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


A Note from the 
Customer Resource Center
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While relocating an entire operation can be a huge undertaking and generate a number of challenges, it was our customers that helped make our transition to our new facility a smooth one.  The staff and management of CRC would like to express our gratitude to you, our customers for your patience and cooperation during our recent move.  
On Oct. 25, the CRC moved into our new location at 1049 US Highway 127 South, Frankfort.  During our move, our resources were limited.  However, we are now fully operational with a new phone system and two training rooms.  Our phone number and e-mail addresses remain the same.  We anticipate that the new facility will better suit the needs of our customers.  All eMARS classes will be held at our new location and we look forward to seeing you there.  
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Note:  System Changes to Tolerance and Award Documents
There has been a change in the system to prevent users from overspending contracts.  In a recent audit, it was discovered that a number of agencies were overspending contracts either in total or on individual commodity lines.  Tolerances in eMARS DO NOT work the same as they did in MARS Procurement Desktop.
In order to prevent the overspending from occurring, a system tolerance has been established in eMARS that limits the spending to the funding amount.
Tolerance edits have been configured in eMARS to prevent all types of referencing Payment Request documents (this would include PRC, PRC2, PRCI, PRM, PRMI and PRN document types) from over-expending all types of referenced Purchase Order documents (this would include PO, PO2, PON2, DO, DO2, CT, CT2, CTT1 and CTT2 document types).  These tolerance edits are enforced at the Accounting Line level and prevent the referenced accounting line from being exceeded by either an individual referencing accounting line or the sum of all referencing accounting lines.  
When the Reject Overage Tolerance amount has been reached or exceeded on a PO Type document accounting line by a referencing accounting line on a PR Type document, eMARS will issue a 'hard' error message preventing an overpayment.  The award document must be modified and approved to increase the funding amount before further payment can be made.  All payment documents are required to properly reference the appropriate award document.
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Terms and Conditions Templates for Personal Service Contracts
The Office of Procurement Services (OPS), Personal Service Contract Office has created templates to assist agencies in the creation of Request for Proposals (RFPs), Professional Service Contracts, and Legal Service Contracts (PON2s).  These templates may be customized to allow the using agency to include their unique Scope of Work, Requirements, Evaluation Criteria, Proposal Submission Requirements and Agency Contact Information.  The templates also incorporate the PSC1 clauses and the Required Affidavit for Offerors and Signature Lines.

Agencies should begin utilizing the templates when creating new RFP and Personal Service Contracts documents.  The current PSC1 Terms and Conditions will be available in eMARS through Nov. 30 for agencies to use for RFPs and contracts currently in progress.  
The new templates are now available through the:

· eMARS Web site @ http://finance.ky.gov/internal/eMARS/ under the Functional Area Procurement link, and the

· Office of Procurement Services Web site @ http://finance.ky.gov/business/procurementservices/.
Agencies should save a copy of the templates to their local file system and make changes as needed for their RFPs and PSCs.  Once the changes are complete, the template must be saved as an .xml document and uploaded into the Terms and Conditions of the eMARS RFP and PON2.  When attaching the templates into the eMARS document, users should select the Free Form attachment type.  The template should be attached to the document through the Action Menu as a Document XML.  Users will need to be sure that the Blank Free Form document is deleted from the Attachments page.

We are aware that some agencies are currently utilizing their own templates for RFPs and Contracts.  Agencies who wish to continue using their templates should submit an electronic copy to Kathy Robinson at Kathy.robinson2@ky.gov  for approval.  Only agencies with approval to use their templates will be allowed to do so.  All other agencies shall be expected to utilize the templates provided by OPS effective Dec. 1.

Questions or comments regarding the templates should be directed to Kathy Robinson at Kathy.robinson2@ky.gov or 502.564.7544.
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Financial Analysis System2 (FAS2) Updates
A few changes will be implemented on Dec. 1 to the FAS2 application:

· Fiscal Year (FY) has been changed to default to the current Budget Fiscal Year,
· Document Description has been added to the detail information when drilling down to the document level on a specific amount, and

· Columns at the detail information level have been reordered to display the most common fields earlier on the page.

The FAS2 team would like to thank everyone who has submitted requested changes or improvements to the system.  Some of those requests have been accommodated above; others will be reviewed to see if they can be accommodated after the remaining phases are implemented.  If you have any problems with the FAS2 system or any thoughts on improvements or enhancements to the system, feel free to contact the CRC at Finance.CRCGroup@ky.gov. 
The remaining initial phases of FAS2 listed below are scheduled to be implemented by the end of the year:

· Historical Data – Budget Fiscal Years 2005 and 2006,
· Appropriation and Allotment information, and
· Capital Projects.
Look for additional newsletter articles to follow.  
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Fixed Assets Prefixes

As Property Officers should be aware, prefixes are assigned to each department for use as the first two characters of newly acquired Fixed Assets Numbers on printed property tags applied to the items.  Use of prefixes is required to prevent duplication of tags.  These prefixes are listed below and have been included in the eMARS 901 Fixed Assets manual as an appendix.  The updated training materials are available on the eMARS Web site @ http://finance.ky.gov/internal/eMARS/manuals.htm.  This list is subject to change as eliminate duplications.

