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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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Helpful Hint When Searching URCATS for Catalog Items
Searching for a catalog item on the Universal Requestor Catalog Search (URCATS) may sometimes be difficult if you do not know the proper search criteria.  When searching for an item that exists on a large Master Agreement Catalog it is helpful to have an electronic copy of that catalog to use as a resource.  Once a copy of the catalog has been downloaded users will be able reference this spreadsheet to locate the supplier part number and extended description included on the Master Agreement.  
The following are steps to download a copy of a Master Agreement Catalog:
1. Open the desired Master Agreement within eMARS.
2. Navigate to the Commodity Line component.
3. Click the Action Menu.
4. Select the Attachments page.
5. Locate the most current version of the catalog, and highlight it.
6. Click Download. 
7. Save the Excel spreadsheet to your Desktop.
Once the copy has been saved to your desktop, it may be referenced when making payments or processing Delivery Orders against the Master Agreement.  The spreadsheet may be sorted based on the Supplier Part Number, Unit Price, Item Description, etc.  Once you have located the item(s), the Supplier Part Number, Unit Price, Item Description, etc. may then be entered into the URCATS search criteria.
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Deposit Ticket Numbers and CR Documents
Electronic deposits in eMARS do not have an actual deposit ticket number.  Because Deposit Ticket Number is a required field for Electronic Funds Transfer (EFT) cash receipts, agencies have been instructed to fill in the Deposit Ticket field using the CR document ID.  Rather than using the entire CR document ID, some agencies have used the shortcut version of the ID, such as the last few digits of the number assigned by eMARS.  These shortcut deposit numbers have caused problems because often these numbers may actually match a ticket number that already exists in the system.  When this happens, it prevents the ticket number from being used again.  Going forward, all departments using the Deposit Ticket field on a CR document for an EFT need to ensure they use the entire CR document ID to represent a Deposit Ticket.
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Reopening Commodity Lines that were 
Prematurely Closed
Occasionally, users will prematurely close commodity lines on referenced awards.  The most common reason for this is that the user inadvertently selects the Final Reference Type on a partial payment.  For example, an award is created where commodity line one equals $1,000.  The first payment of $250 was successfully created.  However, the user selected Final as Reference Type on the Commodity Line instead of Partial.  Upon validation of the next payment, errors are received because the commodity line has been closed.  The line must be reopened on the award before payments may be completed.  Resolutions to reopening the commodity lines will vary depending on the circumstance.   The following describes three possible scenarios and provides the resolution for reopening commodity lines for each instance.
Scenario 1 - If the Event Type on the award is PR05 (Encumbering Award):
a) Copy Forward from the award to a PRC being careful to select only those lines that were prematurely closed.
b) On the Commodity Line:
· Change the Quantity to zero (0) or the Contract Amount to zero ($0.00) if the item type is service.
· [image: image11.wmf]Select Inverse as the Reference Type.
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On the Accounting Line:
· Select XPRC as the Event Type.
· Change the Sub-Total Line Amount to zero ($0.00).
· Select Inverse as the Reference Type.
Scenario 2 - If the Event Type on the award is PR07 (Non-encumbering Award) and the 
                     award was created after Oct. 31, 2006:

a) Follow the same steps as Scenario 1.
Scenario 3 - If the Event Type on the award is PR07 (Non-encumbering Award) and the 
                     award was created before Oct. 31, 2006:
a) Modify the award increasing the Unit Price or the Contract Amount if the item type is service (increasing by $.01 will be sufficient in most circumstances.)
b) Make payment(s) accordingly.
The steps above will reopen lines on any award type.  However, award documents requiring matching (i.e. DO, DO2, PO, PO2, CT and CT2) may encounter matching related errors even though the award lines have been reopened.  Therefore, subsequent payments may need to be paid bypassing the matching process.  Using the Copy Forward option from the award to a PRC should be used in these instances.
The steps above will work in most circumstances, but not all.  If you need assistance, please contact the Customer Resource Center at Finance.CRCGroup@ky.gov or call 502.564.9641 (toll-free 877-973-HELP) should you have questions or need assistance.


