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Complete and Submit Initial Major Program Structure tables


6.15-156.15.10
Maintain and Submit Final Major Program structure tables


6.15-166.15.11
Maintain and Submit Final Projects and Grants Cross-Walk Table
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1 Introduction

The Agency Implementation phase of the eMARS project is designed to accommodate both the shared and specific needs of agencies in order to achieve successful implementation.  Each Agency Implementation Lead (AIL) for the Project will be involved in all aspects of converting to eMARS at the agency level.  Each AIL will work closely with an assigned partner, your agency’s Agency Liaison Manager (ALM) from the eMARS Project Team, and also use this Agency Implementation Guide (AIG) as a guide through the processes involved in implementation.

This Agency Implementation Guide provides you with an overall view of your agency’s upcoming implementation activities, key eMARS Project organization information, a “conceptual” non-technical view of the eMARS system from a business function standpoint, and detailed, step-by-step instructions about how to lead your agency through each part of the eMARS implementation.  It also provides you with information about how to use and maintain the AIG, what types of information will be available in subsequent releases, and where you can find additional supporting information on the Internet.  

1.1 Purpose of Agency Implementation Guide (AIG)

The Agency Implementation Guide is designed to be your roadmap for implementation.  The Guide contains background information on each stage of implementation, as well as checklists with the required tasks for completion of each stage.  The AIG is a working document and will be added to and changed over time.  This release, Release One, contains the information that you need to get started on implementation at your agency.  You may notice that some of the sections in Release One contain no materials.  At a later date, two additional releases of the AIG will be distributed.  These releases will complete the missing sections, and supply revisions and updates to applicable parts of Release One.

1.1.1 Role of AIG in Agency Implementation

The AIG will be the central repository for implementation information.  It will direct you to sources of information and contacts necessary to make informed decisions.  Many decisions about how a department/agency will carry out implementation need to be made at the agency level.  The AIG provides checklists and tasks that you will need to address specifically for your agency.

1.1.2 How to Use this Guide

The AIG is organized to guide you through implementation.  As mentioned previously, it is a working document and will change over time.  Updating the AIG with current and new materials will be an important part of ensuring accuracy and consistency across agencies.

Each separate tab within the guide contains information about different elements of implementation.  There are also appendix tabs that keep all the implementation checklists and forms together.  Keep any other documents related to implementation at the back of the guide.  A copy of the AIG, checklists, and forms is on the Internet at http://finance.ky.gov/internal/emars/.
Section 6 contains task templates for each separate task involved in implementation planning.  These task templates describe each task and contain information about responsible parties, estimated duration, due dates, inputs, and outputs.  At the completion of each task, the associated checklist should be updated.

There will be two more releases of the AIG.  You will find the sections that are planned for each release listed in the Table of Contents.  Dates of further releases of the AIG are planned as follows:
· Release Two – November 2005.

· Release Three – December 2005.

Although these are the planned release dates, all project dates are subject to some change.  For an accurate set of project-related dates, please see the Key Dates section on the implementation website at http://finance.ky.gov/internal/emars/.

1.1.3 AIG Maintenance

As updates and new releases to the AIG are made available on the Internet, you should print the applicable sections and insert them in the appropriate tab of your Guide.  If the new material is a replacement for existing content, please remove and discard the old material.  Instructions for replacing and inserting updates will be provided with each release.  New releases will be made available on the implementation website at http://finance.ky.gov/internal/emars/.  When each new release is available, a notification will be sent to the AIL via email.  

1.1.4 Key Dates

Meeting implementation deadlines will be critical to the success of the project.  Since project deadlines are all inter-linked, it will be important to regularly check for changes to project dates.  A “Key Dates” document will be maintained on the Internet for this purpose.  You should visit this site (http://finance.ky.gov/internal/emars/ ) often to ensure your deadlines are up to date.

We will provide the task matrix found at the beginning of Section 6 on the Internet as an executable Excel file with a column added for dates.  You may download that file and resort it to aid in your agency’s implementation and schedule planning.  

1.2 Relationship of AIG to Other Documentation

The AIG is one of many project documents.  Some sections of the AIG will refer you to other project documents.  When this occurs, we will place those project documents on the Internet at http://finance.ky.gov/internal/emars/ for your reference.   

1.3 Project Definitions and Terminology
In order to ensure clear communication and consistency across all agencies throughout implementation, it will be important to use a common vocabulary when referring to aspects of the project.  Throughout this Guide, there is terminology that may not be understood by all readers, or may have a different or more specific connotation to the reader than to the authors. Section 8 of the AIG contains a Glossary that provides the project definitions of functional and technical terms to help clarify their exact meaning.  In addition the Glossary contains some general terms associated with the project.
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2 eMARS Implementation Approach
Fundamentally, the objective of the eMARS Implementation approach is to ensure that each Commonwealth of Kentucky cabinet and agency successfully implements eMARS, both to support their internal administrative and financial processes.  Accomplishing this objective will require cabinets and agencies to effectively transition their administrative procedures, systems, and staff to the eMARS environment.  This necessarily will require active participation on the part of agencies and signifies a significant responsibility for agency staff and managers.

Recognizing this, the eMARS project team and the Secretary for Finance and Administration have assumed a significant responsibility in supporting Commonwealth agencies to ensure their success and have planned accordingly.  In fact, the eMARS Implementation Approach calls for the eMARS project team to deploy a dedicated team to provide direct implementation assistance to agencies during the implementation phase of the project.  This will include eMARS product walk-throughs and explanations of how the system will be used in the Commonwealth of Kentucky.  Additionally, formal training of agency staff will be provided on the use of the system utilizing a variety of delivery methods including instructor-led and computer-based methods.  Furthermore, a comprehensive set of standard materials, including implementation plans, system setup and usage strategies, training materials, and policies and procedures will be provided to ensure that agencies have the foundation necessary to learn eMARS, understand how to use it effectively, and successfully plan and carry out the implementation activities necessary for cutover on July 1, 2006.


The overall approach that will be followed for the eMARS Agency Implementation has been divided into activities associated with Agency Implementation Planning and Agency eMARS Execution.  Direct assistance will be provided by the eMARS project team to agencies in all of the key areas associated with implementation, including:

· Agency System Usage Analysis:  during this activity your agency will define how best to utilize and implement the eMARS system and determine, if applicable, what changes to standard materials and procedures are needed to meet your specific needs.  If such changes are needed, agency-specific implementation plans will be developed to undertake those customizations.

· Implementing Interfaces: including the design and development of external system interfaces.  Much of the identification work has already been completed by the eMARS project team.

· Data Conversion:  including automated conversions for any agency-specific information for systems potentially being replaced by eMARS; however, any agency-specific information already contained in MARS will be converted by the eMARS project team if necessary.

· Data Preparation, Setup, and Loading: this will address setup requirements associated with agency-oriented eMARS functions, e.g., project accounting or cost allocation.

· eMARS Agency-Specific Training: this will address any customized eMARS training specific to the agency, if necessary, and not already covered by the comprehensive eMARS training to be provided by the central team.

· eMARS Policies and Procedures Tasks: this will address customization of eMARS policies and procedures, if necessary, for agency adaptation.

· Hardware, Software, and Network Readiness Tasks: this activity will ensure that your agency defines and procures needed hardware, software, and network resources to fully utilize the eMARS system. 

· eMARS Reports Tasks: here your agency will define and develop any agency-specific reports or inquiries needed to supplement those already planned for eMARS.

· eMARS Security and Workflow Tasks: to support your agency’s internal security and workflow requirements.  Your agency will define eMARS security profiles and associated users for the various eMARS functions.  You will also address the setup associated with the eMARS workflow capabilities.

As the above list demonstrates, the eMARS Agency Implementation Approach is comprehensive and addresses not only the requisite tasks to ensure successful implementation by agencies, but also provides for direct assistance and foundation materials and plans in each area.  Implementation assistance in particular has been organized into specific roles to ensure both adequate coverage and focus within areas of expertise. These key roles include:

· Agency Liaison Manager (ALM): each Agency Implementation Lead (AIL) will be teamed with an Agency Liaison Manager (ALM) from the eMARS Central Team.  The ALM will act as a conduit for all implementation activities and communications between the agency teams and the central team.  The ALM will focus and organize eMARS implementation information for the AILs use, ensure that each agency’s needs are being addressed properly and quickly, and funnel the right kind and amount of functional and technical implementation assistance to agency teams.

· Functional Agency Support Staff (FAS): the FAS staff will provide functional expertise on an as-needed basis across all agency teams.  AILs will work with their ALMs to identify and schedule the assistance needed from the FAS team members.

· Technical Agency Support Staff (TAS): the TAS staff will provide technical expertise.  Like the FAS team, TAS staff will provide as-needed support across all agency teams based on schedules requested by the AIL and ALM.

More information about the responsibilities and roles of the eMARS Project Central Team and the agency teams is included in Section 3.

This Guide represents the key reference document for planning and executing the eMARS implementation tasks and activities.  Implementation information for each activity is presented in a standard way in the appropriate sections of this document to help make these materials as easy as possible to use.  Each discrete activity is printed on a separate page or set of pages to allow you to photocopy and distribute implementation information easily to your agency team members on an as-needed basis.  Checklists are constructed in a standard manner to make them as easy as possible to use.  The numbering conventions for each activity and its associated forms and checklists are standard to assist you and your agency team in easily identifying related forms and checklists.

Ultimately, successful implementation of eMARS by an agency rests with the agency.  However, our Agency Implementation Approach provides the tools, resources, and materials for this objective to be realized.
3 Project Organization

This section of the AIG contains information to help you understand how we have organized ourselves to develop and implement eMARS, and to assist you in your agency’s implementation activities.  You will find descriptions of the key organizational and information gathering techniques we will use to assist your agency, responsibilities and contact information for each team, and information about eMARS Project Communications.

The eMARS Management Team’s responsibility is to provide overall direction and management of the eMARS Project.  

Figure 1 shows the eMARS project organization of the Commonwealth of Kentucky and CGI-AMS personnel.
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Figure 1.  eMARS Project Personnel

Figure 2 shows the organization of Agency Implementation Assistance personnel.
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Figure 2.  Agency Implementation Assistance Personnel

3.1 eMARS Project Management Process

Within the eMARS Implementation Team, the Central and Agency Implementation Teams’ responsibility is to implement the eMARS system and to provide assistance to the agencies in their implementation activities.  

The eMARS Project Team will provide assistance to the agencies to support their implementation of eMARS.  This section of the AIG describes the key ways in which we have structured our assistance activities to support and help manage your agency’s implementation efforts.

The focal point for implementation activities within your agency is the Agency Implementation Lead (AIL).  This individual’s responsibility is to work with his/her agency team to implement eMARS.  Similarly, we have created a role on the eMARS Project Team called the Agency Liaison Manager (ALM).  The ALMs responsibility is to assist their assigned AIL(s) with their implementation activities.

It is the responsibility of each ALM–AIL team to decide how best to work together and with other members of the AILs team.  This will allow each ALM–AIL team to use whatever arrangement of meetings, phone calls, briefings, informal discussions, etc. work best for each agency’s needs.  In order to maintain an organized environment for the AIL, we expect all eMARS agency implementation decisions, activities, and reporting coming from the eMARS Project Team to flow through and/or be coordinated by the ALM.  Similarly, all relevant agency information that the ALM and the eMARS Project Team need to implement eMARS will flow through and/or be coordinated by the AIL.

At the conclusion of your agency’s System Usage Analysis activity in Section 6.5, your agency may choose to modify some parts of the eMARS implementation tasks to fit your agency’s specific needs.  If that is the case, the ALM– AIL teams may work together to customize some of the materials that are provided in the AIG to support implementation of those modifications.  Nevertheless, for ongoing tracking and reporting back to the eMARS Project Team, the ALM–AIL teams will still need to continue to follow the same overall structure of the implementation activities laid out in this Guide and use the checklists and forms as they are provided.  For an overview of these tasks and checklists, see the Matrix at the beginning of Section 6.5 and the matrix at the beginning of Section 7.

The checklist process outlined in Section 6 of this Guide is a key implementation management tool to help the eMARS Project Team make the best mix of technical, functional, and project management assistance available to the agency teams.  We will gather and review this checklist information on a weekly basis and use it to fine-tune our agency implementation assistance efforts.  

3.2 eMARS Project Team Roles, Contacts, and Responsibilities

The eMARS Project Team is made up of a combination of Commonwealth and CGI-AMS functional Subject Matter Experts (SMEs) and technical staff.  The project team is further divided into smaller teams to focus on specific areas, from enhancement designs to implementation.  Respective team responsibilities and membership rosters follow.  The eMARS Project Team members may be reached by telephone or email.  

The eMARS Project Team is responsible for:

· defining and implementing a standard model of operations for the eMARS system;

· providing assistance to Commonwealth agencies in their eMARS implementation activities;

· planning for eMARS post-implementation support; and, 

· managing the transition to an on-going support model at the Commonwealth level.

Table 1 provides a list of the Commonwealth eMARS Project Team.  The Subject Matter Experts (SMEs) indicated by bold font.

	Kentucky eMARS Project Team

Phone:  (502) 573-6806

	Last Name
	First Name
	E-mail
	Project Area
	Ext

	Aldridge-Montfort
	Barbara 
	BarbaraA.Aldridge@ky.gov 
	Accounts Payable
	3436

	Antle
	Brett
	Brett.Antle@ky.gov
	Functional Team Lead
	3470

	Bailey
	John
	Johnd.Bailey@ky.gov  
	Cost Accounting
	3494

	Bedell
	John
	John.Bedell@ky.gov 
	COT Developer
	3474

	Boling
	Scott
	Scott.Boling@ky.gov 
	Chart of Accounts
	3424

	Camden
	Connie
	Connie.Camden@ky.gov
	Agency  Implementation
	3413

	Croucher
	Steve
	Steve.Croucher@ky.gov 
	COT Development 
 Manager
	3501

	Dearborn
	Jennifer
	Jennifer.Dearborn@ky.gov 
	Disbursements
	3451

	Duffy
	Jerry
	Jerry.Duffy@ky.gov 
	Sr Technical Architect
	3426

	Green
	Jackie
	Jackie.Green@ky.gov 
	Fixed Assets
	3446

	Hight
	Art
	Arthur.Hight@ky.gov
	Technical Lead
	3472

	Hill
	Fred
	Fred.Hill@ky.gov 
	Cost Accounting
	3462

	Hutcherson
	Kathy
	Kathy.Hutcherson@ky.gov 
	Training
	3438

	Lawson
	Cliff
	Cliff.Lawson@ky.gov 
	Sr Technical Architect
	3467

	O'Connell
	Patrick
	Patrick.OConnell@ky.gov
	Reporting
	3469

	O'Nan
	Ronnie
	Ronnie.ONan@ky.gov
	Transportation  SME
	3460

	Pinkston
	Fran
	Fran.Pinkston@ky.gov 
	Procurement

Vendor Self Service
	3418

	Smith
	Jennifer
	Jennifer.Smith@ky.gov
	COT Developer
	3437

	Snapp
	Teresa
	Teresa.Snapp@ky.gov
	Procurement
	3471

	Sudduth
	Dawn
	Dawn.Sudduth@ky.gov
	Accounts Receivable

Bank  Reconciliation 
	3479

	Sweasy
	Donald
	Donald.Sweasy@ky.gov
	Security/Workflow

System Admin

Travel
	3488

	Thompson
	Jody
	Jody.Thompson@ky.gov
	COT Developer
	3408

	Tomes
	Janice
	Janice.Tomes@ky.gov
	Budgeting
	3477

	Tosh
	Dustin
	Dustin.Tosh@ky.gov
	COT Developer
	3465

	Tussey
	Dave
	Dave.Tussey@ky.gov
	Interface Lead
	3474

	Washabaugh
	Richard
	Richard.Washabaugh@ky.gov
	Inventory
	3424

	Weatherford
	Stuart
	Stuart.Weatherford@ky.gov
	General Accounting
	3489

	Whitenack
	Alex
	Alex.Whitenack@ky.gov
	eMARS Project Manager
	3492

	Zhang
	Frank
	Frank.Zhang@ky.gov 
	COT Developer
	3465


Table 1.  Commonwealth of Kentucky eMARS Project Personnel

Table 2 provides a list of the CGI-AMS eMARS Project Team.  The Subject Matter Experts (SMEs) indicated by bold font.

