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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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Legal Name or Alias/DBA?
The Commonwealth uses the vendor records found on the VCUST table to create important tax documents, such as the Federal 1099 forms used to report non-employee income.  Therefore, when creating a VCC document to establish a vendor, it is of utmost importance that the legal name entered on the document matches exactly what this company has on file with the IRS.  If the data does not match, it may result in large fines for the Commonwealth.

The Office of the Controller recommends requiring a Federal Form W-9 for any vendor being added to or changed on the VCUST table.  This will serve as proper documentation that additions and updates match vendor-provided information.  The form is available on the IRS’ website at:  
 http://www.irs.gov/pub/irs-pdf/fw9.pdf.

Please ensure the following when completing VCC/VCM documents:
· When using a Social Security Number, the legal name should always be an individual’s name. 

· Only use abbreviations or acronyms if they are shown on the Federal Form W-9.
· In situations where subsidiary companies are using a parent company’s EIN, the legal name must match the parent company and the subsidiary company name should be listed in the Alias/DBA field.   A common example is a physician that is receiving payment under the hospital.  The EIN and legal name must be that of the hospital and the physician’s name listed on the Alias/DBA line. 
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All CRC staff is currently involved in the upcoming eMARS upgrade to version 3.9.  To adequately meet the needs of our customers when eMARS 3.9 goes live in April 2012, time and resources must be devoted to testing the product and developing training.  As a result, phone coverage may be limited or unavailable for short periods to allow staff time to attend necessary team meetings and meet required deadlines.  Users are encouraged to email the CRC mailbox at Finance.CRCGroup@ky.gov.  CRC makes every effort to monitor this mailbox Monday through Friday 7 a.m. - 5 p.m. without interruption.  Urgent issues such as system outages and password resets will be addressed promptly.
Continued-


In addition, the CRC will be offering one final set of eMARS training classes on the current eMARS version.  After that session, time and resources will shift toward developing training for eMARS 3.9.  Users are encouraged to use the training manuals and recordings posted on the eMARS website.
To register for current eMARS training, please refer to the most recent eMARS Training Schedule posted at: http://finance.ky.gov/internal/eMARS/training_resources.htm.  Contact your department’s Training Team Lead (TTL) to ensure registration is complete.  Space is limited.  CRC asked that departments send only those employees who will be using the functionality covered in the class.  If your department has specific guidelines or restrictions on eMARS training, department management may want to consider lifting those restrictions in an effort to get necessary users trained.
CRC staff and management appreciate your cooperation and understanding during this busy time.  
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There are five new Class II Printing Master Agreements effective Sept. 1, 2011, replacing the old contracts that expired August 31. Some familiar vendors have been retained and two new vendors added which should provide enhanced capacity.  As in the past, although Agencies may contact these vendors for cost estimates, etc., these Master Agreements are for the exclusive use of the Finance and Administration Cabinet for the issuing of final contract awards. The contact/buyer in the Office of Procurement Services is Richard Mize at (502) 564-4510 or richard.mize@ky.gov.  The Finance and Administration Cabinet deeply appreciates the fine service and cooperative team spirit provided by our Class II printing contractors over the past five years and looks forward to working with our new team of contractors in the future.  
A summary of the MAs expiring Sept. 1, 2012 and the contact information is below:
	Vendor
	MA Document ID
	Vendor Contact Info

	Gateway Press, Inc

4500 Robards Lane

Louisville, KY  40218
	MA 758 1200000260
	Tom Kaelin

502-454-0431

tom@gatewaypressinc.com

	Thoroughbred Printing, Inc.

904 North Broadway

Lexington, KY  40505
	MA 758 1200000259
	Mike Abbott

859-226-4510

mike.abbott@thoroughbredprinting.com

	Advertiser Printer, Inc.

1890 Star Shoot Parkway

Suite 170

Lexington, KY  40509
	MA 758 1200000262
	Jamison Barton

859-260-8649

jbarton@apiprint.com

	Moore-Wallace/R.R. Donnelley

101 Carriage Way, Suite 307

Hurricane, WV  25526
	MA 758 1200000258
	Michael J. Ross

304-757-6673

800-444-5219

Michael.ross@rrd.com

	Post Printing Company

1033 Trotwood Drive

Lexington, KY  40511
	MA 758 1200000261
	Charles Smith

859-254-7714

sales@postlex.com


-Continued-
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Office Supply Training and Vendor Expo

Cardinal Office Products, Inc., in conjunction with the Finance and Administration Cabinet, will host an Office Supply and Training Vendor Expo on Oct. 21, 2011, at the Transportation Cabinet Auditorium.  The event will be held from 10 a.m. - 3 p.m.  Two training sessions will be held from 10 a.m. - 11 a.m. and 1 p.m. - 2 p.m. to discuss contract changes, and to demonstrate Cardinal’s new website functionality. Participants will also be able to attend a vendor expo displaying numerous manufacturers’ products between the hours of 10:30 a.m. - 3 p.m. Lunch will be provided. To register for this event, please contact your department’s Training Team Lead (TTL).
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The eMARS team recently completed 3.9 “Beta” testing of the financial and infoAdvantage products.  The “Beta” testing was swift, but successful.  Many recommendations were submitted to and accepted by CGI.
The team is now ready to begin the next phase of the project, User Acceptance Testing (UAT).  Technical resources are working to get the 3.9 environment to “Kentucky specific” standards and the functional resources are analyzing table configuration.  Official UAT testing is on track to begin Oct. 1, 2011.  
Please send any questions or concerns about the upcoming upgrade to the Customer Resource Center mailbox at Finance.CRCGroup@ky.gov.
The anticipated go-live for eMARS 3.9 remains April 2012.
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The Finance and Administration Cabinet, Office of Procurement Services will host training on the Post Award Contract Management processes from 1 - 3 p.m. on the three following dates at the Transportation Cabinet auditorium:

September 26: 
Class locator number 0000203935

October 13: 

Class locator number 0000203936

October 14: 

Class locator number 0000203937

Anyone dealing with any aspects of contract management is required to attend. Please share this registration information with anyone in your agency that has a part in contract management. 
The Post Award Contract Management training covers the following areas:

· Overview of Types of Contracts and Award Methods

· Understanding the Contract

· Contents of the Contract
-Continued-

· Contract Performance

· Designating an agency contract manager, receiving goods or services, monitoring performance, approving payment, evaluation of performance

· Contract Modifications
· Performance Problems, Complaints, and Resolution

· Contract Termination

· Disciplinary Action

· Creating and Maintaining Records

· Assignment of Contract or Assignment of Payments

Sign up for one of the sessions by contacting your Agency Training Lead. 




eMARS System Outage
In order to perform necessary database maintenance, eMARS and related applications including infoAdvantage and KBUD will be unavailable from 7 p.m. Saturday, September 24, 2011 through 12 p.m. Sunday, September 25, 2011.  The Vendor Self Service (VSS) and ePAY applications will be unavailable for a brief period during the early morning hours of Sunday, September 25, 2011.  If you have questions or concerns regarding this outage, please contact the Customer Resource Center.


Next eMARS Newsletter
Look for the next eMARS issue to be published in December 2011.  The Customer Resource Center would like to begin a quarterly schedule for the newsletter and would like the input of our eMARS users.  If there are any topics you would like to see in the next issue, please submit the suggestions to Barbara Aldridge-Montfort (barbaraa.aldridge@ky.gov) by Nov. 30.

Until then…enjoy the Fall Season.




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