Available Cash and Budget Balances Do Not Match    infoAdvantage Reports
When a document is sent into workflow in eMARS the document is in a Pending status.  At that time any effect on cash or budget will be recorded as a pending increase or decrease depending on the transaction.  From a cash perspective, this may affect the available cash.  From a budgetary perspective, this may affect the encumbrance, accrued expenditure and/or cash expenditure amounts.
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The Cash Balance Summary table (CBALSQ) is used to edit cash transactions in the system. It is important to understand that Available Cash Balance = Cash Balance + Pending Increases - Pending Decreases.

Since these documents are in a Pending status and not Final, the documents are not posted to infoAdvantage (Document Class and Accounting Journal Class in the General Accounting Universe), and therefore these transactions will not be reflected in any reports.

If a user reviews a cash report for a fund in the morning, the user must understand that the balance on the cash report does not include any pending transactions.  It is possible that a transaction may post to Final but the Check/EFT cannot be processed due to other pending transactions that occur during the day.  If this happens, the transactions will fail and will be reported on the AD EFT Exception Report.  This report is located on the eMARS Web site at:  http://finance.ky.gov/internal/eMARS/ under the Agency Reports section.  
It is imperative that agencies monitor the AD EFT Exception Report to ensure that all documents are successfully processed.  If an agency has a document on the AD EFT Exception Report, steps should be taken to correct the problem so the document may be successfully processed.

Pending increases and decreases also affect budget balances.  Again, pending transactions are not posted to infoAdvantage, and therefore will not be reflected in any reports.

Locating pending budget transactions is not straightforward.  From the budget query screens (BQ3LV1, BQ3LV2, etc.), users must click on the underlined words Encumbered, Accrued Expenses or Cash Expenses.[image: image14.png]§) - susiness Objests (Thick Clent Repart)
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  This will display final transactions and any pending increases or decreases.
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These pending budget transactions will identify any differences between the budget reports from infoAdvantage and the budget query screens (BQ3LV1, BQ3LV2, etc.).


Locating a Fixed Asset Shell

Suppose your procurement officer has given you a Delivery Order (DO) document and asks you to complete the related Fixed Asset Shells.  You could go through all of the shells on the Document Catalog for your Department, but there is a faster way.

The Document Reference Query (FWDRF) page may be used to obtain the payment document numbers, which in turn may be used to locate the related shell number(s) on the Fixed Asset Payment Request (FAPR) page.

Here are the steps to obtain the payment document numbers for a DO number:
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Use Page Search to open the Document Reference Query (FWDRF) page.
2. Enter the DO number and press the Enter key.  You will see a list of the documents that reference the DO.  Payment document numbers begin with PRC, PRC2, or PRM.  If you do not see a payment document in the list, click Forward Reference.
NOTE:  Fixed Asset Shells are not generated until both the payment and the related disbursement have successfully processed.  If you cannot find a payment number, it could be that the payment has not yet been made.
Write down the Document Number for the payment document.  It will start with PRC, PRC2, or PRM.  In the example shown here, the payment document number is PRM,527,0700052693,1.
3. Now use Page Search again to open the Fixed Asset Payment Request (FAPR) page.  Enter the payment document number as shown (leaving off the version number at the end).

4. When you click OK (or press the Enter key), you will see a list of all of the lines on the payment document for which Fixed Asset Shells were generated.  In the example shown in the next screen shot (under step five), shells were generated for Vendor Line 1, Commodity Lines 1, 5 and 10.

5. Select the record for the first line.  Pay attention to the Commodity and Quantity/Unit values.  In the example shown, the first line is for Commodity 20400 and the Quantity/Unit is 88.  This means up to 88 Fixed Asset Shells may have been generated for this line.
6. Click Generated Shell Details at the bottom of the page.  The Generated Shell page will open with a list of all of the Fixed Asset Shells generated for that line on the payment document.  In this example, there are 88 shells, so the page shows the first 10.  You must click Next to see the next page of shells.
7. Each shell can be opened and completed directly from the Generated Shell page.


New infoAdvantage Icons

The following icons have been modified within eMARS infoAdvantage as part of the Daylight Savings Time patch that was implemented into production on Sat. March 3.  


Additionally, reports may now be saved directly from the Report Panel to Excel and PDF file format.


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