	CGI-AMS eMARS Project Team

Phone:  (502) 573-6806

	Last Name
	First Name
	E-mail
	Project Area
	Ext

	Amoudi
	Wael
	Wael.Amoudi@ky.gov 
	Data Management 
 Lead
	3459

	Asokan
	Ramya
	Ramya.Asokan@ky.gov 
	Technical Support
	3490

	Fisher
	Patrick
	Patrick.Fisher@ky.gov 
	Conversion
	3480

	Ghosh
	Indrajit
	Indrajit.Ghosh@ky.gov 
	Technical Architect
	3469

	Holberg
	Diana
	Diana.Holberg@ky.gov 
	Cost Accounting
	3496

	Howard
	Todd
	Todd.Howard@ky.gov 
	Inventory
	3440

	Jones
	Ashley
	Ashley.Jones@ky.gov 
	Accounts Payable
Disbursements

Travel
	3427

	Jones
	John
	John.Jones@ky.gov 
	Functional Lead
Data Warehouse
	3434

	Joseph
	Jiju
	Jiju.Joseph@ky.gov 
	Forms and Printing
	3493

	Keltner
	Randy
	Randy.Keltner@ky.gov 
	Implementation
	3410

	Mahmood
	Tashfeen
	Tashfeen.Mahmood@ky.gov 
	Interfaces
	3433

	Manis
	Chaille
	Chaille.Petty@ky.gov 
	eMARS Project Manager
	3425

	Rahman
	Afifa
	Afifa.Rahman@ky.gov
	Testing
Fixed Assets
	3419

	Schwartztrauber
	George
	George.Schwartztrauber@ky.gov
	Engagement Manager
	3495

	Shaw
	Matt
	Matt.Shaw@ky.gov
	Procurement
	3447

	Smith
	Rich
	Rich.Smith@ky.gov
	Operations Support

Interface Support
	3433

	Thibodeaux
	Eric
	Eric.Thibodeaux@ky.gov
	Security/Workflow
System Admin

Central Implementation
	3449

	Townsend
	Mike
	Mike.Townsend@ky.gov
	Technical Lead
	3491

	Verge
	Sandra
	Sandra.Verge@ky.gov
	Accounts Payables

Pcard
Training
	3435

	Walker
	Joseph
	Joseph.Walker@ky.gov
	General Accounting
	3486

	Wardrip
	Karen
	Karen.Wardrip@ky.gov
	Agency    
 Implementation
	3430


Table 2.  CGI-AMS eMARS Project Personnel

3.3 Agency Team Roles, Contacts, and Responsibilities

Agency teams are responsible for implementing the model eMARS system within their agencies.   Agency Implementation Leads (AILs) will direct their agency resources in performing work towards the implementation of eMARS.  Team contact information for each agency’s team members may be found on the website at http://finance.ky.gov/internal/emars/.  

Figure 3 shows the recommended organization of the agency implementation teams.


[image: image3.emf]Agency Implementation 

Lead

(AIL)

Technical 

Lead

Training 

Lead

Communication

Lead

Policy & 

Procedure 

Lead

Interface

Lead

Subject Matter 

Expert 

(SME)

Security and 

Workflow 

Lead


Figure 3.  Agency Implementation Teams Structure
3.4 eMARS Project Communications

The eMARS Implementation Team has developed an integrated comprehensive stakeholder communication strategy for eMARS.  The strategy includes a complement of activities designed to inform stakeholders of eMARS progress, milestones and future events in preparation for eMARS implementation.  The communication strategy will drive consistent and reliable messages that encourage full participation and feedback throughout the process.

To ensure that the agencies and critical stakeholders receive necessary eMARS communications, the following processes have been implemented:

· Agencies designate eMARS communication contacts responsible for ensuring communication within their agencies and encouraging two-way interaction between agency stakeholders and the eMARS project team.

· The communication lead provides team contacts with monthly communications material to ensure clear, frequent and consistent messages to agencies.

· AILs provide agency management with communication, material and contact information to anticipate and respond to agency stakeholder concerns.

· Agency implementation teams conduct agency feedback sessions.

· Overall and agency-level communication methods include:

· Printed, electronic and web-based newsletters.

· E-Mail communications.

· Manager’s messages within agencies.

· ‘Walk-abouts’ for face-to-face and informal communication.

· Agency information and feedback sessions.

· Brown bag question and answer sessions.

· eMARS website @ http://finance.ky.gov/internal/emars/
· eMARS User Group Meetings

· Overview Sessions conducted by Project Management Team

3.4.1 Primary Forms of Communication

The following are the primary forms of communication used by the eMARS Project Team:

· Microsoft Exchange – Microsoft Exchange (Outlook or Exchange) is the standard medium for document distribution to team members within eMARS.  The goal of using this system is to distribute information quickly and to save paper.

· LAN - A dedicated LAN location is available for the eMARS Project Team.  This is organized into a variety of directories pertaining to the organization of the project.   One of these directories serves as the eMARS electronic Project Repository where version controlled deliverables is maintained.

· Voicemail - All eMARS Project Team members have a common voice mail system.  Phone numbers are provided in Table 1 above and on the eMARS project communication list available via the eMARS website at http://finance.ky.gov/internal/emars/.  

· Physical Mail - All eMARS Project Team members have access to physical mail.  Physical mail locations are included on the eMARS project communication list available via the eMARS website at http://finance.ky.gov/internal/emars/.

· Fax - All eMARS Project team members have access to a fax.  The fax number for the team is (502) 573-6549
· Internet – Documents in the Project Repository, where applicable, will be made accessible via the Internet at http://finance.ky.gov/internal/emars/.

3.4.2 Publishing and Maintaining Lists

The eMARS Commonwealth Agency Implementation Lead (AIL) is responsible for maintaining a current copy of the eMARS communication list and the eMARS e-mail distribution list.  The list is updated as frequently as needed.  The most recent copy of the eMARS communication list is located on the eMARS website, while the eMARS e-mail distribution list is contained in Microsoft Exchange, accessible to all eMARS team members.

The eMARS Project maintains a Project Library of printed materials and a shared Project LAN directory of electronic materials.  One folder within the Project LAN directory (Advantage 3\eMARS Phase II\eMARS Deliverables\Final) is the eMARS Project Repository that contains an electronic copy of all versions of approved deliverables for the eMARS project as read-only documents.  There is also a printed copy of each document located in the Project Library.  Documents in the Repository and Library are accessible to all eMARS Project Team members for review.  Most of these documents can be viewed on the eMARS web site at http://finance.ky.gov/internal/emars/.

3.4.3 Kickoff Meetings

Kickoff meetings are to be scheduled for each major project event by the ALM-AIL team.  Each kickoff will serve as the formal start of the event and bring together all individuals who are associated with the event.  Kickoff meetings are based on the work plan.  
The following guidelines should be followed when preparing for a kickoff meeting:

· The eMARS Functional Team will meet to discuss and prepare the presentation for the meeting.

· The eMARS Project Managers will meet to discuss/review the presentation for the meeting.

· Those individuals who will be invited to the kickoff will be notified via MS Outlook Scheduler.
· The presentation at the kickoff should follow the work plan.
3.4.4 Communication from eMARS Project Team to Agencies

Throughout the duration of the project it will be necessary to communicate information to the Agencies and in return the Agencies will be asked to provide information back to the eMARS Project Team.  To help facilitate this, the project team will direct all communication to the AIL.  The AIL will then distribute the information and/or collect the information requested and return it to the eMARS Project Team.  

At times the turnaround for requested information will be short.  It is imperative that early in the support process the AIL and the ALM develop a clear understanding of how information will be distributed from the eMARS team and how information should be returned to the Project Team.  This understanding should include procedures to be followed when either the AIL or the ALM are not available.  

The eMARS Project Manager, in conjunction with CGI-AMS, will review and approve all external communication relating to the eMARS project if the communication involves the release of oral or written information about the project to:

· Entities outside of the state government.
· Electronic or print media (news media, magazines, etc.).
· Public or private forums on the Internet.

3.4.5 Websites

Core information about the eMARS Project, its history, current activities, resources, newsletters, and feedback opportunities will be provided on the eMARS web site, which can be found at http://finance.ky.gov/internal/emars/.  This information is designed to inform stakeholders of eMARS progress, milestones, and future events in preparation for eMARS implementation and to encourage full participation and feedback throughout the process.

The deliverables contained in the eMARS Project Repository and other selected project LAN materials (e.g., Project Work Plan) are also accessible through the Intranet website.  

4 eMARS System Overview

As with MARS, eMARS will be implemented as an enterprise-wide solution.  Unlike MARS, though, eMARS is more tightly integrated, with financial, procurement, and reporting functionality accessible from a single application. Figure 2 illustrates the preliminary integration points between the eMARS application as well as probable interfaces with external systems.


[image: image4.emf]Non-MARS

BRASS

HR / PAYROLL

ADVANTAGE 3 Financial

infoAdvantage 

(Data Warehouse &

Reporting)

A

p

r

o

v

e

d

 

B

u

d

g

e

t

A

c

t

u

a

l

s

Employee and 

Position Info

Treasury 

Disbursements

Other 

Commonwealth

Systems

Investment 

Systems

Disbursements

Inbound/Outbound 

interfaces

Amounts to Invest

Income to 

Apportion

eMARS

Employee Info 

Procurement 

Vendor

(VSS)

· Vendor Registration

· Solicitations

· Bid Responses

· General Ledger

· Budget Control

· Procurement

· Accounts 

Payable

· ProCard

· Grants & 

Projects

· Cost Allocation

· Accounts 

Receivable

· Fixed Assets

· Inventory

· Travel


Figure 2.  eMARS Components Diagram
4.1 eMARS Functional Overview

The “e” in eMARS stands for “enhanced”, in access, functionality, and in the technical environment.  eMARS is a significant upgrade to MARS, which now consists of Financial, Procurement Desktop (PD), and the Management Reporting Database (MRDB).  eMARS combines each of these separate applications into a single, integrated, and web-enabled application.  

Much of the existing MARS functionality is carried forward into eMARS with a new “look and feel”.  PD is replaced with new Procurement functionality, much of which was designed in PD originally.  There are also significant changes in the cost accounting, grants and projects functionality, many of which are a direct result of changes that were made in MARS for the Commonwealth.   Finally, the MRDB is replaced with infoAdvantage to provide improved ad-hoc reporting capabilities for the agencies’ users.

Section 5 reviews each functional area in eMARS, and highlights key changes to current processes and functionality that will be implemented with eMARS.
4.2 eMARS Technical Overview

MARS is based on multiple applications running on multiple technical platforms, loosely interfaced together.  Advantage 2 Financial on the mainframe, Procurement Desktop (PD) on client server, and the Management Reporting Database (MRDB) on a Unix database server comprise MARS today.  

eMARS upgrades MARS to a common Unix server-based and web-enabled application that combines the financial and procurement functionality with the fully integrated management information and reporting data warehouse, infoAdvantage.  The eMARS Technical Architecture Plan provides further details on the eMARS technical environment.  The eMARS Technical Architecture Plan can be found on the eMARS website at http://finance.ky.gov/internal/emars.

Section 6.11.1 provides the agency technical requirements for implementing eMARS.

4.3 eMARS Interfaces Overview 

Like MARS, eMARS is an enterprise-wide application.  Many Commonwealth agencies have their own financial related systems in place for conducting agency-specific business.  Some of these systems currently interface with MARS to pass financial related transactions to MARS, or retrieve data from MARS.  With the implementation of MARS, some agency systems that formerly interfaced with STARS or KAPS were replaced with MARS functionality, and interfaces eliminated.  With the eMARS implementation, it is not likely many of the remaining interfaces will be eliminated; however agencies should conduct a review of their existing interfaces to determine if they are still required.  

The upgrade to eMARS will introduce new standards for all interfaces.  Most noteworthy is that all inbound interfaces will be required to be implemented using XML (Extensible Markup Language).  Since this standard is not currently in place, each interface will require some amount of modification to operate with eMARS.  Each agency will be responsible for modifying their interface files to the new XML standard.

Additionally, a new process is being developed with eMARS for uploading interfaces to eMARS.  Instead of the current FTP process, a new secure, on-line HTTPS process will be available in eMARS that will be used by authorized departments to upload their inbound interface files.  Checkwriter files will be uploaded using the same process, with the addition of an online and auditable approval process.   

The eMARS Interface Plan provides the approach to be followed to implement interfaces from external systems with eMARS.  The specific steps necessary for accomplishing development of interfaces for each candidate system are incorporated in the eMARS Interface Plan.   In addition, training has been provided for the agency Interface Leads and developers to prepare them for modifying interfaces to the new standards.  The eMARS Interface Plan and the materials from the training course are available on the eMARS website (http://finance.ky.gov/internal/emars).
The success of the eMARS interface effort is dependent upon a clear knowledge of responsibilities and a proper address of the assumptions that can impact implementation quality and timeliness.  Assumptions made in the development of this interface strategy include:

· Many of the interfaced systems currently interface with MARS.

· The responsibility for designing and developing interfaces to agency maintained systems is the Agency responsibility.

· All interface transactions will be year 2000 compatible.

· Multiple systems will continue to be able to use a common interface, thus further limiting the number of changes.

· The current plan is to use the database utilities provided in eMARS to implement eMARS interfaces.

4.4 eMARS Data Conversion Overview 

The Commonwealth is upgrading MARS (Advantage 2, Procurement Desktop (PD)) to eMARS.  With the exception of the new chart of accounts structure, BRASS will not be affected at this time.  The Management Reporting Database (MRDB) will remain for historical detail reporting.   It is the intent of the project to only convert data from Advantage 2 and Procurement Desktop.  However, the implementation of eMARS provides agencies the opportunity to review agency-specific legacy systems to determine if their functionality can be integrated into or replaced by the eMARS system.  These replaced systems will be evaluated on a per case basis to determine if data is required to be converted.  The challenge of the conversion effort is to incorporate the replaced system’s legacy data into the eMARS production database so that the agencies can continue business with minimal disruption.  Because of the aggressive schedule of the eMARS Project, careful planning and adequate lead-time is required for a successful conversion effort.

The goal of the conversion effort is to build an accurate production database and to limit the amount of detailed data converted to the eMARS database.  The emphasis of the conversion effort is to achieve as smooth a transition as possible from MARS and legacy systems to eMARS without missing essential data.  To the greatest extent possible, each conversion candidate will be evaluated on a case by case basis to limit the number of automated conversions where manual conversions would be more beneficial.  Additionally, attempts will be made to minimize data integrity risks through back up and recovery procedures and through efforts to ensure that the eMARS production database is secure and stable before conversion begins.  The usefulness of converting detailed historical information in support of the business objective for eMARS will also be determined on a per case basis.

The eMARS Project does not make provisions for converting agency legacy data into the eMARS system. The Commonwealth central eMARS team is responsible for identifying potential data to be converted from agency legacy systems other than MARS.  It is assumed that the eMARS Project will:

· Convert Advantage 2 and PD data to populate the eMARS reference production database (e.g., reference table information, vendors, open transactions, etc.)

· Convert other MARS data on a per case basis (e.g., projects and grants inception-to-date history, open items) as the need is identified by the Commonwealth eMARS project team.

· Ready the eMARS production data for fiscal year 2007.

· Limit the number of automated conversions when manual conversions are more beneficial (e.g., where small amounts of data or highly complex data relationships are involved).

· Limit historical data conversions for the July 1, 2006 implementation to the level required for production (to be followed by additional subsequent phased conversions).  

· Convert summary totals and balances where appropriate on a case by case basis (e.g., inception to date balances for grants and projects)

· Develop tables to crosswalk MARS agency codes to eMARS codes that will be used by the conversion team to accurately interpret existing data.

It is recognized that not all of the data from replaced agency legacy systems will be converted to eMARS.  There will be a need to maintain these systems for some period of time to handle responses to historical inquiries.  However, all data required to continue daily operations of the Commonwealth will be converted at or prior to cut over to eMARS.

There is a need to have an initial conversion and a post-implementation reconciliation for certain data.  Post-implementation data are associated with end-of-year closeout.  Since these data require further processing from their legacy systems that extend past the cut over date of July 1, 2006, there will be an additional post-implementation data conversion effort to reconcile.  End-of-year close will take place in the current MARS system, not the eMARS system.

The cut over is to occur on the fiscal year boundary; therefore, there will not be a large number of detailed operations data to convert to MARS.   Closeout totals and summary data will be carried forward to the new fiscal year.  The Conversion team will build a fiscal year 2007 data base; populating base and reference tables, and entering items that will be open across multiple fiscal years.  Historical data will be entered where necessary to support inception-to-date reporting.  

Most of the base data will be entered well in advance and kept up to date over time; however, the operations data will mostly be converted and/or entered during the months of May - June, 2006.  At the end of June, additional conversion routines will be executed against time sensitive data (e.g. open contracts, outstanding receivables, etc.).  

After July 1, 2006, there will still be data conversion efforts underway.  For example, some conversions will be deferred (e.g., 1099 payment detail).  Also, since year-end close will not take place until July 7, 2006, there will be a post-implementation conversion to establish beginning year balances, etc.

Agencies will participate in the conversion effort by developing crosswalks from the current MARS chart of accounts to the eMARS chart of accounts.  The eMARS system will be made available to agencies in the May 2006 timeframe for limited production use to load data for FY 2007 and to examine data converted from legacy and agency sources to ensure that the data has been converted correctly.

4.5 eMARS Security, Workflow, and Approvals Overview 

One of the primary functions of any financial system is to maintain data integrity.  System security and approval controls are a critical aspect in the implementation of eMARS.  Successful implementation of security and approvals administration is a key component of maintaining data integrity.  

One of the key advantages with the eMARS implementation will be the integrated security with eMARS.  eMARS uses a single user-id/password for each user to access the financial information (currently in Advantage 2), procurement information (currently in PD), and the data warehouse (currently in MRDB or Seagate).  Data setup, including security, workflow, and approvals, is handled entirely within eMARS and no longer separately and differently as it is across the various components of MARS.  

A new concept with the implementation of eMARS will be the extensive use of automated workflow to route documents for approvals.  Much like the routing function in PD, eMARS will route all documents for approvals.  A key difference with eMARS is that routing documents for approval will no longer be controlled by the end user.  Instead, routing will be automated based on central guidelines and agency defined approval policies.

The eMARS Security and Workflow Plan provides an overview of the security, workflow and approval capabilities within eMARS, and describes in further detail the security model that will be implemented with eMARS.  The eMARS Security and Workflow Plan can be found on the eMARS website at http://finance.ky.gov/internal/emars.  The eMARS Project Team’s goal is to develop a security model that meets the following criteria:

· the model will be in place when system “goes live”, ensuring a secure environment;

· the model ensures appropriate internal controls and segregation of duties are accounted for;

· the model will be flexible enough to account for changes in business processes (i.e. Re-organizations or policy/procedure changes);

· the model can be easily maintained and administered.

