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The eMARS Newsletter is used to disseminate information to agency users on key topics associated with the system.   


[image: image8.jpg]Pending




Encumbrance Clean Up

All Budget Fiscal Year (BFY) 2007 encumbrances will roll to BFY 2008 the evening of July 5.  Departments should review all open encumbrances and clean up any that are no longer needed.  Encumbrances may be liquidated by modifying the award document; or, creating a zero dollar PRC by using the Copy Forward functionality and selecting Final from the Ref Type drop-down box on all commodity lines.  The 2302 Outstanding Encumbrance Report in infoAdvantage may be used to assist departments in locating all outstanding encumbrances.  
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Budget Fiscal Year (BFY) 2007 Pending Transactions

Documents submitted with a phase of Pending affect cash and budget balances.  All Budget Fiscal Year (BFY) 2007 documents in a Pending phase MUST be approved to Final phase or rejected back to Draft phase by close of business, July 12.  Since pending encumbrances will not be rolled to Fiscal year (FY) 2008, all BFY 2007 encumbering documents MUST be approved to Final phase or rejected back to Draft phase by close of business, July 5.  Any BFY 2007 documents in Pending phase after July 12 will be rejected back to Draft phase by the Office of the Controller.
Note:  Departments may utilize the Doc Phase Universe in infoAdvantage to assist with locating pending documents or reference the eMARS Pending Transactions.xls file posted under the Year-End Information link on the eMARS Web site @ http://finance.ky.gov/internal/eMARS/.


Matching Payments During Period 13
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During Fiscal Period 13 (July 1 – July 12) the Fiscal Year (FY) and Period on PRM documents are determined by the Budget Fiscal Year (BFY) on the referenced award at the time the PRM is generated.  For example, if the BFY on the referenced award is less than the current BFY (2007<2008), then Fiscal Period 13 (BFY=2007, FY=2007, Period=13) will infer on the PRM.  If the BFY is greater than (9999>2008) or equal to (2008=2008) the current BFY, then the current fiscal period will infer on the PRM.

Once encumbrances roll the evening of July 5, the BFY on encumbered awards will change from 2007 to 2008.  Users should verify their PRM documents to ensure they are paid from the appropriate fiscal period, which may be done by looking at the Accounting and Posting lines on the PRM document. 
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Tips for Coding Period 13 on Payment Documents
Please pay attention to the following points when coding Period 13 on your payment documents during year end.  Note:  These rules do not apply to Capital Funds (BFY=9999).

· The entire Fiscal Period 13 (BFY=2007, FY=2007, Period=13) must be coded on the document.  If the BFY is left blank, a staging error is returned.

· Fiscal Period 13 (BFY=2007, FY=2007, Period=13) may be coded on the Header section or on the Accounting line of the document.

· Fiscal Period coded on the Header will infer on all blank Accounting lines.

· Fiscal Period coded on an Accounting line will always override Fiscal Period on Header.

· Fiscal Period 13 (BFY=2007, FY=2007, Period=13) must be coded on the Header section of a PRCI document.

· Fiscal Period 13 (BFY=2007, FY=2007, Period=13) must be coded on the Header section of a PRC2 document.

· Any Fiscal Period other than Fiscal Period 13 should never be coded on the payment document.  If left blank the Fiscal Period will properly infer based on the calendar date at the time the document is submitted to Final phase.
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Moving Expenditures Between Fiscal Years

A JV2E document may be used to move expenditures between Budget Fiscal Years.  

Example:   A $100 expenditure was paid from BFY 2008 and should have been paid from 
                  BFY 2007.  

Accounting Line 1 shows a negative ($100.00) and the 2008 Fiscal Period (BFY=2008; FY=2008; Period=1).
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-continued on next page-

Accounting Line 2 shows a positive $100.00 and the 2007 Fiscal Period (BFY=2007; FY=2007; Period=13).
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When processing JV2E documents during the fiscal year end remember the following:

· JV2Es to move expenditures between BFYs require the Fiscal Period (BFY, FY, and Period) to be entered on the Accounting Line.

· JV2Es with BFY 2007 reference may be processed within the department up to close of business (COB) July 12.

