactions (transactions that do not appear on your PRC2 documents).  It is recommended that you wait at least 60 days after the card is closed with PNC Bank before changing the status on the PRCUA table in eMARS.

· Do not change the Account Number on PRCUA. This number is not a card number.  It represents the billing account number for each site and is used by PNC to apply payments to the proper site.  Changing this number will result in misapplied payments. 

· When adding new accounting lines to the PRC2 document, copy an existing accounting line and then insert the copied line.  This will ensure all pertinent information such as the Check Description is present on all accounting lines.  The Check Description contains the PNC Billing Account Number and is required on all accounting lines on the PRC2 document.  Please do not alter or delete this field.

· For vendor lines with credit transactions, you will need to remove the check mark in the Single Payment field located in the Disbursement Options area of the Vendor Section.

· Every PCARD site has a unique Unit Code used specifically on PRC2 documents as part of the document identifier.  This code can be used as a search tool to locate documents for the corresponding site.  This code should not be used in the Accounting Section of the document.
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Selecting or Setting Scheduled 
Payment Date
The Scheduled Payment Date is the date the vendor expects to receive payment. Checks or EFTs will be created in enough time to reach the vendor on that date. The Scheduled Payment Date should be set to correspond with the due date on the vendor's invoice. If no due date was supplied on the vendor’s invoice, the Scheduled Payment Date should be set to 30 days from the vendor’s invoice date. This value will default to today's date, so it is your RESPONSIBILITY to set the value in the Commonwealth's best interest.
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There have been many payments that were scheduled for 2007, 2008, and even 2016 on the payment requests.  If you manually enter the date, please be sure you have entered the correct date, month and year.

When using the calendar to select the scheduled payment date, the inside arrows advance the calendar by MONTH.  While the arrows on the far right and far left advance the calendar by YEAR.  Be sure to double check the month AND year that you have selected. 
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Disbursement Category on the Travel Payment (TP) Document 
The Disbursement Category on the Travel Payment (TP) document accounting lines was not previously being displayed. This field is now available to be viewed and edited if necessary.  Please keep in mind that when an accounting line is created on a payment request document, it infers the Disbursement Category code from the value on the vendor line.  Changing the Disbursement Category code on the vendor line of payment request documents AFTER some accounting lines have been created may result in multiple disbursements for the same vendor (one for each Disbursement Category used).  To avoid this, ONLY one Disbursement Category code should be used per payment request document.  Therefore, set the appropriate Disbursement Category code on the vendor line PRIOR to entering ANY accounting lines on the payment request document to ensure they are consistent.  
If the Disbursement Category is changed on the vendor line after the accounting lines have been created, the Disbursement Category on the accounting lines will have to be manually updated by the user. The disbursement process only considers the Disbursement Category on the accounting line when creating check or EFT payments.
Note for ALL payment requests (not just TP documents):  Statewide Accounting Services has been updating the Disbursement Category on the accounting lines to match the vendor line if they are different.  This will cease on October 16th, making it the user’s responsibility to verify the Disbursement Categories on the accounting lines are the desired Disbursement Categories.
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Fixed Assets Funded by Grants

When Fixed Asset (FA) shells are generated for fixed assets funded by grants which split through Front End Split, errors are being received which cannot be corrected on the shell.

Q: How do I know if a shell has this problem?
A: If you are receiving errors such as the following, chances are that the shell has this problem:
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Look at the Posting Lines.  If there is an inferred Funding Profile such as “75F25S,” this indicates that the Fixed Asset is funded by a grant that is reimbursed at 75% with Federal Fund and 25% with some state Fund.  (See below.)  Other examples are 80F20S, 60F40S, etc.  (Note:  If the Posting Lines do not have this kind of Funding Profile, check the referenced PRC/PRM to see if it’s Posting Lines do.  If so, chances are that the shell has been changed.)

[image: image22.wmf]
Q: Is there a workaround?

A: Currently, the only known workaround is to copy the shell to a new FA document, referencing the disbursement (AD document) on the accounting line but not referencing the disbursement document line number for the accounting line or vendor.  Once this new FA is processed, enter Event Type FA14 on the original shell and submit it. (This will reverse the Pending accounting entries.)
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Grants Frequently Asked Questions
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Since most funds transfers from Federal grantors are by electronic funds transfer, why can’t the Reimbursement Process generate Cash Receipt (CR) documents with a Payment Type of “EFT” instead of “Cash?”
This would require a software change.  It is not something that can be controlled with a record in a setup table.

We are aware that Treasury is rejecting CR documents with a Payment Type of “Cash” when the deposit is an EFT.  Since you have to enter a Deposit Ticket Number on the CR document for EFT documents, the effort to change the Payment Type from “Cash” to “EFT” is minimal.
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We are getting a lot of rounding errors on our grant budgets.  Is this overrideable?  How do we get around it?

The grant budget errors are not overrideable.  Until we receive a fix for the software, these errors must be addressed by processing either a Journal Voucher Correction (JVC) document to adjust the expenditure balances or a BGPDR document (to adjust the available budget balances).  If you cannot address your errors with a BGPDR, and need assistance creating a JVC, please contact the CRC.
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My Funding Profile was set up with the wrong Fund code. And as a result, I now have costs recorded against my grant using the wrong Fund.  How do I correct this?

To use a JV2E to correct this problem, you will need to remove the incorrect Fund code from the funding line.  It is important to enter at least one other expense field, such as Unit, or you will receive an error when you save the funding line.  When you enter the accounting lines on the JV2E, you will need to specify both the incorrect and the correct Fund codes (see example below).  Once the costs have been corrected, go back and enter the correct Fund code on your Funding Profile.

For example, suppose when you set up your 50% Federal, 50% State grant, your funding line originally contained the value “0100” in the Expense section Fund field when it should have been “1300”.  The JV2E is therefore intended to correct for a post-split amount of $50 posting to that fund.

First, you delete the fund code from funding line 2 (the “STATE” line.)  Then enter your JV2E for the pre-split amount, in this example $100.  Specify fund 0100 on your credit line and fund 1300 on the debit line and let the Funding Profile assign fund 1200 to Posting Line 1 for each Accounting Line.  See screen shots below.

Once you process your JV2E, don’t forget to go back and change your “STATE” funding line to include the correct Fund.
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Figure 1. Specify Fund “0100” on the credit line
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Figure 2. Allow Front-End Split to assign Fund “1200” to the first Posting Line for the credit.

Figure 3.  Because there is no Fund on the STATE funding line, the fund you entered on the accounting line (“0100”) is used on the second Posting Line for the credit.


Figure 4. Specify Fund “1300” on the debit line

Figure 5. Allow Front-End Split to assign Fund “1200” to the first Posting Line for the debit.


Figure 6.  Because there is no Fund on the STATE funding line, the fund you entered on the Accounting Line (“1300”) is used on the second Posting Line for the debit.


New Contact for eMARS Vendor/Customer Support
The Division of Statewide Accounting Services is pleased to announce that Bethany Crockett is administering the eMARS Vendor/Customer table and is ready to assist you with your vendor needs.  DeeDee McCrosky, Kent Sparrow and Sue Casey will continue to provide backup assistance for overflow help.  Bethany may be reached by e-mail @ Bethany.Crockett@ky.gov or by phone at (502) 564-7750.



For more information on eMARS, please refer to the eMARS Web site @ http://finance.ky.gov/internal/emars/


  








Check out the 


eMARS Web site @ � HYPERLINK "http://finance.ky.gov/internal/emars/" ��http://finance.ky.gov/internal/emars/� 
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