Central administration of eMARS security and data setup is required and necessary.  Agency participation within eMARS security administration is critical and essential to a successful eMARS implementation.  It is agency participation and administration that provides the agency-specific information for eMARS.  While central guidelines are in place to dictate the boundaries of agency responsibility, it is the agency that will define the information within these guidelines.  For example, central guidelines can dictate that a particular business function requires agency approval and central approval.  The agency will define the "how" and “who” of agency approval.  

Agency implementation of security requirements is required for both system level security and application security.  System level security refers to the environment security such as network user rights and what applications can be used.  Application security refers to how users can use the various components of eMARS - for example, what information can be viewed and what data can be updated.  It is mainly the area of application security that requires direct agency involvement with the eMARS team.

The following information must be determined and provided by the agencies:

· Users of eMARS – e.g. Who needs access to eMARS and/or the infoAdvantage data warehouse?

· Users' rights and privileges based on functionality and by role – e.g. Who needs access to purchase order information?  Who needs to approve cash receipt information? And, who needs to perform system administrative functions?
· Users' responsibilities for proper eMARS functioning – e.g. Who ensures that users have the appropriate authorities? And, who keeps agency chart of accounts data up-to-date?
· Workflow and Approval rules – e.g. For a given document, what approvals are required, under what circumstances, and by whom?

Models will be set up for agencies to follow in preparing their information.  Agencies will directly participate in making sure that their processing models and people involved with business processing are identified and applied.

5 eMARS Enterprise Model

Since 1999, the Commonwealth has been using Advantage® Financial Management software to manage its mission critical statewide financial operations. The Commonwealth’s implementation, known as the Management Administrative and Reporting System, or MARS, is currently comprised of the following:  

· Advantage2 Financial (version 2.2)

· Procurement Desktop (PD)

· eProcurement

· BRASS (for Budgeting)

· Management Reporting Database (MRDB) 

· ePayment Gateway(ePay)

· Seagate Reports.

The eMARS project is an upgrade from MARS to eMARS and will introduce a new technical architecture and configuration.  It is a fully web-based solution using Internet standards and an open architecture.  The eMARS project is focused on three major components

· Desired benefits

· A clear achievable plan

· A comprehensive approach

Each of these components is discussed below.

Desired Benefits

eMARS was launched as an upgrade project and was approved, in large measure, based on the benefits it would provide.  As such, when eMARS is implemented on July 1, 2006, a clear set of improvements should result.  These include:

	eMARS Features
	Benefits to the Commonwealth

	A 100% Web-architected, browser-based solution:
	· Commonwealth users who are familiar with the Internet will intuitively understand aspects of how to navigate through eMARS

· The Commonwealth’s cost of ownership will be reduced because of the ease with which the solution is deployed to users—the only desktop requirement is a standard Internet browser

· It will be easier for the Commonwealth to install software upgrades.

· The architecture of the solution coincides with the Commonwealth’s strategic plan for technical architecture 

	A comprehensive, robust public sector functionality:
	· The number of custom, Commonwealth specific software modifications that were required as part of the initial MARS implementation is reduced.  This will reduce the long-term maintenance costs of eMARS.

· The ability to work with other CGI-AMS public sector user groups who utilize eMARS and access to a comprehensive Portal that provides the Commonwealth with the opportunity to put forward public sector functionality enhancements 

	Flexible workflow and security

	· eMARS includes powerful tools to streamline business processes.  These tools could save the Commonwealth time and money after initial setup, reduce the use of paper and help promote compliance with Commonwealth policies and standards

· eMARS simplifies customization of fields and elements, reduces The Commonwealth’s reliance on scarce advanced technical resources and allows accelerated responses to regulatory changes

	Web-enabled business intelligence, reporting and query capabilities

	· Users could have access to specific, accurate decision data though built-in queries and powerful ad-hoc business intelligence tools. 


A Clear Achievable Plan

The eMARS Plan should be achievable, easily understood, and guided by clear priorities.  While achievement of the desired benefits is of paramount importance, the project avoids the trap of treating all requirements as being of equal value.  In order to properly define scope and priorities, the following guidelines will be observed:

· Replacing essential functionality and implementing identified business process enhancements  by the implementation date  

· Conducting a smooth cutover with well prepared users.
· Achieving non-critical benefits is a secondary goal.
It should also be recognized that the full range of eMARS improvements will not be evident until eMARS is completely stabilized in the production environment and user competence with the new software rises with experience.  
A Comprehensive Approach

In order to provide the desired benefits, the eMARS project must be comprehensive in both its implementation scope and its approach.  Its scope is enterprise wide, and with few exceptions, includes all financial and materials management functions for all Commonwealth institutions.  In this regard it will not only become the official book of record for the State, but will also become the primary vehicle for administrative data entry, processing, and reporting.  This will be useful to all branches of government and for all Cabinets within the Executive Branch.

The implementation approach must be equally comprehensive in that it must: 
1. blend together the appropriate technology, functionality, policies, procedures to meet the project goals, 
2. ensure that Commonwealth users, managers, IT professionals, and other stakeholders are adequately prepared and trained to use the system and capitalize on the opportunities, and
3. significantly involve all affected management structures and other stakeholders to ensure their needs are met and that the project proceeds with their informed consent.  

5.1 Process Descriptions/Flowcharts from System Usage Analysis Documents  

The Commonwealth and CGI-AMS Subject Matter Experts (SMEs) reviewed the MARS Business Processes to determine where and how they would be changing with the implementation of eMARS.    This review was broken down by functional area as follows:  

· Budget Control

· Fixed Assets

· Grants and Projects

· Cost Allocation 

· Internal Ordering & Billing

· Inventory

· Purchasing & Payables

· Revenue & Receivables

· Disbursements

· General Accounting

· Travel

If a process is not changing with eMARS, the business process diagram has been included for reference information and it has been noted in the header of the diagram that the process is not changing.  If a process is changing slightly, then only those areas that are changing are highlighted by the shading of the diagram.  If a process is significantly changing, then the entire diagram will be shaded.  This will help agencies identify the process changes and determine how best to prepare for the implementation of eMARS.

Business processes are the component activities within each Business Function.  They define the common work steps or procedures that were followed to produce a given output or result used for a given business event or “trigger”.  The identification of the business processes within each business function was a critical component of the eMARS Implementation Analysis task.  The eMARS Implementation Analysis documentation is organized in a hierarchical structure consisting of three levels.  Business Functions are at the top of this hierarchy with the Business Processes at the second level.  The third tier of the structure consists of both Business Scenarios and Procedure Steps.  Each process team mapped the business processes to the eMARS system functions.
5.1.1 Budget Preparation, Execution, and Control

The budget development process includes all steps necessary to generate an approved budget for the Commonwealth.  The approved budget serves as the financial plan for the Commonwealth.  As with any budget, this plan may be utilized as a tool for improving organizational efficiency and accountability.

The process includes the following eight business sub-processes:
NOTE:  With eMARS, steps 1 through 6 remain largely unchanged.  BRASS will continue to be used for budget preparation.  The only noticeable change will be the chart of accounts structure used. 

1. Budget Setup – includes developing and issuing budget instructions, preparing and providing access to application software, and providing end-user support. 

2. Initial Salary and Benefit Forecasting – consists of preparing budget estimates for agency salary and fringe benefit expenditures.

3. Agency Operating Budget Request – consists of preparing agency operating budget requests and submitting them to the Governor’s Office for Policy and Management and the Legislative Research Commission.

4. Capital Budget Request – consists of preparing and reviewing agency capital budget requests, reviewing and centrally prioritizing capital budget requests, and making executive recommendations to the Legislature.

5. Governor’s Review, Analysis, and Recommendation – consists of reviewing agency requests and making budget recommendations to the Legislature.

6. Legislative Budget Process – consists of developing an operating budget utilizing agency requests and the executive budget recommendation, reviewing, and ultimately approving a final Budget of the Commonwealth.

7. Load Enacted Budget into Accounting System – consists of preparing the approved budget for interface to the accounting system.

8. Budget Modifications – consists of making intra-year adjustments to the approved Budget of the Commonwealth and interfacing these adjustments to the accounting system.

5.1.1.1 Budget Setup
The budget setup process includes all steps necessary to begin the biennial budget request process in the budget system.  These steps can be broadly categorized into procedure establishment and distribution and software application setup.  Both of these sets of steps are critical to a successful budget development process.

5.1.1.2 Initial Salary and Benefit Forecasting

The Commonwealth currently produces salary and benefit forecast reports in parallel with the budget setup process.  These reports are utilized by budgeting agencies for budget development. Hence, they must be provided to these agencies prior to the preparation of agency operating budget requests.

The process for generating a salary and benefit forecast report is cumbersome.  These reports are actually generated by a programmer in the Department of Information Systems from data contained in the human resources and payroll systems.  In the event of report errors, it is difficult to obtain revised reports within the time constraints of the agency budget request process. It is a common occurrence for salary and benefit reports to contain mistakes that affect baseline budget values.  Frequently, there is insufficient time to produce corrected reports and agencies are forced to manually document differences and build budget requests using adjusted values.

Currently, projections are based on a snapshot taken in August of the odd numbered year.  Once complete, projection reports are distributed to agencies.  Agencies receive reports that are sorted by organization and program.  These reports include base salary, salary increment and major benefits.

Additionally, it is common for the Commonwealth to perform other analysis on salary and benefit data.  Reports of this nature may be generated at any point in the budget process.  Examples include estimating the budget impact of a change in the minimum wage, estimating the impact of giving differential salary increases and estimating the cost of bringing groups of employees to equivalent points on their respective salary tables.  

5.1.1.3 Preparation of the Operating Budget Request

Agencies generally receive budget request instructions, spreadsheet templates, historical data reports and salary and benefit forecast reports by August of the odd numbered year.  The receipt of these items marks the beginning of the operating budget request process.  Agency budget requests are generally due back to the Governor’s Office for Policy and Management and the Legislative Research Commission by the beginning of November.

The operating budget request process includes expenditure and revenue lines.  Expenditures are initially requested at a detail or summary object level.  However, funds are not included in the initial chart field group.  Revenues, on the other hand, are estimated to a varying level of objects, depending on the fund source.  General funds are estimated to a generic high level object.  Whereas, restricted funds and federal funds are estimated to detailed objects.

5.1.1.4 Preparation of Agency Capital Request

The capital budget process in Kentucky begins with a separate capital planning process that is overseen by the Capital Planning Advisory Board, a legislative branch entity with membership from all three branches of state government, and supported by a capital planning database system developed and managed by the Governor’s Office for Policy and Management.  Each agency must include its capital projects in its Six-Year Capital Plan before it can submit capital budget requests for funding.  The Six-year plan covers the current two years, the next budget biennial, and the two subsequent out-years.

Upon completion of the capital planning process, the agencies develop and submit their capital project budget requests through a capital budgeting database system developed and managed by the Governor’s Office for Policy and Management.  The capital projects are reviewed and approved as individual line items in each biennium budget by the Governor and Legislature.

5.1.1.5 Governor’s Budget Review, Analysis and Submission Process

Submission of Agency Budget Requests

The Governor’s budget review process in Kentucky begins with the submission of the agency budget requests by the Cabinets to the Governor’s Office for Policy and Management (GOPM). The government of the Commonwealth is organized into a Secretariat structure with twelve Cabinets headed by Secretaries.  Each Cabinet is comprised of multiple departments, which are usually, but not always, related.  The Governor’s Office for Policy and Management is an independent entity responsible for budget development, and it reports directly to the Governor.

Typically, the GOPM sets an early date (around October 15) for the initial submission of executive department budget requests.  Not all budget submissions are made at this time, as some cabinets and independent elected officials may need additional time.  The official submission date set by statute is November 15, by which time the Cabinets also transmit their budget requests to the Legislative Research Commission.

Budget Analyst Review

On receipt of the agency budget requests, the GOPM budget analysts first review the budget requests of the cabinets for which they are responsible for completeness and compliance with the budget instructions. During this initial review, the GOPM analyst reconciles the historical expenditure data shown by the agency with the Commonwealth’s official records and resolves any discrepancies.  In situations where the GOPM budget analyst determines that a particular request is missing required data or fails to comply with the budget instructions, the analyst may return the submission to the Cabinet or, depending on the circumstances, the GOPM budget analyst may make the additions or changes to the agency request as part of the GOPM review process.

After the completeness review, the GOPM analyst analyzes the agency budget requests for policy, financial, and other programmatic concerns.  Typically, the GOPM budget analysts put submissions through two stages of review: (1) continuation level; and (2) additional funding items.  Analysis of the continuation level is based on the current level of services within both fiscal and policy guidelines.  The additional budget request items represent sources requested to address current services above guidelines or expansions into other program areas.  The budget analyst review process may involve a variety of activities, such as informal departmental presentations, historical projections, and “what if” modeling.

Budget Director/Deputy Director Review

Each GOPM analyst, after preparing analysis of agency requests, meets with Budget Director/Deputy Directors to review the entire submission.  The Directors provide input to the recommendations based on the most recent fiscal and policy guidelines and assumptions, as well as any updates to the Governor’s priorities and initiatives.  The analyst then revises the budget recommendations as appropriate.

Governor’s Review

The Governor and other key staff meet with the Budget Director and GOPM staff to make budget decisions.  The Governor makes decisions on projects to be recommended, project amounts, fund source, and fiscal year at this time, and the GOPM analyst updates the budget as appropriate. 

Preparation of Executive Budget 

After conclusion of the Governor’s review, and prior to official release of the Executive Budget, the Governor’s final budget changes are closely held.  In this period, the GOPM prepares budget documents and supporting materials based on the Governor’s final decisions.  These include the detailed budget documents, special reports, the Budget in Brief, and others, such as Revenue and the Financial Analysis Report (prepared by Office of Fiancial Management and Economic Analysis).

The Governor announces the Executive Budget in mid to late January (on the 10th or 15th legislative day) by making a formal address to the legislature, and through one or more press conferences. 

5.1.1.6 Legislative Budget Process

The Commonwealth’s legislative budget process consists of several budget review steps and includes the production of four distinct budget documents: the initial Legislative budget memorandum, the House budget memorandum, the Senate budget memorandum, the Conference committee budget memorandum and the enacted budget memorandum.  The legislative budget process typically utilizes the Governor’s recommended budget as a base budget for this review process.  In other words, all legislative budget changes are based off of the Governor’s recommended budget.  The Senate may also use the House Budget as a basis.

Although the Governor’s recommended budget serves as the base budget for legislative review, the legislative budget process actually begins when agency budget requests are submitted.  Agency requests are submitted in report and electronic format to the Legislative Research Commission.  Agency requests are reviewed for accuracy and used as a basis for comparison to the Governor’s recommended budget.

5.1.1.7 Load Enacted Budget into Financial System

A final enacted budget, as vetoed and considered  is loaded into the financial system.  There are several distinct steps that consitute the process of loading the enacted budget into the financial system:

· Additions, modifications, and deletions to the operating budget and capital budget appropriation and allotment account codes.

· Entry of appropriation amount into BRASS (or Budget System).

· Load appropriation amounts from BRASS to eMARS through an interface process.

· Certification of appropriation amounts in eMARS (or Accounting System).

· Entry of quarterly dollar amounts and allotments for General Fund by Object Type for the current year operating budget into BRASS (or Budget System).

· Load allotment amounts into eMARS (or Accounting System)
· Certification of allotment amounts in eMARS (or Accounting System). 
· Load of current year Capital Projects into eMARS (or Accounting System).
· Certification of Capital Projects.
· Load of Capital Projects budgeted funding sources.

Allotment
The original agency budget request to the GOPM (copies of which went to the LRC) were prepared, in nearly all cases, with expenditure detail below the object type; and, in cases, to the sub-allotment level.  The subsequent changes to the budget made by the Governor and the General Assembly may vary in the level at which they were made: sometimes at the detail levels, but often at higher levels, such as appropriation and object type.

The Governor submits the Executive Budget recommendation to the General Assembly in draft bill form at the appropriation unit level, with no expenditure objects.   The Executive Budget recommendation documents are also submitted to the legislature at the appropriation, and allotment program levels, at the major object expenditure level. (although the Legislature retains access to the original departmental requests for comparative purposes).  The Legislature makes all changes in budget dollar amounts at the appropriation levels.  It often specifies in the text of appropriation bills how the changes should be implemented at lower levels.  The Governor’s vetoes are made at the appropriation level.

After the legislative decisions and gubernatorial vetoes have been made, the final approved Commonwealth operating budget must be loaded into the accounting system at the appropriation and allotment level, and for the General Fund allotment level, by major object group.  The GOPM analysts make these allotments based on the enacted budget’s changes to the Governor’s recommendation. 

Capital budget allotments are prepared in eMARS by the Finance and Administration Cabinet’s Department of Facilities and Support Services or by the agencies on an as-needed basis.  Facilities and Support Services initiates allotments for design and construction projects.  The agencies initiate allotments for capital equipment and capital information technology systems.  The allotments are approved by GOPM and posted in eMARS.

