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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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eMARS User Group Meeting Scheduled – Registration Required

Mark your calendars and make plans now to attend the upcoming eMARS User Group Meeting scheduled Thursday, March 26 from 2:30 to 4:30 PM at the Transportation Office Building Auditorium, 200 Mero Street, Frankfort, KY.  Registration is required to ensure adequate seating is available for this session.  If you plan to attend, please contact your Training Team Lead (TTL) to register.  A list of TTLs is available on the eMARS Web site @ http://finance.ky.gov/internal/emars/ under the Agency Contacts link.  The normal process for registering individuals for eMARS training courses should be followed.  Please register for this meeting through your TTL using Class Locator number 0000167518 in Pathlore as shown below.
	EMARSUSER1 EMARS USER GROUP MEETING
	0000167518
	3/26/09


Contact Donna Hall at 564-9641 ext. 459 if you need assistance registering for the session.


Business Objects XI Upgrade Update
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 As communicated in the January 2009, Issue 24 of the eMARS Newsletter, the Business Objects XI Release 2 upgrade Go-Live date scheduled for March 9, 2009 has been delayed.  The upgrade is now targeted for release in August 2009 and will take the current Business Objects software from version 6.5 to Business Objects XI (BOXI) Release 3.1.  BOXI training will be scheduled following Year End activities.  Additional information regarding upcoming training will be made available via the eMARS Newsletters.  In the meantime, agencies should continue implementing the list of Next Steps provided below to ensure the upgrade is a success throughout their department(s), as it relates to the conversion of their custom reports.  
NEXT STEPS:

Clean Up
1. Agency Report Developers

· Review all Agency Corporate Documents and delete any reports not utilized.
· Document complex reports.
2. All infoAdvantage Users

· Delete any reports no longer utilized that would not need to be converted.  Review all Inbox Documents and save any reports you want to keep to your Personal Documents.
· Review all Personal Documents and purge data from the reports.  Note:  Purging does not affect the reports structure (formatting); it deletes the data from the report to make the file size smaller.
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American Recovery and Reinvestment Act of 2009 – Tracking Programmatic Activity

On February 17, 2009, President Obama signed the American Recovery and Reinvestment Act of 2009 (ARRA) which provides over $3 billion in economic stimulus funding for Kentucky.  The Commonwealth will have significant responsibility for accountability and reporting of the use of these funds.

As a result, a mechanism in eMARS has been established that will allow the Commonwealth to track this activity in a uniform manner.  A new federal fund, 12FS - American Recovery and Reinvestment Act of 2009, has been created that will enable activity to be tracked at all levels, as well as monitor cash balances to ensure timely draws.  Only those departments who are receiving funds through the stimulus package will be set up to use fund 12FS on the Valid Fund Department table.  Departments must complete and send an SAS-14, Account Maintenance Form to establish fund 12FS in their department, as well as set up any necessary fund/department requirements.

The vast majority of funds received from the stimulus package are for existing Programs.  However, there is a requirement in the Recovery Act to report this activity separate from existing Programs.  A new Program code must be created to account for the funds received under the stimulus package.  Each new Program shall be associated to Program Category “ARRA” on the Program Table.  Do not establish a Priority 99.  In both the Expense and Revenue section of the Funding Line, populate fund 12FS.

If the funds received under the Recovery Act will be used to fund capital projects, departments must complete an SAS-14, Account Maintenance Form, to establish the capital project and will need to code Fund Group “ARRA” on the bottom of the SAS-14 to associate the capital project with the stimulus funding.
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Year-End Closing Memo

The Fiscal Year 2009 (FY09) Year-End Closing Memo is now available and has been published to the eMARS Web site @ http://finance.ky.gov/internal/eMARS/ as well as the Office of the Controller Web site.  Please refer to this memo for important dates and deadlines related to year-end close processes and procedures.  If you have any questions concerning this process, please contact the Customer Resource Center at Finance.CRCGroup@ky.gov or via phone at 502.564.9641 (Toll-Free 877.973.4357).


[image: image11.jpg]


Fiscal Year (FY) 2009/2010 Encumbrance Roll
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The encumbrance roll process to move encumbrances from FY09 to FY10 is scheduled to begin the evening of Thursday, July 2, 2009.  This year only encumbrances greater than $1,000 will roll to the new-year (FY10).  Encumbrances less than or equal to $1,000 will lapse on July 2, thus closing the awards.  This process applies to ALL non-capital fund encumbrances on all award documents including PON2s.  Users should make every effort to clean up or pay old-year (FY09) encumbrances prior to close of business July 2.  The 2302 Outstanding Encumbrance report within infoAdvantage may be used to aid in clean up efforts.  Payments after July 2 against lapsed PON2s should be made using a PRC document with a “Memo” reference to the award and citing the authority reflected on the PON2.  All other payments against lapsed awards (other than PON2) should be made using a PRC document with a “Memo” reference to the award and citing FAP 111-55-00 Small Purchase.  Please ensure that personal service payments cite the proper authority per the PON2 and not the small purchase authority.
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Fixed Assets Update
Physical Inventory Is Underway!

The FY09 Physical Inventory is currently underway.  Property Officers, if you haven’t already, be sure to print off the procedures and report.  Don’t forget to give the Auditor’s Office 10 days notice before you conduct your inventory!  This year’s procedures and samples are on the Office of the Controller’s Web site at the following link:  http://finance.ky.gov/ourcabinet/caboff/OOC/inventorycontrol.htm.

