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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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New Hours for the 
Customer Resource Center
Due to the new Flexible Work Schedules implemented by several Cabinets, many employees are starting work earlier.  Therefore, the Customer Resource Center (CRC) has extended its phone hours in order to accommodate these changes.  The new CRC hours are 7:00 am – 5:00 pm, Monday – Friday.


[image: image6.wmf]Office of Procurement Services Relocated
The Finance Cabinet Office of Procurement Services (OPS) has relocated to the west wing of the Capitol Annex basement.  Please address any correspondence for OPS to:

Finance Cabinet

Office of Procurement Services

702 Capitol Avenue, Room 096, Capitol Annex

Frankfort, KY40601 

The phone number for OPS has stayed the same- (502) 564-4510, but their fax number has changed to (502) 564-1434.


Management Budget Spreadsheet  Modification
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Effective September 1, 2008, agencies using the Management Budgets spreadsheet to create the OB1 – Management Budget documents will need to download an updated version of the spreadsheet.  Currently the spreadsheet creates OB1 documents that contain 400 accounting lines.  This process will be changed on Monday, September 1 to only allow 99 accounting lines per document.  However, this change does not affect any OB1 documents submitted and finalized prior to September, 1, implementation date of this change. 
The new spreadsheet is available on the eMARS web page at: http://finance.ky.gov/internal/eMARS/forms/.
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infoAdvantage Upgrade to Business Objects XI 

Statewide Accounting Services (SAS) is in the process of implementing a project that will focus on upgrading the Business Objects 6.5 software currently used by eMARS infoAdvantage.  The upgrade is targeted for release by year-end 2008 and will take the current Business Objects software from version 6.5 to Business Objects XI.  In the months that follow, additional information regarding upcoming training for Business Objects XI will be made available via the eMARS Newsletters.  
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Important Information Regarding Statewide Reports

The following alerts were previously communicated via e-mails to targeted eMARS contact groups and posted on the eMARS News and Alerts Web Site to alert the end-users.  Several changes were made to Statewide Reports between mid-July and mid-August.  Please review the following information carefully.  

 

· Statewide Year End Reports

After careful consideration, Statewide Accounting Services (SAS) made the decision to eliminate the 1110 and 2550 Year End Cash Reports from the set of Statewide Year End Reports.  Detail information provided on the 2550 Year End report may be obtained from the 2550 Monthly Cash Detail Report for Period 13 in the old year and Period 1 in the new year, as this report is broken down by Budget Fiscal Year.  Users should continue to use the 2110 Year End series of reports to obtain their Cash Carry Forward balances. 
· Statewide Travel Reports

The 7020 (A-F) In-Out-Non State Travel series of Statewide Travel Reports were modified to include Object Codes E133 (Employee Training-St-Emp Only) and E226 (Carpool Rental-St Ag).
· Statewide Cash Reports

All Statewide Daily and Monthly Cash Reports (not including Capital Projects reports) will now exclude all Fund Types equal to 0100, 0200, 1100, or 1200.  Not all Cash reports were previously excluding those Fund Types and SAS determined that excluding all these Fund Types from the Cash reports would enhance the performance of the report and minimize the data returned.

 

· Statewide Expenditure Reports

Monthly Expenditure Reports (all 2200 series reports) were recently modified to include Off Budget Transfers.  It was determined that only Expenditure reports, including Budget data should exclude Off Budget Transfers or Off Budget Funds.  Therefore, the Expenditure Reports now include Off Budget Transfers in Expenditure totals.  SAS re-evaluated the change to this report series and determined to leave Off Budget Expenditures on the report.  However, the reports will be sectioned to show all On Budget Expenditures at the beginning of the reports and Off Budget Expenditures at the end of the reports on a separate page in order to separate the various expenditures and make the reports easier to read.
 

· Annual Close Job Reminder 

SAS ran the Annual Close job on Saturday, July 26.  This job posted transactions in Fiscal Year (FY) 2008 to Accounting Period (AP) 99 and FY 2009 AP 0.  Report developers should refer to the article posted in the eMARS Newsletter March 2008 -Issue 19 entitled Fiscal Year 2007 Close Out - Notice for Report Developers for information related to custom reports.  
Beginning Tuesday, July 29, 2008 Statewide Daily and Monthly Cash Reports reflected Beginning Cash Balances for Fiscal Year 2009 reports.  As always, if any issues are found with statewide reports, please contact the Customer Resource Center with detailed information related to the problem.