Allocation

The final approved biennial budget actually consists of two separate single year budgets for each of the two fiscal years in the biennium.  After the allotments are completed, each annual dollar amount in the budget at the allotment must then be distributed on a quarterly basis over the fiscal year.  The agencies are responsible for proposing how each budget dollar amount will be allocated over the four quarters.  In addition, object types (for General Fund allotments only) will be allocated on an annualized basis not quarterly as they were in MARS.  Depending on the nature of the expenditure, the rate at which funds are allocated to be spent during the fiscal year may be constant, or may be seasonally adjusted, or  may be based on historical spending patterns. 
Management Budgets 

In MARS, Management Budgets are entered into spreadsheets and subsequently loaded via a batch process as OB or CC documents into Advantage.  They are then loaded to the MRDB for reporting purposes.  .

With eMARS, agencies will have the option to enter their Management Budgets directly into eMARS, or to enter them into a spreadsheet.  A new, pre-formatted spreadsheet will be created for eMARS.  The new spreadsheet will include a macro to generate an XML file that can be loaded to eMARS via an interface.  Once loaded to eMARS, agencies can review the loaded documents, make corrections and updates, and apply final approvals.  The transactions will then be loaded to the data warehouse and available for reporting purposes. Figure xx below describes the new process for eMars
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Figure 5.1.1.7.  Management Budgets

5.1.1.8 Budget Modifications

Modifications to the current approved budget may be made through administrative processes at any point during the two-year biennium whenever the legislature is not in session.  There are basically four categories of intra-year budget modifications:  

· Increases in appropriation levels.

· Transfers between allotments.

· Quarterly allotment adjustments.

· Transfers between major object groups for General Fund.
The State Budget Director and/or Secretary of the Finance and Administration Cabinet have the authority to approve these types of transfer modifications through an administrative process.  Appropriation increases must first receive prior review by the Interim Joint Committee on Appropriations and Revenue or Capital Projects and Bond Oversight Committee general review and approval process.

In nearly every operating budget case, the agencies initiate the requests for budget modification.  They submit a memorandum justifying its request with supporting documentation to the GOPM.  The assigned GOPM budget analyst reviews the request, collects additional information as necessary, and makes a recommendation to the Director (or Deputy Director to whom the approval authority has been delegated).  The Director makes the final determination.  Once approved, a budget modification must be loaded into the accounting system through the authorization of the Secretary of the Finance and Administration Cabinet.

Capital Budgets

A final enacted budget, as vetoed and considered is loaded into the financial system.  There are several distinct steps that constitute this process.

· The agencies are responsible for requesting that the capital project funds be established.

· The appropriations and revenue budgets are loaded straight from the appropriation’s bill for the current year.

· Entry of object amounts.

· Modifications to include but not limited to appropriations, allotments, and budgeted funding. 

Modifications to Capital Budget
· Capital budget appropriation modifications are approved by the Finance and Administration Cabinet Secretary.  GOPM processes these modifications in eMARS following that approval.

· Modifications for capital projects are prepared in eMARS by the Finance and Administration Cabinet’s Department of Facilities and Support Services or by the agencies on an as-needed basis.

· Budgeted funding modifications are prepared in eMARS by FOPM following capital budget appropriation modifications.

5.1.2 Fixed Assets

The Commonwealth of Kentucky seeks to continue the accounting and reporting for Fixed Assets and Personal Property tracking in eMARS.  As a result of implementing the Fixed Assets subsystem upgrade to eMARS the Commonwealth will continue to efficiently process information related to fixed assets.

Key Objectives determined through the Design and Analysis process continue to be:

· Full life-cycle information recording.

· Real-time updates to and from other associated processes such as records, disposal, etc.

The Fixed Assets Subsystem was designed to support the full financial reporting of fixed assets as mandated by the Government Accounting Standards Boards (GASB), as well as the management and control aspects of the physical items.  The Fixed Asset Subsystem also conforms to the Generally Accepted Accounting Principles (GAAP) for fixed assets accounting.

The process includes the following four business sub-processes:

1. Fixed Asset Acquisition/Betterment

2. Disposition/Sale

3. Reorganization

4. Adjustments

5.1.2.1 Fixed Asset Acquisition/Betterment
This process refers to the acquisition and betterment of a fixed asset.  Both MARS and eMARS  supports eleven types of fixed assets, including: land, buildings, improvements other than buildings, equipment, construction work-in-progress, vehicles, historic treasures, non-collectible books, easements, software, and other intangibles. The Commonwealth will have the ability to define, according to Department, all commodities that are fixed assets and the dollar threshold for creating fixed asset shells.

Fixed Asset Acquisitions/Betterment

The Fixed Asset acquisition document (FA) contains both accounting and descriptive information.

An acquisition transaction generates the appropriate General Ledger entries for the general capital assets and proprietary funds.

The FA establishes a master record and is the first detail record for both the master asset and any betterment. The betterment refers to the addition or improvements to existing recorded assets.  A betterment can be entered and tracked independently of other betterments or with the original asset. 

Betterments allow the cost and salvage value of the betterment to be allocated to its own funding sources independent of the original asset.
Fixed Asset Shell Generation

Fixed Asset Shells will be generated based on commodity code and dollar threshold when a payment request (PRC or PRM) document is used to request payment and when the payment is fully disbursed.  A major difference in eMARS is that agencies can override the creation of shells by selecting no shells on the payment request document (PRC).

Commodity codes which are flagged as a fixed asset and meet the dollar threshold established by the agency on the commodity threshold table will be eligible for shell generation if not overridden by the PRC document as stated above.   Agencies can also request that only one shell be created.
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Figure 5.1.2.1.  Fixed Asset Acquisition/Betterment
5.1.2.2 Fixed Asset Disposition/Sale

A Fixed Asset Disposition Document (FD) may be processed with the appropriate disposition method.  The disposition methods are pre-defined in the Fixed Asset Disposition table (FADM).  For example, the item may be destroyed, become obsolete, traded in, sold, trashed, donated, etc.  

· Using FD, betterments can be disposed of independently of the original asset.

· The FD marks fixed assets tables with results of the disposition where it remains until it is archived.

· For a lost or stolen Fixed Asset, a Fixed Asset Disposition document (FD) should only be processed after the agency has exhausted recovery options.

· The FD recognizes a gain and loss and generates the appropriate accounting to dispose the asset off the books.  As in MARS, Cash Receipts (CR) documents will continue to be entered to record cash and revenue for the proceeds from the sale of an asset.
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Figure 5.1.2.2.  Fixed Asset Disposition/Sale

5.1.2.3 Reorganization

This process refers to changing responsible agency information or location for an asset due to the reorganization between governmental functions (general capital assets) or within the same proprietary fund.

· When there is a Reorganization between governmental funds or with in the same proprietary fund, item(s) should be transferred using the Fixed Asset Transfer document (FT) if the central inventory officer is the same before and after the reorganization.

· The FT document transfers ownership (changes account codes) between two governmental fund type assets.
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Figure 5.1.2.3.  Reorganization

5.1.2.4 Adjustments

This process refers to changes or adjustments to existing assets (i.e. already in eMARS) at the individual component level.

Adjustments to the original Fixed Assets 
Adjustments to the original fixed assets are made using the following Fixed Asset documents:
· Cancellation (FC):  When fixed assets have been submitted successfully into the system, and the record contains errors which cannot be corrected using any adjustment documents, then the cancellation document would be completed and submitted.  Once submitted this document removes the fixed asset from all system tables except the history table.  This functionality is the same in both MARS and eMARS.

· Increase/Decrease (FI):  The Fixed Asset document increase/decrease is used to change asset cost and funding source.  This document is new to eMARS and replaces the FF document used in MARS.  However, unlike the FF document this document can also change the fixed asset cost.

· Modification (FM):  The fixed asset modification document (FM) is used to change descriptive fixed asset information.  It replaces the FC document used in MARS.  Accounting information cannot be changed on the FM document.
· Type Change (FX):  New to eMARS is the FX document, which is used to change the fixed asset type, for example if an asset is recorded as equipment in error when in fact it is a vehicle then the FX document is used to correct this error.
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Figure 5.1.2.4.  Adjustments
5.1.2.5 Fixed Asset Inquiry Tables
Fixed Asset information can be viewed using the following inquiry tables:

· Fixed Asset Registry (FARHDR):  This inquiry table stores the current status of an asset and is made up of the following three tables:

1. Fixed Asset Registry Header (FARHDR)
2. Fixed Asset Registry Component (FACCOMP)

3. Fixed Asset Registry Accounting (FARACTG)

· The Fixed Asset History (FAHIST) table records all documents which have processed for the asset number

· The Fixed Asset Payment Request (FAPR) inquiry tracks the status of shell generation by commodity line.

5.1.3  Internal Ordering and Billing
The Commonwealth of Kentucky requires the ability to process and settle inter/intra fund internal transactions in eMARS.  Currently in MARS the II, IX, IIT and PVI documents are used to record information for both the Seller and the Buyer.  These documents do not exist in eMARS.  The eMARS Project Team has determined that the majority of internal transactions will be handled using both the two transaction model Internal Transaction Initiator and Internal Transaction Agreement (ITI and ITA) and the single transaction model Internal Exchange Transaction (IET) within eMARS.  

· External Billing Systems - The Commonwealth receives a large part of internal billings from external systems (COT, Transportation, etc.).  eMARS will not replace these agency systems due to other information that is housed in the systems.  The billing transactions will continue to be interfaced to eMARS using IET transactions.  These agencies will continue to coordinate with the Project Interface Team.  

· Motorpool and Parks Inter-Agency Transactions – Either on-line IET transactions or an interface of IET transactions will be generated by these internal activities to bill agencies.  The use of accounting templates will be encouraged, if not required, to alleviate the billing party’s need to manage billing codes through re-organizations and shifting budgets.  The detailed processes are currently being determined and will be outlined in Release 3 of the AIG.

Common Billing Mechanism- Currently, many Departments have developed spreadsheet templates and MS Access databases to capture data and generate internal billings (PVI documents) which are loaded to MARS.  The eMARS project team plans to help replace this functionality by creating a standard spreadsheet template which can take the output of the agency’s billing process and can be used to generate eMARS billing documents.  The eMARS billing documents can then be loaded thru a common interface process.  The design for this template will be finalized by volume 3 of the AIG.  Printing Services and Postal Services are two examples of agencies that currently use a spreadsheet template to generate billings and would benefit from the eMARS team developing a common spreadsheet template to generate mass billings in eMARS.

The use of accounting templates will be encouraged, if not required, to alleviate the billing party’s need to manage billing codes in eMARS.
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5.1.4 Inventory

The Commonwealth of Kentucky will continue to use eMARS to automate the Inventory processing.   eMARS houses the inventory data as well as all purchasing documents, receiver documents, and payments for that inventory.  For agencies currently using the Inventory subsystem in MARS, the Inventory functionality in eMARS is very similar.  For those agencies that do not use Mars for inventory processing, the implementation of eMARS will offer a mechanism to track inventory items that may be located in a small supply cabinet, which is located within a much larger physical storage facility.  It also will allow the flexibility for an agency’s “storage facility” (large or small) to recognize revenue or simply expense the item as it is issued.  To use the inventory system, every item must have a commodity code associated with it.  The stock item number will be the commodity code for that item with an optional three digit alphanumeric suffix on the end of it that differentiates it.

The following six business sub-processes for Inventory were derived through the Implementation Analysis Process:

1. Pick and Issue or Over the Counter Item Issuance in a Storage Facility

2. Stock Transfer Between Storage Facilities

3. Inventory Adjustments

4. Physical Inventory Counts/Costs in a Storage Facility

5. Returns in a Storage Facility

6. Reorder Points in a Storage Facility

The following flowchart illustrates the flow of items through inventory:
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Figure 5.1.4.  Flow of Items through Inventory

5.1.4.1 Pick and Issue or Over the Counter Item in a Storage Facility
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Figure 5.1.4.1. Pick and Issue or Over the Counter Item in a Storage Facility

This process refers to a request for a pick and issue or over the counter item in a storage facility, as determined by the Inventory Officer.

Indirect Stock Requisition (SRQ)

· To order an item from inventory, a user initiates an internal order document SRQ in eMARS.  
· An internal order for inventory generates a Stock Requisition transaction (SRQ) in eMARS to reserve stock items.  The SRQ allows the Inventory Officer or end user to reserve quantities of requested stock items from a particular storage facility.
· The SRQ allows storage facility personnel to review stock request online as opposed to a paper document.
· The SRQ pre-encumbers funds from the end-user requesting the item.
· The following tables are updated when a SRP is processed: Inventory Inquiry table (INVNQ) and the Issue Queue table (ISSQ).

Back Order Servicing
Backorder servicing attempts to fill backordered quantities of open stock requisitions.  Stock Requisitions (SRQ) are then sorted in ascending delivery date order.  Partially filled requisitions are serviced before fully backordered requisitions.  If records were serviced by the program, these requisitions are now ready for the Pick and Issue Process (PI).

Pick and Issue (PI)

· The Pick and Issue (PI) document prints tickets for items reserved through an SRQ.  The stock clerk finds and removes the proper quantities of stock items from the shelves using the pick ticket report.  

· You can “Copy Forward” the PI document to create the Issue Confirmation document (CI).

· There are no accounting consequences associated with the pick and issue process.

· The following tables are updated when a PI is processed:  Inventory Inquiry table (INVNQ) and the Issue Queue table (ISSQ).

Stock Issue Confirmation (CI)

· The CI document is generated by the Pick and Issue document.

· The Stock Issue Confirmation (CI) document issues requested and released amounts from the on-hand quantity of a stock item.

· The CI is used in conjunction with the stock requisition (SRQ) and the pick and issue documents (PI).

· The CI reverses the pre-encumbrance produced by the stock requisition, charges the user department for the item issued, and reduces the inventory quantity.

· The following tables are updated by the Stock Issue Confirmation (CI) document:  Inventory Maintenance (INVN), Issue Queue Inquiry (ISSQ), and the Inventory Inquiry (INVNQ).

Over the Counter (OC)

The Over the Counter (OC) process does the following:

· Another alternative to the preceding SRQ, PI, CI processes is to use the Over the Counter document (OC), which allows the Inventory Officer to issue requested quantity directly. The user is placing the order and picking up the goods at the same time. 

· As the items are issued immediately upon request, in effect, “over-the-counter”, backordering is not allowed.  

· Once the OC is processed, the on-hand quantity is reduced by the amount issued.  

· In summary, the OC does not have a reserve for pre-encumbrance and encumbrance.

· The following tables are updated when an OC is processed: Inventory Maintenance (INVN) and Inventory Inquiry (INVNQ).

5.1.4.2 Stock Transfer Between Storage Facilities
[image: image57.wmf]Inventory Officer

determines if a

stock transfer is

required.

Issuing storage facility processes a

Stock Transfer Issue (TI) document,

which initiates the transfer and  is

routed to the receiving facility.

Update all tables

and ledgers to

reflect changes.

Is the quantity received

on the TR equal to the

quantity issued on the TI?

Yes

Error

message

appears and

transfer is

rejected.

No

A Stock Transfer Receipt (TR)

document is processed by the

receiving storage facility, which

posts the appropriate accounting

entries.

Correct TI and TR

documents and

process.


Figure 5.1.4.2.  Stock Transfer between Storage Facilities

Transfer Documents (TI and TR)

· The Stock Transfer Issue (TI) document is the first step in transferring stock items from one storage facility to another.  

· The TI is used to initiate the transfer of stock from one storage facility to another.

· The TI marks a certain quantity of the stock item as being in transfer.

· The storage facility that has the items to transfer would initiate this document.  

· A Transfer Issue (TI) document can be modified, as long as the Stock Transfer Receipt (TR) has not been accepted.

· The second step is the Stock Transfer Receipt (TR).  The TR completes the transfer process by recognizing the receipt of stock being transferred.  The TR document number must equal the TI document number.

· The TR is input by the storage facility requesting the stock item to be transferred.

· If the quantity received on the TR document does not match the quantity issued on the TI document, the transfer is rejected.

· The TR document reduces the on-hand quantity and in transfer amount of the stock item in the issuing storage facility and increases the on-hand quantity in the requesting storage facility. 

· The TR reduces inventory costs for the issuing storage facility and increases inventory costs for the requesting storage facility.

· If the transfer is between two related storage facilities the change in location and the related inventory quantity adjustment is updated on the Inventory tables.

· The following tables are updated when TI and TR documents are processed:  Inventory Maintenance table (INVN) and the Inventory Inquiry (INVNQ) table.
5.1.4.3 Inventory Adjustments
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Figure 5.1.4.3.  Inventory Adjustments

This process refers to an inventory adjustment and an alternate method to stock transfers from a storage facility.  Items that have been transferred, lost, stolen, or have become obsolete can be written off the books to update the inventory count.

Inventory Adjustments (IA)

· The Inventory Adjustment (IA) document allows storage facility management to adjust on-hand quantities or the per unit value of an item in inventory (storage facility management must indicate which change is being made). 

· The IA document may be used whenever a discrepancy is found between what is on the shelf and what is recorded in the inventory system.
· These adjustments alter inventory quantities, cost of goods expense balances and total inventory value.  

· An IA must be used to set-up a new stock item.

· Since adjustments are classified by an adjustment code, the appropriate codes must be defined in the Adjustment Code (ADJC) table prior to IA processing.  Warehouse and Inventory codes must also be defined in Warehouse Table (WHSE) and Inventory Maintenance table (INVN). 

· The Inventory Inquiry table (INVNQ) is updated when an IA document is processed.

Transfers using an Inventory Adjustment (IA)

The IA document not only facilitates adjustment of on-hand quantities, but may also be used for storage facility to storage facility transfers.  For a transfer that is handled by an IA, the receiving and the issuing storage facilities both must process an IA document.   Transfers not involving IA documents should be handled by processing a TI document followed by a TR document (refer to stock transfer process).