Some departments requested multiple prefixes.  If your department desires a new or different prefix, contact Statewide Accounting Services @ 502.564.7750.  Departments currently sharing a prefix must coordinate to ensure that tags are not duplicated, or request a new prefix.

Note that for transferred items, unless re-tagging is required to comply with other policies and procedures, the existing tag number may be used regardless of prefix.  Prefix requirements apply only to newly acquired fixed assets.

Beginning Dec. 1, 2007, Statewide Accounting Services will monitor new Fixed Asset Numbers entered in eMARS.  New fixed assets recorded with a prefix not approved for the Responsibility Center Department will need to be re-entered.

Property tags printed with Fixed Asset Numbers may be obtained through the Division of Correctional Industries.  Be sure to proof the tags for the correct prefix, the correct number of zeroes and tag numbers that are 15 characters in length.

005: LE, LL
010: LR

020: JR

025: OC
030: UP
035: AR
040: AG
045: AP
066: KE
070: GV
074: EK, VA, 
   VB, VC, 
   VE, VK, 
   VM, VO,  
   VW, WK

075: HE

076: CM
079: DS

080: HC

082: FI, IA

084: FI
085: LG
089: GV

094: HS

095: MA

096: NG

097: ME

098: GS

099: NP

100: KR

103: RV
110: GV
112: LC
120: SS
125: ST
130: RV
150: AC
155: AU

165: BR
170: CE

172: OP

173: OP

174: OP
176: OP

177: MT

180: BD

182: OP
183: EP
185: EL

190: BF
200: BA

205: BL

210: OP

215: OP
225: BH

230: OP
235: FB

240: OP
245: BM
250: BN

255: OP
260: BO

261: OP
262: OP

263: RC

264: FT

268: PB
270: PR
275: PT

280: BP

284: RA
290: BE

295: SA

310: OP

315: PE

320: PI

340: DH
345: SF
350: NR
354: EE
370: HR
375: NR
380: LB

391: GE

395: RE
400: CW
407: EO
410: KH
415: SE
423: LB
424: CB, NR

430: EU

435: KS

440: MS

445: MU

450: NK

455: UK

460: UL

465: WE

470: EM
500: JO
502: KV
515: PA
520: SP
523: JF, JJ
525: CJ
527: CF, CO,   
   IC
529: KA
530: SO
531: WD, WF
540: ED

545: KT
550: WF
552: AT

555: LA

560: TR

569: NR
590: NR
595: NR

605: TP

606: TP

607: TP

609: TP

610: TP

612: TP

615: DA

616: TP

617: TP

621: TP

625: TP

627: TP

628: TP

630: TP

635: EC
637: EC
638: EC
639: EC

644: OA

660: FW
665: HP
670: PK
695: RI
721: OP

722: OP

723: IG
724: HF

725: AI

726: FC, HF
728: PH, RL
729: EA, GL,  
   HZ, KC, 
   MH, OK, 
   OW, PP, 
   WS
730: FC, HF
731: FC, HF
736: FC
746: MD

748: MS

750: FI

756: LJ

758: FI
759: CC

765: PM
767: CN
785: BS, FF,  
   FM, MM
790: PL

793: PL

794: PL

850: TS
852: CA
855: OE
860: TD
920: LB
930: WC
931: XJ

932: XJ

933: XK

934: XK

935: XA

936: XA

937: XF

938: XF

939: XD

940: XD

941: XP

942: XP

943: XH

944: XH

945: XW

946: XW

947: XB

948: XB

949: XC

950: XC

951: XM

952: XM
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Vendor/Customer Record Modifications (VCM)

When creating VCM documents, users must be careful in making changes to any vendor’s record specifically Legal Name or Payment/Procurement addresses changes.  Making changes may sometimes result in errors and problems for other users.  Please be sure and verify the following:
· Look at the vendor record on VCUST to ensure the existing Payment/Procurement address will not meet your needs. 
· Search the VCUST table to ensure there are no other Vendor Codes for the same Vendor that will meet your needs. 

· Search for the Vendor Code on the DISBQ table under Accounts Payable/Payment Management/Disbursements/Disbursement Detail Query to see if other agencies are making payments to this vendor.  (This vendor code and address may be on contracts used by other agencies and changing the record may result in errors on these contracts and subsequent payments.) 
If the address actually needs to be changed, be sure to modify the existing master address instead of adding a new master address.  Otherwise, the old address will not be replaced.  A new address should only be added when an additional location for payment or procurement has been requested by the vendor, without removing the existing address. 
If the payment needs to be sent to a location not already on the vendor record, be sure to add a new payment address; not change the master address or any existing Payment/Procurement addresses.  Instructions for adding new payment/procurement address are in the eMARS 601 General Procurement manual at: http://finance.ky.gov/internal/eMARS/manuals.htm. 


Orders and Payments for New West Services
When creating orders and subsequent payments for New West Services, please adhere to the following:

· Create a Delivery Order (DO) against MA-758-0700001702.  Do not skip the DO and go straight to Create Payment (PRC).
· Break down each line by Administrative Fees, Professional Fees, Media, Other expenses, or Travel.  Do not create a lump sum amount against Commodity Line 6.

· Use object code E147 (Advertising Services-1099 Reportable) or E255 (Advertising-Reportable).

· Call Amy Richardson (502.564.-6524) or Shelby Luby (502.564.8623) should you have questions or concerns.



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