[image: image10.png][(ens2 1 1 il | Aranan |

Appropriation and Allotment Lookup - Operating Budget




CRC Training Announcement

The eMARS Training Schedule for the next quarter (Oct.-Dec.) has been posted to the eMARS Web site at http://finance.ky.gov/internal/eMARS/training_resources.htm.  Please frequent this site for information on upcoming eMARS training opportunities.  

Users should note that eMARS 101 Intro to eMARS Independent Study Guide (ISG) and eMARS 110 Chart of Accounts found on the eMARS End-User Training site at http://finance.ky.gov/internal/eMARS/training.htm are prerequisites for all eMARS classes. 
If you are interested in registering for any eMARS course, please contact your agency’s Training Team Lead (TTL).  A list of TTLs is also available on the eMARS Web site under the Agency Contacts link.
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FAS2 – Financial Analysis System Update
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The FAS2 application has been updated to include Appropriation and Allotment information.  This information is located under a new tab called AP and AL:
The functionality of this tab is similar to the functionality on the other tabs.  You must first select the appropriate Fiscal Year (Budget Fiscal Year) and Cabinet.  The Appropriation selection is based on the Appropriation (Function Group) code and the Appropriation Fund (CAFR Fund Type).  The Allotment selection is based on the Allotment (Function Type) code and the Allotment Fund (Fund Type).  All information displayed will be based on the Appropriation and Allotment selected from the drop down menus.

One slight difference for this tab is the Output functionality.  Because there are multiple reports involved in the display, the initial report screen will always be displayed in HTML format regardless of the Output selected.  However, HTML, Excel 2000 or PDF may be selected for the drill down displays.

The eMARS Financial Analysis System2 (FAS2) training material will be updated on the eMARS Web site to provide detailed information on how to use this tab.
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Reminders 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, list the equipment should 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 the Office of Procurement services (OPS) or other central procurement department for further processing. 
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How do I Select the Correct Location for Payment? 

The vendor I need to pay has multiple payment addresses.  How do I select the correct location for payment?  Let’s look at PepsiAmericas as our example.  (See Screenshot #1)  There are 10 possible address locations per the Master Agreement for this vendor.
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Screenshot #1-PepsiAmericas [Vendor Section-Master Agreement]
1. First, review the invoice for the proper remit to address.  In our example, we need G&J Pepsi-Ripley, Vendor Line 5.
2. Delivery Order Instructions 

[image: image16.wmf]Delivery Order (DO) is created against the Master Agreement (see Screenshot #2.)       

a. Go to the Header.
b. Go to the Reference section. 
c. If the Reference section is not expanded, click on the arrow beside Reference.
d. Look at the Agree Vendor Line section.  It defaults to 1.  This is the first vendor remit to address. 

e. For example, if we want the payment to go to G&J Pepsi-Ripley, change the Agreement Number to 5.
f. The correct vendor, number 5 will display on the Delivery Order. 

3. PRC Payment Instructions 

PRC payment is processed against the Master Agreement after the invoice is received (see Screenshot #3.)

a. Go to the Vendor section of the PRC.
b. Go to the Agreement Reference section. If the Agreement Reference section it is not expanded, click on the arrow beside Agreement Reference.
c. Look at the Agreement Ref Vendor Line (see Screenshot #3.)  It defaults to 1.  This is the first vendor remit to address. 

d. For example, if we want to pay G&J Pepsi-Ripley, change the Vendor Ref Agreement Line to Number 5.
e. The correct address would display on the PRC and the payment would be made out to the correct vendor.


Creating eMARS Documents  - Document Catalog vs. Workspaces

Until further notice, users should refrain from utilizing the eMARS Workspaces when creating documents.  Attempting to create documents via the Workspace options may result in system errors.  This is a known issue that has been logged with the vendor and resources are working toward a solution.  In the meantime, users should utilize the Document Catalog option when creating documents by following these steps: 

1. Click on the Search/Document Catalog from the Secondary Navigation Panel; then click the Create link.
2.  Enter Document Code; Unit; Dept and check Auto Numbering; then click Create.
Contact the CRC at Finance.CRCGroup@ky.gov if you need assistance or have questions regarding this eMARS workaround. 
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Screenshot #3 – PRC





Screenshot #2-Delivery Order





Check out the 


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