5.1.4.4 Physical Inventory Counts/Costs in Storage Facility
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Figure 5.1.4.4.  Physical Inventory Counts/Costs in a Storage Facility

This process involves the physical counting of inventory items and subsequently their costs and the posting of the proper accounting entries to the current General Ledger. This involves two batch programs working together, the Inventory Freeze, Reconciliation Posting chain job.

Physical Inventory Freeze Batch Program

· Selects the inventory stock items which will be counted in the physical inventory count.  Three selection options exist for the physical inventory freeze:

· User may select all items in a storage facility.
· Users may manually enter a commodity on the INVF table
· System Administrator can freeze up to three groups at a time (one storage facility, 5 stock groups, or a beginning and end bin number). 

· User may freeze items within certain bin ranges (assuming bins are being used).

· Records selected for the count by the parameters are copied from the Inventory Inquiry (INVNQ) to the Inventory Freeze table (INVF).

· Frozen stock items cannot be issued from the storage facility.  They can be reserved for future issue or released for transfer.

· Physical inventory cards are printed by the system depending upon freeze parameters.  They are used by the stock clerk to record the actual count.

Report Reconciliation

· After the actual counts of stock items under physical freeze are recorded and entered into the system the inventory Reconciliation Posting chain job is run.  If the actual quantity field is left blank on the INVF, the user has the option of deleting the entry in INVF or requiring the user to enter an amount.  This is setup in the parameters before running the Reconciliation Posting chain job.  The Inventory Reconciliation Chain Job creates IA documents that can be submitted to update the new counts.

· If items located in the storage facility are not recorded in the inventory, the Insurance Coordinator is notified.  For items missing from the storage facility an attempt is made to locate them.   A declaration of surplus is prepared for the missing items.  Items that are in the wrong location are put back to their correct location.

The Inventory Reconciliation Chain Job

· The second phase of the Physical Inventory Count Procedure involves the Reconciliation Posting chain job.

· The program reads the Inventory Freeze (INVF) and updates the On-Hand Quantity, Last Date Count, and Last Count fields in Inventory Inquiry (INVNQ). 

· This program cannot be run until the actual quantities are updated to Inventory Freeze (INVF).

· It creates IA documents that will make the adjustment to the inventory of the selected warehouse.

· Finally, the records on the Physical Inventory Freeze (INVF) are deleted.
5.1.4.5 Returns in Storage Facility
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Figure 5.1.4.5.  Returns in a Storage Facility

Stock Return is the process of returning previously issued items to the inventory of the issuing storage facility, regardless of how the original issuance took place.

Stock Returns (SN)

· The process begins when the customer decides to return the product.   The Stock Return (SN) document records the return of previously issued items to the storage facility.  

· The stock storage facility manager identifies and evaluates the product to determine if it is eligible for return to inventory, and its condition upon return, for example, item is damaged, etc.

· If the item in question is eligible for a return, the inventory return (SN) document is processed to correct inventories at one or more locations.  The item is then returned to inventory.

· A SN document may reference the original Stock Requisition (SRQ) document or Over the Counter (OC) document.

· The Stock Return (SN) document will cause a reversal of the original transaction.  The SN document increases on-hand quantity for the item in inventory.

· Depending on the hazardous nature of the product, the item is set aside for disposal or put back on the shelf.  

· If the item is not eligible for a return then the customer is required to keep the item.  

· The following tables are updated by the Stock Return (SN) document:  Inventory Inquiry (INVNQ) and the Inventory Maintenance table (INVN) 
5.1.4.6 Reorder Points in Storage Facility
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Figure 5.1.4.6  Reorder Points in a Storage Facility

The Reorder process determines which items need to be ordered and how many are required. 

Reorder Point Calculation Batch Program

The Reorder Point Calculation Program is run at the end of each month and performs the following functions:
· Calculates the safety stock for each stock item.

· Calculates the reorder level for each stock item.

· Calculates the reorder quantity for each stock item.

· Uses the safety stock factor, average lead time, and the forecasted demand quantity for the specified stock item.

· The lead time calculation and forecast demand calculation batch programs must be run prior to calculating the reorder point.

· The safety stock factor must be set in the ABC Classification Parameter table (ABCP) before the reorder point can be calculated.

· Three methods for calculating reorder points:

Economic Order Quantity Method

· Used to balance inventory carrying costs against order costs.

· Aims to minimize carrying costs and order costs by ordering the proper quantity.

· Most effective for costly items which need close control and have short review periods.

· Based on annual usage, order cost per order, annual carrying cost, and average cost per unit.

Order Up to Quantity Method

· Used to place maximums on inventory amounts held in a storage facility.

· Aims to minimize carrying costs while maintaining effective service levels.

· Based on the order up to quantity specified in the Inventory table for each stock item.

· Computes the order amount by subtracting the reserved quantity, the in-transfer quantity, and the on order quantity from the on-hand quantity.

Manual

· Used when inventory managers want to perform their own analysis.

· Manual calculation of reorder quantities can be done using data downloaded from the Inventory Control Subsystem to a PC database.

· This allows the buyer to exercise expertise in a given area in combination with data obtained from the system (sales, bulk discounts).

5.1.5 Purchasing and Payables

The Procurement business function entails the process from identification of the need through the request, solicitation of quotes or bids, evaluation of quotes or bids in accordance with the award criteria, the award of contract, receipt of goods and ending with final payment and liquidation of all encumbrances.

Current Business Functions

The Commonwealth currently has a combination of centralized and decentralized procurement business functions. Effort has been made to maintain existing business processes and procedures to the maximum extent possible. Areas of change are documented within this guide.

All agencies have a delegated small purchase authority dollar limit up to which they can spend. These small purchases require agency internal approvals only. All agencies are responsible for the procurement process for their personal services contracts, which for the most part, must be routed through the Finance Cabinet for approval prior to submission to the Legislative Research Commission (LRC) Government Contract Review Committee.

Larger or more complex procurements are processed centrally by the Office of Material and Procurement Services (OMPS). This centralized unit awards Master Agreements for commodities or services with recurring demand or for multiple agencies. Once master agreements are in place, agencies can place orders against the master agreements, which require only internal approvals. 

In almost all cases, with the exception of capital construction, whether the procurement process is conducted at the agency level or centralized, the using agency is responsible for receipt and invoice for the goods or services. In cases of capital construction, the Division of Engineering and Contract Administration (DECA) performs all procurement activity on behalf of the agency including invoice and payment processing.

The following specific business processes and topics make up the purchasing and payables area:
· Competitive Sealed Bidding

· Competitive Negotiation

· Noncompetitive Negotiation

· Small Purchases

· Surplus Auctions and Bids/Reverse Auctions

· Catalog Functionality

· Commodity Codes

· Buying Entities

· Document Subtype – Procurement Type

· Cited Authority

· Funding Templates

· Tolerances

· Assignment of Benefits

· Contract Termination

· Contract Renewals

· Receiving Maintenance

· Encumbrance Management

· Procurement Archiving

· Vendor Registration
· Vendor Approval
· Vendor Updates
· Vendor Purge
· Online Functionality
· Workload Management Setup
· Matching
· Direct Order Reference
· Straight Disbursement
5.1.5.1 Competitive Sealed Bidding

This is the preferred method for contract award for the Commonwealth. The process is centralized. All Request Documents in excess of the agency’s delegated small purchase authority route to the Office of Material and Procurement Services for processing. The Transportation Cabinet has authority delegated to them for transportation related commodities. The Division of Engineering and Contract Administration is the agency responsible for capital construction and construction related goods and services.

Contracts whose potential value exceed the small purchase contracts dollar allocation (KRS 45A.100) shall undergo the competitive sealed bid process (unless deemed impractical).  This process shall be applied when the goods and services can be clearly delineated.  Best-value evaluation procedures are applicable, however, the criteria used should be quantifiable.  The general public must be notified of the Solicitation at a minimum of seven days prior to opening of the bid packages. Bids shall be opened publicly - electronic bid opening and posting of the required information for public viewing is required.

Overall, the sealed bid process in Advantage 3 is similar in functionality to the current Procurement Desktop functionality. Agencies shall submit a Requisition (RQ) document, which will flow in accordance with the commodity code and dollar value to the proper centralized procurement office for further processing.

Reference: KRS 45A.080 Competitive sealed bidding, FAP 111-35-00 Competitive Sealed Bidding, and 200 KAR 5:375 Multistep Competitive Sealed Bidding.

The following procedural changes are recommended:
· Quantities on a Master Agreement will establish a maximum permissible quantity per order.

· All current agency-created MA's would instead result in Non-Encumbering Contracts in Advantage 3.
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Figure 5.1.5.1 Typical Competitive Sealed Bidding/Competitive Negotiation Flow
5.1.5.2 Competitive Negotiation
Competitive Negotiation process should be used when the required goods or services cannot be clearly described and the Commonwealth needs the help of outside Vendors to clearly define as well as provide the solution.   Request for Proposals are issued centrally by OMPS for goods and services. All agencies may issue RFP’s for Professional Services.   The evaluation process can include more subjective criteria.    The tendering process can be multi-staged.  The general public must, at a minimum, be notified of the Solicitation seven days prior to opening of the bid packages. Additional consideration is required under this method as compared to Competitive Sealed Bidding in the areas of multi-staged tendering of proposals and special workflow and approval paths, especially in regard to Personal Services Contracts.

Reference: FAP 111-43-00 Personal Service Contracts, KRS 45A.085 Competitive Negotiation, FAP 111-57-00 Competitive Negotiations, and KRS 45A.695 Personal Service Contract Procedures.

The following documents offer additional functionality within Advantage 3:

EVT - The team evaluation is also new to Advantage 3. The buyer can indicate the evaluation team on the solicitation document, and each member would be responsible for completing an individual EVT document to be then routed to the buyer for evaluation and compilation of scores.

SOQA - The Solicitation Question and Answers table allows buyers to search for a solicitation and answer a vendor's question by doing one of the following:

· Link to the Answer Question page by clicking on the “Answer?” link.

· Link to the Ask Question/Answer page by clicking on the “Ask Question/Answer” link.

Solicitations are added to this page once the first question has been asked in Vendor Self Service (VSS) and that VSS has been synchronized with ADVANTAGE Procurement. Buyers receive an email notification once a question has been submitted for their solicitation.  A Buyer can search for a solicitation using wildcard characters.  The grid allows a buyer to sort by the column headings that are underlined.

5.1.5.3 Noncompetitive Negotiation

The Noncompetitive Negotiation Process is initiated primarily on an Emergency basis or when competition is not feasible because only one vendor can provide the required commodity or service, or when there are standing determinations that bidding is not practicable.  Textbooks, insurance and computer software are examples of commodities that might require Noncompetitive Negotiation. Declaration documentation is required to be included in the procurement folder.  This process is generally accomplished through a stand-alone Payment Request (PRC) or through a two-way match (Contract/Invoice) to generate a Payment Request (PRM).

The head of the procuring agency is required to submit the request for Emergency or Sole Source declaration to the Secretary of the Finance and Administration Cabinet for approval prior to issuing an award or payment. Only in the event of an emergency as defined by KRS 45A.095 (3) may services or goods be authorized prior to approval by the Secretary of Finance.

Reference: KRS 45A.095 Noncompetitive Negotiation, FAP 111-08-00 Competitive Bidding Exceptions: Specified by Law or Regulation, FAP 111-09-00 Competitive Bidding Exceptions: Standing Determination of Not Practicable or Feasible, FAP 111-10-00 Competitive Bidding Exceptions: Sole Source, and FAP 111-39-00 Emergency Purchases
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Figure 5.1.5.2 Noncompetitive Negotiation

5.1.5.4 Small Purchases

The Small Purchase process permits decentralization of the procurement function to allow agencies to fill their needs without undue demands required of the more complex, large procurement activities. The standard agency limit is $1,000 for a single quote purchase for goods and services and $3,000 for construction related activities, however delegations have been granted to various agencies for up to $20,000 for goods and services and $40,000 for construction, which require multiple quotes. The process most often entails a stand-alone PRC for single quote purchases; however, some multi-quote purchase scenarios might include all of the following documents:  purchase request (RQS), request for quotation (RFQ), evaluation (EV), contract (PO,PO2) and invoice (IN). Of key consideration is the permissibility of partial payments. If partial payments are to be considered, it is required to establish an award document in order to provide a common reference for all of the payment requests.

The requirement to obtain quotations from vendors can be deferred if an RFQ document is processed to open the opportunity to public bidding through vendor self-service.

Reference: KRS 45A.100 Small purchases, FAP 111-55-00 Small Purchase Procedure for Goods and Non-professional Services, and FAP 220-10-00 Small Purchase Procedure for Construction Services

Reference: Small Purchase Authority Delegations and Quotation Limits

http://mars.ky.gov/AgencySmallPurchaseLimits.xls
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Figure 5.1.5.3 Small Purchase
5.1.5.5 Catalog Functionality

Catalog functionality is used to locate sources for all items currently on contract, commodity codes not on contract and sources for prior purchases.

Users will access the Universal Requestor Catalog Search (URCATS) page to search for items by supplier part number, vendor name, description and various other criteria.  Users may use wild cards and key words to extend searching capabilities.
Once the item is located, users can generate a Requisition (RQS) for those items not already on contract, a delivery order for those items on master agreement or a PRC to pay for items received on a confirming type order basis.

The functionality is similar to the Market Basket in Procurement Desktop.

Search results are returned with priority given to the match score and a vendor preference level, which would elevate the status of preferred vendors such as Kentucky Correctional Industries.
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Figure 5.1.5.4 Catalog Functionality

5.1.5.6 Commodity Codes

All contract items will use the 5 digit NIGP code. This should greatly simplify the selection of the proper code.

Additionally, certain codes will be limited to use on a limited number of documents. For example NIGP codes 91874 for Legal Consulting and 96149 for Legal Services would be limited to the Legal Services Procurement type and allowable documents.

Existing items in PD will have the 11 digit codes truncated to the first 5 digits. If additional classification is needed for inventory or other purposes, the warehouse and stock item fields are available for additional classification. For fixed assets, additional codes can be added by the system administrator within existing gaps in the classifications. Customization will be required for certain Transportation Cabinet, and perhaps Department of Corrections, specific codes.

5.1.5.7 Buying Entities

The concept of buying entities is replaced by the combination of Department and Unit. Master Agreements have authorized Departments and Units at the header level which permit or restrict usage.  All other documents contain the Department and Unit codes as part of the Document code at the header level and security will permit or restrict usage and visibility.

5.1.5.8 Document Subtype – Procurement Type 

All procurement documents must be assigned a procurement type. These types are determined by grouping those with similar evaluation criteria, allowable documents, approval paths, etc. Once the procurement type is selected, the choice of cited authority is limited to only those appropriate for that type. Also, document codes are limited to prevent users from proceeding down an incorrect path. An example would be once the user selects a Procurement type of Small Purchase - Goods, the cited authorities would be limited to only those for FAP-111-55-00, or KRS 45A.100. Additionally, the Master Agreement document would be prohibited, and the SO and EV documents would be permitted, but not required. 
The intent of the Procurement type is to guide users down the correct path by using filtered choices based on the combination of prior selections.

5.1.5.9 Cited Authority

The cited authority functionality remains much the same as in MARS with the exception that the choices are filtered based on the selection of Procurement Type as detailed above. The tables are established with appropriate Department and dollar limits.

In addition, general accounting documents such as the General Accounting Expenditure (GAX) may require cited authority.
5.1.5.10 Funding Templates

Users may utilize the Accounting Template functionality to define a single funding string using any Chart of Accounts elements.  In addition, users may also utilize the Accounting Profiles functionality to build groupings of standardized funding templates split on a percentage basis. This is very similar to the accounting template concept existing in MARS.  However, set up and usage of accounting templates and accounting profiles in Advantage 3 has been simplified.
5.1.5.11 Tolerances

The concept of tolerances exists in Advantage, but it is somewhat different than in Procurement Desktop. Tolerances are controlled at the central and the document level. If a document is permitted to have a quantity or total amount tolerance, the user must enter an amount on the document. Tolerances will only be permitted on certain document codes. By statute, tolerances in quantity are limited to 10%, unless specifically stated in the solicitation. An example of an appropriate use of a quantity tolerance is an order of gravel for 10 tons, but because of the imprecise nature of loading the truck, the actual delivery is 10.2 tons. A tolerance in the award document of up to 10% would permit the end user to accept and pay for the entire load.

5.1.5.12 Assignment of Benefits

Assignments record mergers and acquisitions of companies or assignment of payments, and assignment of contract. An approved assignment shall apply to all future contracts that are renewals of the original contract assigned, and shall be effective until the original contract and any renewals expire or are terminated, or until a subsequent assignment of the contract proceeds is approved. The Division of Statewide Accounting Services shall establish an alternate vendor number for the assignee and record the vendor number in the upper right corner of the assignment form. 

Reference: FAP 120-08-07 Assignment of Benefits

5.1.5.13 Contract Termination

Depending on circumstances, a contract may be terminated either for "Non-compliance" or "Mutual Agreement" between the Commonwealth and the Vendor. 

Based upon conditions of the termination, the buyer selects whether he/she wants to “Close Without Receipt.”  If <Yes> is selected, then any outstanding purchase orders are closed immediately, without additional activity.  If <No> is selected, then the outstanding purchase orders remain open for receipts and payments.  The acceptance of the Termination document posts a modification to the referenced award document.  Master Agreements will be cancelled by a system generated Award cancellation.  All open encumbrances for Delivery Orders referencing Master Agreements will be closed if the buyer has selected to close without receipts.  This action cancels any open purchase orders and notifies the using agency of the termination and cancellation of the order via e-mail.