· JV2Es with BFY 2007 reference processed between July 13 and July 19 will require approval by the Office of the Controller, Statewide Accounting Services.
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Improvements Made to Shared Documents Link
Statewide Accounting Services recently reviewed the Shared Documents link within infoAdvantage to identify improvements.  Changes were made that affect the links associated with the Statewide reports.  The links associated with the Statewide Daily and Statewide Monthly reports now provide business categories such as Cash, Disbursements, Expenditures, Revenue, Procurement, etc., and the reports have been moved under their corresponding categories. 
These improvement should aid the user in locating Statewide reports specific to the type of transaction or business area they desire. 
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Publishing eMARS Reports to Statewide Folders
Periodically, users will run statewide reports and save those reports to one of the Statewide Reports Folders.  Instead of saving reports to the Statewide Reports Folders, users should always save the reports they develop within their Departmental Folders category or to their own Personal Folders.
If a report has been saved to one of the Statewide Report Folders, the user who saved the report will be notified and given ample time to save the report to another location.  Otherwise, the report will be deleted.  
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Caution When Paying Phone Bills 
With the recent consolidation of BellSouth and Cingular into AT&T your monthly phone bills may now include the AT&T logo instead of the BellSouth or Cingular logo.  However, it is very important to note the remit to name on the address of the bill to ensure your payments are submitted to the proper vendor. 
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Choosing Commodity Codes on Purchasing and Payment Documents

Commodity codes selected on your contracts, delivery orders or payments have more significance in eMARS than they did in MARS.  This is because the Commodity code you choose on a contract or delivery order often controls whether or not Fixed Asset shell documents will be generated for payments.  If the wrong code is chosen on earlier documents, it cannot be corrected further down the line because of document referencing.  

Choosing a Fixed Asset Commodity code by mistake may result in generation of Fixed Asset shells when none are needed.  Similarly, shell documents will not be generated at all if the Commodity code on a contract or delivery order for a Fixed Asset purchase is not a code that has been flagged as a Fixed Asset on the Commodity (COMM) table.

[image: image20.wmf]A quick way to determine whether a Commodity code is a Fixed Asset is to validate your document and review the Commodity lines.  On a contract or delivery order, if the Fixed Asset flag in the General Information section is checked, you have selected a Fixed Asset Commodity code.
[image: image21.jpg]



On a payment document, the Fixed Asset fields are in a section at the bottom of the Commodity line page.  If the Fixed Asset Type field is “Z” (as shown), you have chosen a Fixed Asset Commodity code.

Generally, you should choose a Fixed Asset Commodity code if the item is:

· Intended for internal use (not for resale),

· Has a useful life of more than a year, and

· Has a monetary value of $500 or more.
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Fleet One Fuel Payments

The Fleet One fuel contract (MA 758 M-00062705-15) was recently modified to correct the Commodity code so that Fixed Asset shells will no longer be generated for fuel payments.  Please be sure to reference Line 5 (not Line 4) when you make future payments against this contract for fuel.
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Fixed Assets Highlights 
There has been a lot going on with Fixed Assets in eMARS in the past couple of months.  Below is a list of highlights and updates regarding Fixed Assets.  

· Inventory Observation – Inventory Observation reports were due May 31, 2007, so if your department has not submitted one, please do so now.  Forms and instructions are available on the Controller’s Office Web site @ http://finance.ky.gov/ourcabinet/caboff/OOC/inventorycontrol.htm.  Please send all forms, reports, and a cover letter to the Finance and Administration Cabinet, Statewide Accounting Services, ATTN: Fixed Assets Branch, Room 484 Capitol Annex as soon as possible. 