Sign-off Required

As always, you must return your completed inventory report with a transaction log to Statewide Accounting Services, along with a certification memo signed by the Fiscal Officer and Property Officer.  This year, other signatures will not be accepted.  Please check the names of your department’s officers on the Agency Contact Listing located on the eMARS Web page.  If the names are not correct, please submit an Agency Delegation Packet to Connie Camden in the Customer Resource Center to have the list updated.

eScrap = Recycled Disposition Method
Departments have contacted us asking if we could set up a new Disposition Method for Fixed Assets to be used for IT equipment that is disposed via the new eScrap contract.  Accordingly, we have set up Disposition Method “R” (for Recycled) to be used for this purpose.  Use of this new Disposition Method will be one means by which Departments can report on how much IT equipment has been recycled in this way.

Another question raised is regarding the Disposition Authority to be used in cases where the eScrap vendor picks up the property at a location other than the Division of Surplus Properties.  We are recommending that the Disposition Authority of “ESCRAP” be used, and any information provided by the vendor be clearly documented in the Extended Description field of the Fixed Assets Disposition (FD) document.

Have further questions?  Feel free to contact the Customer Resource Center at 564-9641. 
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New Master Agreements in Effect

The following master agreements have been awarded since January 2009 for All State Agency use and should be utilized:
· LINK2GOV CORP has been awarded MA 758 0900003757 for Credit and Debit Card Merchant Services. 

· VINCENT FISTER INC has been awarded MA 758 0900003836 for Moving Services. 

· UNISOURCE WORLDWIDE INC has been awarded MA 758 0900003749 for Paper.
· BLUEGRASS RENTAL AND SALES has been awarded MA 758 0900003821 for Portable Light Plant. 

· A AND A SAFETY has been awarded MA 605 0900003762 for Sign Post Maintenance Equipment. 
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eMARS Document Attachment Tips 

Users have the ability to attach electronic files to various documents within eMARS in order to provide additional information when needed.  For instance, agencies routinely attach files to their Requisition (RQS) documents that are to be routed for processing to Finance, Office of Procurement Services (OPS).  While eMARS will accept various file formats, the Adobe (PDF) and Microsoft (MS) WORD (DOC) are the preferred file formats because they translate well when downloaded.  
Often agencies may have hard copy documents that need to be scanned in order to create the electronic file used as the eMARS attachment.  Users should note that scanned files, depending on how they are generated, have the potential of producing unnecessarily large file sizes, distorted file content and often may result in the attachment content printing too small for legibility.  Below are a few guidelines to help ensure the documents you scan will produce legible attachments.                             

-Continued-

· Generating Scanned Documents for Attachments:  When available, multi-function copy, fax, or scan machines should be used to create the scanned file because they commonly support PDF file generation.  Note:  Another benefit to using PDF file format is that the content of a PDF file is static and therefore cannot be changed; copied, cut, or pasted into another application such as MS WORD or Excel, unless the recipient of the file has the complete Adobe Suite software.
· Generating Image File Attachments:  The JPG or GIF are common file formats for images.  When available, use these formats because they compress images resulting in smaller file sizes.  Note:  Another common image file format is the TIF.  When possible, avoid using the TIF format because it produces uncompressed images resulting in larger file sizes.  
· Generating Text Only Attachments:  When available, if the scanned document includes text only; and does not contain images, then save the file as a PDF file format.  NOTE:  While JPG and BMP file formats may be used to scan text documents, these formats typically produce larger file sizes than a PDF file format.  
· Review the Generated Attachment:  After the file has been attached to the eMARS document then download and open it to review its content.  Reviewing the attachment allows you to view the file content as the recipient will see it.  If the file content is illegible or too small, then consider another approach to sending that content.
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Recording Vendor Recommendations on RQS Documents
Effective immediately when creating a Requisition (RQS) document do not enter any information on the Vendor section.  Enter all vendor recommendations on the Free Form Vendor section to allow the solicitation process to complete correctly.  Fill in at least the Vendor Name, E-mail Address and choose correspondence type E-mail for your document to validate successfully.  If you have a phone number enter that in the Comments section. 


eMARS Training Announcement

Implementation of the new KHRIS system will replace the current Pathlore application used for eMARS class registration.  During this transition period, the CRC will be posting the eMARS Training Schedule on a monthly basis instead of quarterly.  Please frequent the eMARS Web site at http://finance.ky.gov/internal/eMARS/training_resources.htm to view information on upcoming eMARS training opportunities.  If you are interested in registering for any eMARS course, 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.  For assistance with specific department training request contact Donna Hall at 564-9641 ext. 459.  Users should note that eMARS 101 Intro to eMARS Independent Study Guide (ISG) and eMARS 111 Chart of Accounts/Budget & Cash Control are prerequisites for all eMARS classes.  
A copy of the April 2009 Training Schedule is provided below:
[image: image2.png]Date Code Class Duration _Location
Wed | 4150009 [EMARS11 | 168212 |Chart of AccourtsiBudget 8 Cash Control | 1 Day| 1043 US 127 §
Thurs | 471612008 [EMARS201 | 169213 [General Accourting AM 72Day[1043 US 1275
Tues [ 472112008 [EMARSS01 | 169214 [General Procurement 1 Day[1043 US 1275
Wed | 472212008 [EMARS1320 | 169215 |Accaunts Payable 1 Day[ 1043 US 1275
Thurs | 472372008 [EMARSS10_| 169216 [Procuremert Card Adminstraion (AN 72Day[1043 US 1275
Tues | 472672008 [EMARS1202 | 169217 [Travel (ah) 12Day|1043 US 1275
Tues | 472612008 [EMARS420 | 169215 [Revenue & Accounts Receivabie () 12Day| 1043 US 1275
Wed | 472972008 [EMARSERO2 | 169218 [New User Eudget Exection AM 530 -1200[ 1043 US 127 5
Wed | 472572009 [EMARSERG2 | 168220 |New User Budget Execution PM 100-430[ 1049 US 127 5.







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