The following process or procedure changes are recommended:
· It is the belief of the Commonwealth that once the encumbrance is made it should remain in force regardless of the status of the referenced MA.  The close with receipt option should be chosen in most cases.

5.1.5.14 Contract Renewals

If a vendor's performance has been acceptable during the life of a Master Agreement, then the buyer may elect to renew the agreement based on the established renewal periods as permitted under the terms of the solicitation. 

Current processing requires the buyer to contact end users for recommendation to renew and seek agreement to renew from the vendor. E-mails are usually attached to the modification document as concurrence of parties. Buyers would then determine renewal period and pricing as applicable.

A buyer chooses one of three price adjustment indicators: “Prices Firm,” “Line Adjustments Required” or “Price Escalation Percentage.”  If “Prices Firm” is chosen, then no changes are required.  If “Line Adjustments Required” is chosen, then the buyer must select the “Load Commodity Lines” link at the top of the Header section.  This will bring all MA lines into the Commodity detail section of the Renewal document.  The buyer will then be able to make all necessary line adjustments.  If “Price Escalation Percentage” is chosen, then all the buyer needs to do is specify the escalation percentage.

The following process or procedure changes are recommended:
· Buyers and end users would be required to complete evaluation documents prior to renewal.

5.1.5.15 Receiving Maintenance

Receiving Maintenance is a menu option that allows administrators to correct or delete quantities that were entered through a Receiving Document. The function of Receiving Maintenance is currently limited to members of the Customer Resource Center (CRC).

Modifications to the RC document are accurately reflected on the award document. The Receiver Document Modification could have limited access by using security edits on the version number. Anything beyond the original document could not be editable except by designated users.

5.1.5.16 Encumbrance Management

Encumbrance management is utilized to restore encumbrances mistakenly liquidated or liquidate encumbrances that were incorrectly paid without proper reference to the encumbering document. 

In MARS, to restore an encumbrance that was mistakenly liquidated by a user referencing an incorrect document, a zero dollar invoice is processed by adding a negative line amount referencing the contract and an offsetting line that does not reference the contract. 

Users can now change the funding on the payment document referencing an award, and that in turn would result in proper liquidation of the encumbrance established by the contract and properly account for the expense under the new accounting line. This should significantly reduce the need to liquidate remaining encumbrances when payments are made not referencing the award.

The CEC (Commodity Encumbrance Correction) document is to be used to reestablish an encumbrance against and open award when a portion has been mistakenly liquidated.  CEC is also used to partially liquidate a payment that was not properly referenced. CEC uses "inverse" commodity and accounting lines for negative dollar totals to reestablish the encumbrance.  
5.1.5.17 Procurement Archiving

Procurement documents will be archived through an automated batch process.  The specific timelines by which documents will be archived are still being determined.

5.1.5.18 Vendor Registration

This process involves the Commonwealth-wide registration and maintenance of vendors and includes the registration via vendor entry and Commonwealth entry as well as the interface feeds from UPPS and Medicaid.  Vendors may be registered through either web entry via Advantage Vendor Self Service (VSS), or manual input with approval required via the VCC document in Advantage 3 or a system interface for KY and MD records. Advantage 3 contains a single table for Vendors and Customers.

Vendor Number
In Advantage 3, the Commonwealth will no longer use the TIN (Tax Identification Number) as the Vendor Code. An assigned number will be utilized.

Vendor Types

Business types will be utilized to indicate the vendor’s status as regular, various employee types, government, UPPS or Medicaid fed and all minority statuses.

5.1.5.19 Vendor Approval

This manual process incorporates the approval of a Vendor by State-Wide Accounting Services through the verification of such fields as FEIN Number, SSN, addresses, and 1099 Information.

A significant change in process would include the verification of the vendors tax identification number (TIN) through the TIN matching program with the Internal Revenue Service. The TIN Matching Program can be utilized in two ways: 
1. Interactively – a user can submit up to 25 name/TIN combinations at a time during a session, and receive a response within 5 seconds.

2. Bulk downloads – users may download up to 100,000 name/TIN combinations and receive a response within 24 hrs.

The requests will result in one of the following responses:
· Name/TIN combination matches IRS records 

· Missing TIN or TIN not 9-digit numeric 

· TIN not currently issued 

· Name/TIN combination does NOT match IRS records 

· Invalid request (i.e., contains alphas, special characters)

· Duplicate request 

The TIN Matching is provided at no cost to Government users by the IRS.

Another significant process change involves the use of a validation such as USPS Coding Accuracy Support System (CASS) Certified Software Plus Delivery Point Address Validation. CASS is the process that ensures accurate carrier route, 9-digit ZIP+4 codes and Delivery Point Barcodes are placed on mail pieces by address correction software.

The application USPS CASS certifies addresses in batch or interactively in accordance with United States Postal Service publication 28 standards, validates and matches addresses to current United States Postal Service AMS-II City, State, Zip+4, ZipMove and delivery point validation data adding ZIP Code, ZIP+4, carrier route, delivery point and POSTNET barcode.

These two additional validation steps prior to approval of vendors greatly reduces issues associated with misdirection of 1099 and other bulk mail distribution, but more importantly provide additional assurance of proper identification of vendors and reduction of the potential for fraud and the possibility for fines imposed upon the Commonwealth for improper reporting of 1099 information.

A list is available from the USPS at: http://www.usps.com/ncsc/ziplookup/vendorslicensees.htm 

5.1.5.20 Vendor Update

Changes to vendor records are initiated by processing a VCM document.  This would include any information on the record, e.g., address, commodity, bank info, pre-qualification.  
SAS would verify any changes to TIN or Address in the same manner as described above for initial registrations.

5.1.5.21 Vendor Purge

The Commonwealth may occasionally identify the need to purge vendors from the vendor table that meet specified criteria, e.g., unchanged vendors, unpaid vendors, vendors with no outstanding contracts, no purchases bid vendors and vendors with no current commodity qualifications.

On the Certification screen of VCUST, a Vendor’s active status may be set to “delete”. Once this is set a Vendor may no longer be awarded a Contract and the record will be deleted from the system when the offline delete process is executed

NOTE: Kentucky will be converting Employee and Regular Active Vendors with a strategy to allow Vendors to modify converted data through Vendor registration.  This will mitigate the need to purge vendors in the immediate future as only active Vendors will be in the Advantage 3 database.

5.1.5.22 Online Functionality

Vendors can register to be added to the Commonwealth's vendor maintenance file or update their current address information via the web.  Vendors can search the vendor maintenance database to ascertain if their company is already registered or if their address information is correct.  

From the web, vendors can monitor active solicitations.  If the vendor is interested, they can print a hardcopy of the solicitation and mail in their bids or submit an online bid if the solicitation authorizes electronic bids. The vendor can also browse recent contract awards.  

Vendors are required to sign in to access much of the information available. The bids or auctions posted would still be available for anonymous public viewers, but login would be required for actions such as on-line bidding, and updates to address information.
5.1.5.23 Workload Management Setup

The Workload Manager within AMS ADVANTAGE Procurement allows a manager to monitor and allocate the workload of buyers or teams of buyers, in terms of dollar value, complexity, commodity, procurement type, and number of procurements in process.

Managers can view the workload of the buyers they supervise and adjust procurement specific completion requirements.    Buyers have two views: “My Workload” and “My Team Workload”.  

Generally speaking, there will be teams of Buyers set-up for central organizations e.g. Office of Material and Procurement Services and Division of Engineering and Contract Administration; as well as the larger cabinets in state government such as the Transportation Cabinet.  Existing Managers will be given access to the Procurement workload update tables like “Procurements I Manage” and “Procurements My Team Manages.”

5.1.5.24 Matching

Matching occurs at a defined level of either two-way or three-way to create a Payment Request document for both external (PRM – Payment Request Matching) and internal (PRMI – Payment Request Matching Internal) vendors.  This can occur at either the Document level for Award contracts for “Goods”, or at the Commodity level, for Award contracts for “Professional Services”.  
Matching rules are defined at the document level as follows:

· PO – three-way match

· PO2 – two-way match

· DO – three-way match

· DO2 – two-way match

· CT – three-way match

· CT2 – two-way match

· Personal Services – no matching, done through PRC

It has been determined that for the Commonwealth’s purposes, two-way matching is recommended at the “Order-Invoice” level.  The match occurs when the contract and invoice documents match at either a partial or final level, this is dependent on how it has been setup, and a payment is then automatically generated through a batch process. An example of this will be used for lease agreement contracts, and will be defined at the commodity code level which is identified within a specific range of values.  As a result of this two-way match, there is no need to record receiver information in order to process payments. 
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Figure 5.1.5.5 Two-Way Match

The three-way match includes the “Order-Receipt-Invoice” and will be used primarily for contracts that are for “Goods” where the receipt of a good and its invoice is required for payment to a Vendor. 
While the preferred method of paying for contracts is a three-way match smaller agencies may obtain approval from OPMS to use the two-way match payment method.
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Figure 5.1.5.6 Three-Way Match

The Matching Status (MATA) is used to track a contract on activity from an Invoice, Receiver, and Payment perspective against it.  This table can also be used to change funding against a payment document should the need exist – see scenario Funding Precedence under scenario AP08 – Encumbrance Management. 

5.1.5.25 Direct Order Reference

Matching will not be required for “Professional Service” contracts.  Instead, a direct reference will be used for payment.  A Payment Request Commodity (PRC) document will directly reference the professional service contract.  Users will complete the PRC with appropriate quantities, dollar amounts, vendor invoice number, etc and then submit the document for approval.

5.1.5.26 Straight Disbursement

A straight disbursement is a payable that does not reference any award document.   The Commonwealth will use a standalone payment request document (PRC) for commodity-based purchases. The use of straight disbursement for non-commodity based payments will be handled through the creation of a General Accounting Expense (GAX) document. Cited Authority will be required on both the PRC and the GAX documents.  Cited authorities on each document will be limited to those intended for commodity and non-commodity payments.  Cloned GAX documents, similar in nature to the standard GAX, will be used for revenue refund and balance sheet account payments. 
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Figure 5.1.5.7 Straight Disbursement

5.1.5.27 Accounts Payable Documents Crosswalk
The Commonwealth will replace Procurement Desktop and Advantage 2 documents with those identified within the Document Crosswalk table listed below:

	Accounts Payable Functionality
	MARS Document
	Advantage 3 (eMARS) Document

	Receiving
	V
	Receiver (RC)

	
	
	

	Invoice against Award
	N/A see Payment
	Invoice (IN)

	Recurring Payments (Commodity-Based)
	A (Payment Authorization)
	Future Document Triggering on Invoice

	Recurring Payments (Non-commodity based)
	Table Update (REPV)
	Future Document Triggering on a GAX document

	Payment Request (Commodity-Based)
	I/PVP
	Payment Request for External Vendors (PRC)

	
	I/PVP
	Payment Request for Internal Vendors (PRCI)

	
	I/PVP
	Payment Request Matching for External Vendors (PRM)

	
	I/PVP
	Payment Request Matching for Internal Vendors (PRMI)

	Procurement Card Payment
	O/PVC
	Payment Request Pcard (recommend PRP)

	Miscellaneous Quick Payments (Non-commodity based)
	Y/PVP
	General Accounting Expenditure (GAX) 

	General Accounting Expenditures – (Non-commodity based)
	P1/PV
	General Accounting Expenditure (GAX) – for limited use.

	Multi-Vendor Payments (Non-commodity based)
	MP
	General Accounting Expenditure (GAX) 

	The record of a credit card transaction
	ProCard Document
	Pcard Document


5.1.5.28 Procurement Document Crosswalk

The Commonwealth will replace Procurement Desktop and documents with those identified within the Document Crosswalk table listed below:

	Functionality
	MARS Document
	Advantage 3 (eMARS) Document

	Shopping Cart resulting in a purchase request. Used for items not currently on contract.
	Market Basket > PR
	URCATS>UR>RQS

	Shopping Cart. Used for items currently on contract, but for which no formal order is required. Results in a payment initiation document.
	Market Basket > Invoice
	URCATS>UR>PRC

	Shopping Cart. Used for items currently on contract, and which results in a formal order document.
	Market Basket > CDO
	URCATS>UR.DO

	Purchase Request resulting in pre-encumbrance
	Purchase Request - Regular
	RQS

	Purchase Request resulting in no pre-encumbrance
	Purchase Request - Marked for MA
	RQSC non-encumbrance event type 

	Solicitation for Small Purchase Departmental use only.
	Solicitation - RFQ
	RFQ

	Formal Bid Request
	Solicitation - RFB
	RFB

	Formal Request for Proposal
	Solicitation - RFP
	RFP

	Request for Information
	Solicitation - RFI
	RFI

	Evaluation of Bid Responses
	Evaluation
	EV

	Bid Response Document
	None
	SR or SRW

	Record of Evaluator Comments
	None
	EVT, EV

	Listing of Targeted Vendors
	Mailing List
	Solicitation Document - Vendor List

	Formal Award Document
	Award/Contract
	PO/DO/SC

	Formal Award without Guaranteed Quantities for a stated period of time
	Master Agreement
	MA

	Formal Award without Guaranteed Quantities for a stated period of time for multiple agencies, with searchable catalog items for shopping capability.
	Catalog Master Agreement
	None

	A PO was formerly used as an internal award document. The Advantage 3 counterparts will be used as decentralized Award Documents.
	Purchase Order
	PO/DO

	Record of Receipt of Goods
	Receiving Document
	RC Document

	The Invoice in PD was the Payment Initiation Document, In Advantage 3 it is a record of the vendors invoice.
	Invoice
	IN

	Non Commodity Based Payment Initiation Document
	MQP
	GAX (for limited use)

	An encumbering award document referencing a Master Agreement. Sometimes referred to as a release order.
	Delivery Order
	DO

	An encumbering award document referencing a Catalog Master Agreement. Sometimes referred to as a release order.
	Catalog Delivery Order
	DO

	An automated trigger to produce a payment document on a regular schedule
	Payment Authorization
	Recurring Payment Order
Future document triggering

	The form used by most system users to enter a vendor record into the system
	Vendor Request Form
	VCC/VCM

	The record of a credit card transaction
	ProCard 
	PRP

	A document to record complaints against a vendor or other issues referencing a particular contract.
	Vendor Tracking Document
	None


5.1.5.29 Procurement Card Payment Process

A Procurement Card is a credit card (i.e., Visa) that may be used to purchase goods or non-professional services that are allowable per established limits and Finance & Administration policy. The card can be used with any merchant that accepts the charge card similar to a personal credit card.  Agencies use the Procurement Card to establish a more efficient, cost-effective alternative to make small purchases that are within Finance & Administration policy.  As cardholders make payments using the card, transactions are compiled and received daily via an electronic file from the issuing bank.  The file is then brought into eMARS through a batch process to create procurement card payment request documents (PRP) for each administrator.
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Figure 5.1.5.8 Procurement Card Payment Process

The following represents the procurement card processes needed in order to achieve accurate creation of payment documents; proper reconciliation by administrators and a timely payment to the issuing bank.

· Establishing Accounting Templates/Profiles

· Establishing Card Records

· Batch Processing

· Unprocessed Procurement Card Activity

· Payment Request Reconciliation

· Transaction Status

· Disbursement

· Reporting
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Figure 5.1.5.9 Procurement Card Payment Process

Establishing Accounting Templates/Profiles

Accounting templates are established on the ACTRL table to identify common funding strings used by the agency.  Accounting profiles are established on ACTPR.  Profiles consist of two or more accounting templates split by percentage.  Administrators are required to assign either an accounting template or profile to each cardholder record.

Establishing Card Records

Card numbers must be entered into eMARS on the Procurement Card Administration (PRCUA) table.  If card numbers are not properly entered on this table, transactions for the cardholder will not appear on the PRP.

The PRCUA table associates a card number to an administrator and billing account number and identifies the accounting template or profile that will default for each cardholder transaction.  Administrations will also be required to enter a Pcard ID on this table.  This ID will be a unique identifier for the cardholder.  Although the card number itself will appear on the PRCUA table for administration purposes, card numbers will not appear on related documents and reports.  Instead the Pcard ID field will appear to identify the cardholder.  Administrators will be instructed on the proper method of assigning a Pcard ID.

Batch Processing

Card transactions for all Commonwealth cardholders are received daily via an electronic file from the issuing bank. During a daily batch process, valid transactions are compiled for each administrator using data from the electronic file and the PRCUA table.  PRP documents with all valid transactions for that day are created for each administrator.  If during the batch processing there is insufficient data to establish transaction(s) on the PRP document, these transactions will post to the Unprocessed Procurement Card Activity (PRCUU) table.

Unprocessed Procurement Card Activity

The PRCUU table contains the unprocessed procurement card activity for each administrator.  One likely reason for unprocessed activity is that the PRCUA record is either absent or the card number was not accurately entered on the table. In this instance, someone from the Finance & Administration Cabinet will contact the administrator responsible for the card number and ask that the card record be accurately entered on PRCUA.  Another common reason for unprocessed activity is that the transaction(s) for a particular administrator sum to a credit balance.  In this instance, transaction(s) will continue to accumulate from the daily batch process until the total of all transactions for an administrator is a positive value.  At that time, a PRP document will be created.