· Generated Shell Listing – There is now a weekly spreadsheet posted to the eMARS Web page @ http://finance.ky.gov/internal/eMARS/fixed_assets.htm each Monday to list all Fixed Asset shell documents generated during the previous week.  If you need this spreadsheet for past weeks, contact Diana Holberg (Diana.Holberg@ky.gov, 502-564-7750 x2120).
· Discarding Fixed Asset Acquisition (FA) Documents – You may now discard Fixed Asset Acquisition (FA) documents in eMARS.  This includes FA shell documents and FA documents created from scratch.  Statewide Accounting Services will post summary balance sheet account entries annually to eliminate the need for unpending shells.  Please be careful when discarding generated shells (FA documents with User ID = emarsprd) because they include references to the corresponding payment document that may be useful for reports and audits.  Once a shell is discarded, it cannot be recovered.
· Uploadable Spreadsheets for Mass Changes – There are now uploadable spreadsheets available for FA, FM, FT or FD documents where the number of documents exceeds 200.  If your Cabinet participates in a reorganization or other activity affecting more than 200 of your Fixed Assets, contact Statewide Accounting Services for assistance in using the uploadable spreadsheets.  (Because the upload process requires more than one batch job, these generally cannot be set up as interfaces.)  
· Custodian Code Assignments – Custodians for Fixed Assets are maintained on the Custodian (CUSD) table in eMARS.  As described in training, responsibility for maintenance of this table falls to agencies.  Therefore, your Department’s Property Officer needs to identify a procedure for the assignment of new Custodian codes.  A Custodian code may be up to 10 characters long, and the first three digits must be the Department number.  The suggested procedure for assigning new Custodian codes is to take the next sequential number.  Therefore, for Department 758, if the last Custodian code used was 7580000010, the next Custodian code assigned would be 7580000011.
· Custodian Code Changes - The Custodian code is intended to identify the person responsible for inventory of Fixed Assets.  It may represent an individual or a staff position.  Assigning Custodian codes to a staff position allows for flexibility when a position becomes vacant – instead of processing FM documents to reassign Fixed Assets, the Custodian Name may be changed to a supervisor’s name until the position is filled.  Note that although maintenance of Custodian codes is generally agency responsibility, requests for deletions must still be submitted to Statewide Accounting Services.
· Fixed Asset Transfers and BLNK – There is now the capability of clearing undesired fields when processing a Fixed Asset Transfer (FT) document to transfer a Fixed Asset from one Department to another.  For example, suppose a Fixed Asset was purchased in Department 721, funded by a federal grant.  Later, when it is transferred to Department 736, the Responsibility Center Fund is changed to the general fund.  Since the federal grant (Program code) does not exist for the New Department, the FT document will reject unless BLNK is entered in the Responsibility Center Program field.  Note also that FT documents no longer require central approval from Statewide Accounting Services.
· Updated Training – The eMARS 901 Fixed Assets training materials have been updated to include this information and other updates.  In particular, several appendices were added to describe error correction and reports design.  Additionally, an exercise was added to provide step-by-step instructions for maintaining the Custodian (CUSD) table.  The updated materials are available on the eMARS Web page @ http://finance.ky.gov/internal/eMARS/manuals.htm. 
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Financial Analysis System2 (FAS2) Update

A new version for the Financial Analysis System2 (FAS2) is targeted for release in August 2007.  Watch for information on FAS2 in future issues of the eMARS Newsletter.  
Agency security leads will be contacted directly (via e-mail) for FAS2 access and security considerations.  A list of current Security Officers by Cabinet/Department is available on the eMARS Web site @ http://finance.ky.gov/internal/eMARS/ under the Agency Contacts link.  Agency Implementation Leads (AILs) should review this list for accuracy to ensure future communications related to FAS2 security are distributed to the correct contact within your department(s).  If contact changes are needed a new Security Officer Designation form must be completed and faxed to 502.564.5319 or e-mailed to Connie.Camden@ky.gov.  This form and other contact type forms are available off the eMARS Web site @ http://finance.ky.gov/internal/eMARS/Agency+Contacts.htm. 
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eMARS Training Changes
Customer Resource Center (CRC) Training will be experiencing some changes over the next few months.  One change will be that Kathy Hutcherson the MARS/eMARS Training Team Lead since 1999 will be retiring effective August 1.  Most MARS/eMARS users have worked with Kathy at one time or another. This will be quite an adjustment for those of us here in the CRC as well as the users across the Commonwealth.  We will all miss Kathy, but wish her the very best in the next phase of her life.  Any questions related to CRC training should now be directed to Donna S. Hall at 564-9641 ext 118.

Additionally, in the next few months, the CRC will be moving from the Capitol Annex to a location yet to be determined.  Effective August 6, CRC training will no longer be conducted in the Capitol Annex.  Until a permanent training location has been determined, CRC training will temporarily be conducted in the Kentucky Transportation Cabinet (KYTC) Computer Labs on Mero Street in Frankfort.  During this transition period the CRC training schedule will be adjusted based on the availability of the KYTC facilities.  In order to utilize all resources efficiently there must be a minimum of 10 seats filled per class.  If we do not have participation of 10 the class will be cancelled and rescheduled for a later time.  For a list of classes offered during this transitional period refer to the eMARS End-User Training Schedule posted available on the eMARS Web site @ http://finance.ky.gov/internal/eMARS/.
It is particularly important during this time that you confirm your attendance to all eMARS classes with your Training Team Lead (TTL).  A list of TTLs is available on the eMARS Web site @ http://finance.ky.gov/internal/eMARS/ under the Agency Contacts link.  If TTL changes are needed a new Training Team Lead form must be completed and faxed to 502.564.5319 or e-mailed to Connie.Camden@ky.gov.  This form and other contact forms are available off the eMARS Web site @ http://finance.ky.gov/internal/eMARS/Agency+Contacts.htm. 
CRC will keep you informed of our permanent home once it has been determined.  Again, if you have any questions please contact Donna S. Hall 564-9641 ext 118.


If you have questions regarding any of the articles contained in this newsletter, please contact the Customer Resource Center via e-mail @ Finance.CRCGroup@ky.gov; or by phone @ 502.564.9641 (toll-free 877.973.4357).  
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Check out the 


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



