Procurement Card Payment Request (PRP) Reconciliation

PRP documents created during the batch process will appear in the Document Catalog in draft phase.  Administrators will be expected to check the Document Catalog daily for PRP documents and to reconcile the transactions with the receipts of purchases.  Administrators will be able to identify vendors for 1099 reporting, edit funding, enter a transaction status, and enter valid commodity code values for purchases of fixed assets.  PRP documents will generate fixed asset shell documents provided the proper commodity codes are recorded.  Once complete, administrators should submit the PRP documents into workflow for approval and ensure the documents are approved timely.

Transaction Status

Transaction status is identified by the administrator during the reconciliation process.  Administrators will be able to view transactions by status (i.e. Reconciled, No Receipt, Disputed, Sales Tax Added) on the Procurement Card Paid Transaction (PRCUT) table.

Disbursement

PRP documents are created with schedule pay date identified during the daily batch processing.  The scheduled pay date represents the Due Date for the issuing bank.  Once PRP documents are approved through workflow, eMARS will summarize the payment by the billing account number and submit one Electronic Funds Transfer (EFT) to the issuing bank by the due date specified.

Reporting

The Non-Reconciled Pcard report can be ran from directly within eMARS.  This report will show administrators all transactions that reflect a status other than “Reconciled”.  In addition, to standard reports within eMARS, there are also standardized reports within infoAdvantage such as the Procurement Card Settlement Report.  Agency personnel will also be able to run agency specific reports from the procurement card data within infoAdvantage.  Actual card numbers will not appear on reports for security purposed.  Field such as the Pcard ID can be used to identify cardholders.

5.1.6 Revenue and Receivables (RR)
Revenue is defined as income to the Commonwealth that is recorded as an income statement account, for example, tax collection, and income earned for goods and services provided.  A Receivable event is an event known to have occurred resulting in a sum of money being due to the Commonwealth; for example, a fine is owed to the Commonwealth due to violation of a government regulation.  Revenue can be recognized at the time goods and services are provided and a receivable event is recorded.  Revenue can also be recognized when money (i.e., cash, check or EFT deposit) is received and a receipt is recorded.

eMARS will be used to record Revenue and Receivable activity.  eMARS records detailed revenue transactions and supports both cash and accrual basis accounting.  eMARS also supports the creation of customer invoices and statements, tracking payments against invoices, collections for delinquent accounts, and other accounts receivables related activity.  Transactions are recorded on the Document Catalog, posted to on-line tables (i.e., Customer Account Information (CUSTA) and Customer Information (CUSTS) and various ledgers.  eMARS provides centralized tracking and monitoring capability through on-line inquiries and management reporting.

The eMARS Project Team determined that some current accounts receivable subsystems will exist external to eMARS (Revenue Cabinet, Transportation Cabinet, etc.).  eMARS will not replace these agency systems due to the other necessary information that is housed in the subsystems.

Six processes were identified within the Revenue and Receivable function:

1. Billing

2. Receipt

3. Collection

4. Customer Maintenance

5. Deposit

6. Adjustment

5.1.6.1 Billing
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Figure 5.1.6.1  Billing

The Commonwealth’s continued vision for the billing process is:

· To establish a system that provides accurate and timely billing for amounts owed to the Commonwealth.

· To provide a system that supports decentralized data entry for generating accounts receivables billings.

· To establish a system that provides a means for tracking accounts receivables in a centralized and decentralized environment.

· To provide a system that provides billing capabilities for the Commonwealth’s various types of receivables (i.e., fees, permits, etc.).

· To provide a system capable of monitoring the aging of the accounts receivables, and creating customer billings and statements based on the age of the receivables.

· To provide a system capable of tracking delinquent accounts through the collections process through write-off.

The Billing process records and tracks receivable events in eMARS.  Invoices are sent to customers as a result of the billing process.  The Billing event is triggered by a pre-billing event, which comprises the order of goods and services and/or fulfillment of order, traffic violation, etc.

The Billing process records amounts legally owed to the Commonwealth.  It can be a revenue event if goods and services are provided; it can be a vendor refund owed to the Commonwealth; or it can be unearned revenue.

The recording of the Billing event will be primarily performed by agencies in a decentralized environment.  Agencies initiate the data entry, obtain approvals from the agency authority and process the billing.  As a result, an invoice is printed at the agency site and sent to the customer.  Optionally, a customer statement can also be generated and mailed.  While agencies are responsible for tracking their own receivables, central office will also be able to monitor at the statewide level via on-line inquiry and reports.

For agencies using their own accounts receivable subsystems, summary receivable information will be sent from the offline system and recorded as an accounting event in MARS.  Invoices are not produced for these summary receivables.  

5.1.6.2 Receipt
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Figure 5.1.6.2  Cash Receipt Flowchart

The Commonwealth’s vision for the receipt process is:

· To provide a system capable of recording receipts into the system as quickly as possible.

· To provide a system capable of applying the receipts to the proper open accounts receivable balances.

· To provide a system capable of applying the receipts to the proper revenue classifications.

The Receipt process records money received by the Commonwealth.  Money can be received in the form of check, cash or EFT/EDI.  Regardless, a receipt transaction represents one of the four business events:  

· Customer pays bill – the corresponding receivable is therefore closed.

· Vendor returns refund – a reduction to expenditure is recorded.

· Customer pays for cash sale – revenue is recorded.

· Customer pays for goods and services not yet performed – deferred revenue is recorded.

The Receipt process will be initiated by the agencies that receive money and completed by the Treasury who deposits the money into the bank.  As in MARS, the agency should write the CR document number on the check.  The timing is critical for this process.  From the time agencies receive the money until Treasury deposits into the bank, the customer receivables will stay open.  In addition, money should not be available for agencies to spend until the Treasury deposits it.

Online inquiries provide the ability to track which receivables have been paid by the customer and which are still outstanding.  The eMARS security setup should ensure that agencies only see their own transactions online.

5.1.6.3 Collection
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Figure 5.1.6.3  Collection

The Commonwealth’s vision for the collection process is:

· To provide a system capable of identifying delinquent accounts.

· To provide a system capable of pursuing delinquent accounts receivables by creating dunning messages and collection letters that are tailored to agencies’ needs.

· To provide a system capable of applying interest and late charges to delinquent accounts.

· To provide a system capable of intercepting payments to customers that have delinquent accounts receivables.

· To provide a system that prepares an accounting transaction to recognize a receivable due to a NSF check.

· To provide a system with the ability to update customer account balances for any collections made.

· To provide the ability to update a customer’s credit file to reflect collection activities.

· To provide the ability to write-off uncollectible accounts.

Assuming a customer pays his bills on time, the first two processes (Billing and Receipt) will be sufficient to record his business with the Commonwealth.  However, the collection process comes into play when the receivables become past due.  Based on the number of days past due, different messages will be sent to remind the customer of the amount owed to the Commonwealth.  Agencies will define the content of the dunning messages and collection letters on the dunning message (DUNN) and collection letters (COLL) tables.  The scheduling of the messages and letters is defined on the Collection Control (COLLC) table, and linked to the receivable through the Billing Profile.  On the appropriate day past due, the respective dunning message is printed on the invoice during the normal invoice print process.  Dunning messages can also be reprinted on-demand to a local printer or by batch.  Collection letters will be printed by batch during the nightly cycle, and can also be reprinted on-demand to a local printer. The printing and sending of the dunning messages and collection letters will be done at the agency site.

Optionally, interest and/or late charges will be applied to the customer’s billing.   The interest and late charge accrual is calculated based on parameters (i.e., interest rate, interest type, late charge amount, etc.), defined in the System Options (SOPT) or on the Billing Profile (BPRO) tables.

Different collection events are listed below:

· Accrue interest and apply late charges.

· Arrange alternative payment scheduling.

· Write off.

· Intercept.

· Hand over to a collection agency.

· Handle a NSF check.

eMARS provides the capability for flexible payment arrangement.  The customer can negotiate with the Commonwealth and arrange alternative payment scheduling.  The flexible payment scheduling can be established in eMARS by using the Payment Plan (PSCHD) table.  A Commonwealth policy should be developed to address this function.

A customer’s receivable can also be written off when it is evident that the collection is highly unlikely.  The write-off of a receivable is scheduled on the Pending Write-off (PUNR) table.  A write-off transaction will be automatically generated in the nightly cycle to reverse the receivable entries.

In the situation when a customer is also a vendor, past due amounts for the customer could be intercepted against Commonwealth payments to that customer.  The intercept process is being handled by the Disbursement team and is discussed in the Section 5.1.7. 
In MARS, the recording of a Non-Sufficient Fund (NSF) check is done on a Non-Sufficient Fund Cash Receipt (CR) document.  The NSF checks are returned to the Treasury who initiate and post the CR document.  In eMARS, NSF’s will be recorded similarly on a CR document. If the check returned for NSF was originally recorded as a CR referencing a Receivable document (RE), the agency will need to reestablish the Receivable document. The NSF checks received by the field office will continue to be recorded and processed by the field office.  

Under the Collection process, agencies will have the flexibility to control the following elements through the Billing Profile (BPRO) table:

· Interest.

· Late charges.

· Past due date lag.

· NSF charge.

NOTE: In MARS, agencies could establish agency specific tolerance levels on the Revenue Options by Agency (ROAR) table.  In eMARS, tolerances are established either system-wide, by fund, or by document type.   

5.1.6.4 Customer Maintenance
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Figure 5.1.6.4 Customer Maintenance

The Customer Maintenance process includes the following activities:

· Establish a customer record.

· Change a customer record.

· Inactivate a customer.

· Mark a customer in dispute or in legal action.

· Delete a customer.

· Maintain an audit trail.

The Commonwealth’s vision for the Vendor/Customer table is to keep it as up-to-date as possible, with the most accurate information.   The establishment and maintenance of customer records are shared activities between agencies and Central Finance.  Agencies will initiate any new customer and changes to an existing record through the use of the Vendor/Customer Creation (VCC) or the Vendor/Customer Modification (VCM) document.  This document will be routed through workflow to Central Finance.  Central Finance will approve and update the customer records.  Once the Customer is established in eMARS, the agency will establish a Customer Account to track receivable activity unique to the agency.  A Customer can have multiple accounts, both within an agency as well as across the state.

Additionally, the Commonwealth would like to keep the size of the database at an optimal level and delete those customers that no longer conduct business with the Commonwealth.  Customers should be inactivated and/or deleted based on user-defined parameters.  Examples of the parameters would include time limits for placing orders, receiving payments, or any other type of customer activity.  These parameters would be used to mark the customer as inactive, mark the customer to be deleted, automatically inactivate a customer, and automatically delete.

The tracking of the customer balances will be performed at both agency level and central/statewide level.  For agencies, online inquiry capabilities will allow them to track customer balances that are only relevant to their own agencies’ business events (i.e. Unliquidated Receivables by Department and Unit on the Customer Information (CUSTS) Table or Unliquidated Receivables by Billing Profile on the Customer Account Information (CUSTA) Table).  For example, agency A will not see agency B’s detail transactions and balances for the same customer.  On the other hand, Central Finance will see customer balances at a statewide level using the baseline Aging by Customer report or a custom report designed through the infoADVANTAGE reporting tool.  

5.1.6.5 Deposit
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Figure 5.1.6.5  Deposit


The Commonwealth’s vision for the deposit process is:

· To accelerate deposits into the bank, resulting in potentially increased investment income and better cash management/forecasting.

· To record deposits into the system as quickly as possible.

· To provide the ability to receive electronic receipts.

· To provide a system capable of producing deposit tickets.

· To provide a system capable of tracking deposit information that will assist in the bank reconciliation process.

The Deposit process is a separate process from a Receipt transaction because different deposit scenarios require different procedural steps.  For example, some agencies deposit the money into Farmer’s bank through the Treasury. In other instances, agencies deposit the money into a local bank account and then transfer the money to the Farmer’s bank account.  

5.1.6.6 Adjustments 

The Commonwealth’s vision for the adjustments process is that only properly authorized adjustments will be made.

The Adjustments process includes all adjustments to a receivable transaction.  The approval process should be the same for the adjustment as for the original transaction.  The following lists some examples of adjustments to receivables:

· Increase/decrease a receivable amount.

· Change the revenue account the receivable is applied to.

Adjustments will not be made to Cash Receipt documents in eMARS.

5.1.7 Disbursements 

The Commonwealth of Kentucky requires the ability to process disbursements (check and electronic transfers) in eMARS.  Through the Design Analysis process, it was determined that the disbursement process would be separated into two distinct areas: Checkwriter disbursements and non-Checkwriter disbursements.  Checkwriter disbursements are those disbursements that will be received from other agencies in a specified format via an electronic feed to the eMARS systems.  Non-Checkwriter disbursements are all other disbursements (usually directly entered into eMARS).  

There are several areas that were covered in the Implementation Analysis Process that have an impact on the overall disbursement process.  These areas are listed below:

· Discounts – Discounts will be handled in Procurement related documents.  The discount percentage will be applied to the vendor invoice prior to disbursement.  For accounting lines on the payment request marked as final, the entire encumbrance amount will be liquidated.  If the line is not marked as final, only the amount of the payment request will be liquidated.  
· Schedule Payment Date – The schedule payment date field on the payment document will be populated based on the due date field entered from the vendor’s invoice by the user into eMARS.  The Commonwealth will ensure that the AD and EFT (electronic funds transfer) processes are run to allow enough time for the check and/or transfer to be received by the vendor by the due date.  

· Imprest Cash - The Commonwealth is working to limit the use of Imprest Cash accounts among Agencies within the Commonwealth.  Decisions will be made on a case by case basis as to whether or not an Agency needs to retain an Imprest Cash account.  This determination will be based on an agency’s demonstrated need.  These procedures do not affect the counties’ imprest cash accounts.

The process for establishing or modifying a change fund will be unchanged and will continue to be monitored and approved by the Finance Cabinet.   

· PCard – The Procurement Card process is a process in eMARS.  The PCard payment request documents will be created in eMARS through a batch process.  There will be one eMARS payment request document each day for each billing/account number that had transactions to post for that day.  The payee (PNC Bank) will be established in eMARS on the header of the payment request document.  The individual vendors/merchants (where the purchases were made) will be established in eMARS on the vendor line of the payment request document so that 1099 information can be captured.  

There is also a need to override cash on these payments.  If a payment request is related to a PCard purchase (based on the PCard Payment Indicator), cash controls will be overridden.  PCard payments must be summarized at the billing/account number level.  This summarization is needed so that the bank will know the account to credit.  eMARS will handle this summarization process.

· Escheating Checks – This process will automatically escheat applicable automated disbursements, checkwriter disbursements, and manual disbursements.  The automated process records the voided check to an off-budget revenue account.  The check status on the Check Recon Table (CHREC) will be changed from “disbursed” to “escheat”.  

The Treasury Department is heavily involved in the disbursement process.  They are responsible for all check printing, bank reconciliation, and numerous other functions.  It is a goal of the eMARS Project to encompass as much of the Treasury’s system functionality into the eMARS system as feasible.  Through thorough design analysis it was determined that the following processes and/or information will not be handled within eMARS:

· Information on Federal, State, and Local Taxes and US Savings Bonds.

· Information on Court Ordered Withholdings - The Treasury system houses all current and history files of child support payments by state employees, and files on IRS levies and state claims honored against state employees.  Reports are generated to the various courts, child support agencies, and individual payees showing the accounts to which the payments are to be credited.

· Postal Bar Coding – The Treasury system adds postal bar coding to outgoing thermo bond checks.  The programs converting addresses to bar code information are contained within the Treasury system.

· Unclaimed Property Function.

· Check Printing – All central check printing functions will remain with the Treasury.  eMARS will provide the Treasury with a check file (raw data).  This data will be reformatted and printed by the Treasury.  eMARS will provide the ACH file for electronic funds transfers.

· Translation of “raw” ACH data – ACH information for incoming deposits is received via the Federal Reserve through Farmer’s Bank.  This raw data is translated into a usable format by settlement date and a report is created.  This report can be forwarded to the agencies, as needed, so that the deposits can be recorded in the financial system.

· Certain Aspects of Bank Reconciliation (including needed reports).

· Stop Payment Information – Information received from the bank (stop payment date, duplicate check issued, etc) will be maintained in the Treasury’s system.

All cash transactions will be recorded in eMARS.  Disbursements will be recorded through the Automated Disbursement (AD) process, Electronic Funds (EFT) process, Checkwriter (CW) process, or on a Manual Disbursement (MD) document.  These documents update various online tables and the results of the transactions are stored on online journals, as well as in the data warehouse.  Reports can be created in the data warehouse detailing check information in varying formats (for example, checks issued by disbursement category).   Online check information, such as payee name, check amount and check status, will be available in eMARS. 

Listed below are the nine processes that will be handled in eMARS:  

1. Automated Disbursement – Checks

2. Manual Disbursement – Treasury

3. Electronic Funds Transfer/Automated Clearing House

4. FedWire Transfers (only the accounting information)

5. Reconciliation of Central Accounts (part of this functionality will remain with the Treasury)

6. Payment Intercepts

7. Manual Payroll (only the accounting information)

8. Payroll Refund (only the accounting information)

9. Check Writer

5.1.7.1 Automated Disbursement/Checks

The automated disbursement process is based on the payment requests in the financial system.  Based on the schedule payment date on the payment requests, requests are selected to be paid.  When a disbursement is made, the following accounting entry is recorded:

Dr Disbursements Payable 

  Cr External Accrued Expense

Dr External Cash Expense

  Cr Cash

eMARS verifies the available cash balance at the time of disbursement.  If there is insufficient cash, the voucher will not be paid and will kick out on an exception report.  The user will have to either increase the cash balance (e.g. Journal Voucher or Cash Receipt) or modify the payment request to move the expenditure to another accounting distribution.  If the payment request referenced a purchase order, in eMARS a user will no longer have to modify the purchase order and related invoice in order to make the change to the payment request.  The balance sheet account for cash that is credited is determined based on the fund on the purchase request line and the associated bank account.  In eMARS, each fund is tied to one bank account code.  The bank account code is then tied to a balance sheet account for cash. 

Payment requests can also be manually selected for payment or placed on hold.  eMARS has an online table known as the Disbursement Request (DISRQ) table where the user can place a payment request on hold and/or change the disbursement category.  This manual intervention must take place before the AD process is started.  The DISRQ table will be maintained by the Finance Cabinet.

The issuance of a check updates the Check Reconciliation (CHREC) online table.  This table contains detail check information for uncleared checks.

All check printing will be handled on the Treasury system.  eMARS will provide a file of check data information.  This file will include the remittance information required and an assigned check number.  

The Commonwealth will use the Disbursement Category and Disbursement Format fields on payment documents to facilitate the sorting of checks to be printed.  The Commonwealth will use Disbursement Category to indicate sealed/unsealed and whether the check should remain at Treasury for agency pickup, mailed, or sent back to the agency.  In eMARS, the Disbursement Format (DISF) table will define the Check Type field currently defined on the MARS Check Category table; examples are Generic C (GENC), Generic Z (GENZ), Employee’s Retirement (KERS), Unemployment Insurance (UINS), and Payroll (PYRL).  All AD checks will be Generic C (GENC).
The grouping of the checks, by category and format, will allow the checks to be easily separated for distribution.  The Treasury will have the ability to re-sort the check data prior to the printing of the checks.

Checks will not be summarized at the vendor level.  All payment request documents will be issued as single checks whether or not the Single Payment flag is selected on the Disbursement Options section of the Vendor tab on the payment request document.

5.1.7.2 Manual Disbursement / Treasury
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Figure 5.1.7.2  Manual Disbursement / Treasury

A Manual Disbursement (MD) is an eMARS document/transaction that can be used to record or generate manual checks.  This document allows the user the ability to select the bank account that will be credited as well as the cash account.  A payment request document can be referenced on the MD if one has been established in the system.  eMARS on-demand printing can be utilized to print manual checks or the checks can be handwritten or typed.  If on-demand printing is utilized, the MD must be entered and approved on the Document Catalog.  Treasury must go into the document and start the printing.  When the check is printed, the Last Action Date on the Check Reconciliation (CHREC) is updated and the MD cannot be printed again.  When an MD is processed that does not reference a payment request, the accounting entry is as follows:

Dr  External Cash Expense/Balance Sheet Account (based on the accounting line on the MD)

      Cr  Cash (based on the bank account and cash account entered in the header of the MD)

5.1.7.3 EFT/ACH

The Electronic Funds Transfer (EFT) process disburses funds based on payment request information on the Disbursement Requests (DISRQ) table.  This process initiates the transfer of payments based on this information from the Commonwealth’s bank account to the vendor’s bank account.

Upon disbursements, reports such as the check register or the transfer register are then produced (as a part of the nightly cycle).  

ACH transfers should be equal to one payment request (single check).  Logic will be built to ensure that this functionality exists and that a user can not override the single check flag on the payment request document.  

After the Electronic Funds Transfer (EFT) process is completed, the EFTs will post to CHREC with a status of “disbursed”.  The effective date/settlement date will be posted to CHREC in the Cleared Date field.  When the date occurs an automated process will change the status from “disbursed” to “paid” and the record will be moved to the Paid Check (PDCHK) table.  The EFT will be listed on CHREC with a prefix of EFT and an internal number generated through the EFT process.

The Commonwealth uses CCD+ and PPD+ format for ACH transfers.  ACH transfers will be made from one bank account.

5.1.7.4 Federal Wire Transfer 
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Figure 5.1.7.4  Federal Wire Transfer

A Manual Disbursement (MD) document will be created and used for Federal Wires.  The use of the document will be controlled through security.  The SAS-62 form (Request for Wire Transfer) will still have to be completed to communicate the banking information to the Treasury.  The document number on the SAS-62 should also be the MD document number.  This will allow the Treasury to ensure that all the requirements are met for the transfer.

These MD documents do not result in a physical check because the money is wired electronically.  The MD document in eMARS has an Adjusting Entry flag that will be selected on MD documents for Federal Wire Transfers.  When this flag is selected, a check number will not be used on the document, and the Check Reconciliation table will not be updated.  The document is used only to record the accounting transaction associated with the wire transfer.

5.1.7.5 
 Reconcile Central Accounts

All checks (except impressed cash), electronic transfers, wire transfers and deposits (except to local accounts) will be recorded in eMARS.  The reconciliation process is divided into two distinct areas: monthly and daily. All checks and EFTs that were created in MARS will continue to be cleared in MARS.

Check/Disbursement Reconciliation - All automated disbursements, manually disbursed checks, checkwriter disbursements, and non-wire electronic transfers will post to the Check Reconciliation (CHREC) table.  The automated disbursements will post as ADs, the manually disbursed checks as MDs, the checkwriter checks as CWs, the checkwriter electronic transfers as CE’s, and the electronic funds transfers as EFTs.  CHREC is keyed by bank account code and check number.  The disbursements are posted to CHREC with a status of “Disbursed”.  

On a daily basis, a file is received from the bank detailing all checks (ADs, MDs, CWs) paid.  Nightly, this file will be matched with the CHREC table and the check numbers compared.  The status will change to “Paid” if the check is on the bank file and the payment amount is equal.  The cleared date field on CHREC will be updated with the check paid date.  If there are any discrepancies (checks on the file but not on CHREC, checks cleared for a different amount), the items will remain on the Check Exception table (CHKEXCP).  Treasury will be responsible for working the CHKEXCP table and should be assisted by Finance as needed.  For example, if there is a check on the bank file that is not in eMARS, someone would have to research the disbursement to ensure that the bank properly debited the Commonwealth’s account.  If the account was properly debited, the responsible agency would have to be identified and notified, and the check recorded in eMARS.  If the account was incorrectly debited, the bank would have to be notified and the Commonwealth’s account corrected.

EFTs post to CHREC using similar functionality as an AD.  The EFT number assigned by the system is posted as the check number on CHREC.  The EFTs post to CHREC with a status of “disbursed”.   The effective date/settlement date will be posted to CHREC in the Cleared Date field.  When the date occurs an automated process will change the status from “disbursed” to “paid”.  The information on CHREC should be compared to the bank information.  If a discrepancy exists (i.e. dollar amounts do not match), Treasury personnel must research the items and make any adjustments necessary.  

Deposits – All deposits will be recorded in eMARS on a Cash Receipt (CR) document.  This document will also update the Deposit Reconciliation (DPREC) and other related tables when processed.  These tables may also require manual intervention. Information (electronic or paper) will be received from the bank detailing all deposits that have posted to the bank.  This information will be compared to the deposits per the financial system. Any errors or discrepancies between the bank information and that in the Deposit Reconciliation tables will remain on the Deposit Exceptions (DPEXC) table.  
Encode Credits and Debits – These are corrections of errors to the Commonwealth’s bank account. For example, a check for $500 may be mistakenly posted by the bank as $5,000.  The bank must adjust the account by $4,500.  This adjustment is a non-accounting related event and has no affect on the book balance.  During the reconciliation process, the check of $500, would be listed as a check in transit (not yet received by the bank), the bank amount of $5,000 would be on the unmatched report, and the adjustment of $4,500 would also be on the unmatched report.  These items would become reconciling items and would have to be manually cleared/corrected.

Credit and Debit Memos – In eMARS, when a transaction is posted that affects cash in different bank accounts, cash is automatically moved between funds.  A daily report that details all entries affecting bank balance cash will be created.  This report will be keyed by the bank account and fund and should have a total increase/decrease amount per fund.  This information will be relayed to the bank and the necessary bank transactions generated.  This will keep the book and bank cash balances in sync.  

The reconciliation process will be accommodated through various interfaces and reporting functions and will be accommodated by using eMARS as well as the Treasury system.  Several files, as documented above, will be received from the bank and interfaced to eMARS.  Numerous paper documents will also be received from the bank and the information entered into eMARS.  Various reports will be created to meet the Treasury’s need.  The specifics of the process will be further defined during the central implementation process.

5.1.7.6 Payment Intercepts

Payment Intercepts is the process of intercepting a vendor’s payment when the vendor has a current debt to the Commonwealth.  There are two types of debt in eMARS: internal and external.  Internal debts originate within eMARS (Accounts Receivable documents) and external debts originate outside of the eMARS application.  All debts subject to intercept are listed on the Intercept Request table (INTR), by TIN, TIN Type, Entity, Debt Type, and Priority.

Internal debts are added to the intercept request table by a batch process that selects receivables whose number of days past due is greater than an option on the System Options table or Billing Profile table

External debts are added to the Intercept Request table via an agency interface or manually on-line.  Departments will receive an input file layout for the external debt file.  The interface file for eMARS will need to have a complete listing of current debtors and amounts owed, unlike MARS where the file only contains the changes to vendors’ debts.
Another change for eMARS is that Check Writer files processed during the day that are eligible for vendor intercept will be intercepted, unlike today where vendor intercepts are not allowed on Check Writer files processed during the day.  During the automated disbursement process at night, and all Check Writer processes (at night and during the day), any payment that is eligible for vendor intercept will go through the intercept process.
Any payment request scheduled to be paid by EFT or CE that is intercepted will be converted to a check.  This will enable the check stub to contain relevant information for the vendor regarding the intercept and contact information if the vendor has questions about the intercept.

5.1.7.7 Manual Payroll 


[image: image28.emf]Agency 

personnel 

completes 

SAS-27

SAS-27 

routed to 

Personnel for 

approval

SAS-27 

routed to 

Controller’s 

Office  for 

approval

SAS-27 

routed to 

Treasury

Treasury 

prints the 

necessary 

checks based 

on the 

information 

on the 

SAS-27

Treasury 

creates the 

MDs Interface 

file and loads 

to eMARS

MDs 

approved by 

Controller’s 

Office


Figure 5.1.7.7  Manual Payroll

The Manual Payroll process was developed during STARS, and carried forward into MARS, because the Uniform Payroll System can not issue a check between payroll periods.  Missed payroll cutoff dates, court ordered action and withholding errors are some of the reasons a manual payroll check is needed.  This functionality will be continued in the eMARS system.

Agency personnel will enter a payment request to record the accounting event in eMARS and the document number should be the same as the SAS-27 number.  The SAS-27 will then be routed to Personnel and the Controller's Office for approval.  After Controller Office approval, the SAS-27 will be sent to Treasury who will print checks based on the information on the SAS-27.  The Treasury will then create an interface file of MD documents and submit the interface file to eMARS.  After the MD documents are loaded into eMARS, the Office of Statewide Accounting Services will approve the MDs.  A miscellaneous vendor will be used on the payment request with a generic vendor name.  The payment request will be routed to Treasury for final approval and release of the document.  The Treasury will be responsible for generating the related checks.  These checks will be printed from the Treasury system.  After the checks are printed, a file will be created in the MD format.  There should be individual MDs created for all checks printed.  The MD document number (which is equivalent to the check number) must be prefixed with the letter ‘P’.  This prefix will facilitate the posting of the checks to the check information tables.  When the MDs are created, the payment request number must be referenced on the MD document.   The vendor code on the MD must be the same as the vendor code on the payment request, but a different vendor name (payee) is allowed.  The MDs will be interfaced to eMARS and will update the CHREC table but no checks will be printed from eMARS.
5.1.7.8 Payroll Refund

This process is basically the same as the Manual Payroll process except that agency personnel complete a Treasury Payroll Refund form.  

5.1.7.9 Check Writer

Check Writer disbursements are those disbursements that will be received from other departments via an electronic feed to the eMARS system.  This functionality did not exist in the baseline eMARS application, but is currently being developed and added to baseline.

In eMARS, new tables for Check Writer are Check Writer Options, Pre-Assigned Check Number, Header, Accounting, Payment, ACH Addendum, and Vendor Intercept.  The functionality is similar to the current MARS functionality.  The Pre-Assigned Check Number, Header and Accounting tables are similar to the MARS Check Writer Pre-Assigned Check Number (CWPC), Status (CWST) & Check Accounting Line (CWCA) tables.  The Payment table will contain vendor information, check/EFT information, and ACH information.  The ACH Addendum table will contain the ACH addenda information.  The Vendor Intercept table will contain information about Check Writer files that have been intercepted.  Unlike today, even Check Writer files processed during the day can be subjected to intercept processing.  Certain Check Writer files are not eligible for intercept such as Public Assistance, etc.

In eMARS, departments will create an XML file with the Check Writer information (a file template has been provided), load the file to the eMARS server, and then run the Check Writer Table Load Process.  This process will load the file information into four tables (CW Header, CW Accounting, CW Payment, and CW ACH Addendum). After loading the CW information into these CW tables, the departments will run the Check Writer Pre-Edit Process to validate the file’s information. Instead of sending an email to Statewide Accounting, the departments will “certify” the file online on the CW Header table if no error were identified, indicating to SAS that the department is ready for the file to be processed.  SAS will then run the Check Writer Pre-Edit Process to validate the file’s information, and certify the file centrally on the CW Header table.  If the file is to be processed during the day, SAS will submit the file; else the nightly process will pick it up.  After the records have been processed, the payment information can be found on the Check Reconciliation Table (CHREC), which is the eMARS equivalent to OPCH in MARS.

5.1.8 Cost Accounting, Grants, and Projects

The Commonwealth of Kentucky requires robust grant accounting, financial management, and reporting capabilities from eMARS, as well as fully integrated job costing.  The Commonwealth also requires significant cost allocation processing capability.  

Like MARS, eMARS provides a Reimbursement Process for grants and federally-funded projects to generate Receivable and Cash Receipt documents.  An improvement over MARS is that eMARS fully supports maintenance through table setup (eliminating the need for documents like the MARS PJ and PZ).

In eMARS, required capabilities are addressed using Cost Accounting functionality.  In general, job costing will be tracked using the “simple structure” for tracking and reporting costs by employing the Task element in the Chart of Accounts (COA).  Grants and Federally-funded projects (particularly those participating in the Reimbursement process) will be tracked using the “complex structure”, which is commonly referred to as the “Major Program structure”.

NOTE:  In eMARS, Capital Projects are handled as part of Budgeting, unless they will participate in the Reimbursement process for Federally-Funded Grants and Projects.

Listed below are the business processes involved in Cost Accounting, many of which are handled procedurally.  Each process is described in further detail in Sections 5.1.8.1 – 5.1.8.17.
Grants and Federally-Funded Projects

1. Obtain State Approval.  This is the procedural process by which Commonwealth agencies obtain state approval for a grant application.  The process is intended to assure coordination among state agencies in applying for grants.

2. Submit Grant Application/Receive Award.  In this procedural process, Commonwealth Agencies submit grant applications to potential funding agencies.

3. Assign Major Program Number and Set Up Tables.  This is the process by which a new grant is activated in eMARS.

4. Appropriate Grant Funds.  This process is really a budgeting function.  It applies to grants in that Commonwealth Agencies must have legislative authorization, in the form of appropriations, to spend money committed by funding agencies.  In eMARS, reimbursable budgets are required for grants and projects participating in the Reimbursement process. 

5. Grant Maintenance.  The process encompasses the steps required to make changes in grant set-up and to record corrections to financial transactions.

6. Contract Grant Funds.  This process includes the steps necessary to establish agreements with other Commonwealth and non-Commonwealth agencies through which the grant will be administered.  Details to be determined.
7. Expend Grant Funds.  This is the process by which grant funds are expended and recorded against the grant.  This process also covers the distribution of revenues among Commonwealth agencies as appropriate.

8. Accrue Grant Revenue.  This process describes the procedures that recognize grant revenues that have been earned by virtue of either incurring allowable costs or achieving specified performance measures.

9. Request/Receive Grant Revenue.  The responsible Commonwealth agency obtains funds from funding agencies through this process.  This process may also encompass the distribution of grant revenues among other participating Commonwealth agencies.

10. Process Grant Amendments.  The terms and conditions of grants (e.g., budgets) are amended through this process.

11. Process Audit Resolution.  Grant-related audit exceptions are resolved through this process.

12. Close Out Grant.  The Commonwealth closes out a grant through this process. This includes both receiving closeout information from sub-recipients and providing closeout information to the funding agency (not necessarily in this order).

13. Calculate/Report Interest.  This process addresses the interest calculation necessary to conform to the Cash Management Improvement Act of 1990 (CMIA).

Cost Allocation

1. Plan and Obtain Approval.  This process encompasses gathering cost allocation information into a plan and obtaining approval for that plan.

2. Set Up Allocations in the System.  This is the process wherein necessary table entries, which will enable automated cost allocation, are recorded in eMARS.  These table entries are based upon the approved cost allocation plan.

3. Perform Cost Allocations.  This is the automated process through which the computer programs that perform cost allocations are executed.

Project and Job Costing

1. Define Attributes.  This process involves determining the use of Cost Accounting Chart of Accounts elements (e.g., Task or Major Program, etc.).  If the “simple structure” (Task) is used, other processes fall under General Accounting and Budgeting.  If the “complex structure” (Major Program) is used, all other processes are included in those listed for Grants and Federally-Funded Projects above.

Description of Business Processes for Grants and Federally-Funded Projects
5.1.8.1 Obtain State Approval
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Figure 5.1.8.1  Obtain State Approval

This is the process by which Commonwealth agencies obtain state approval for a grant application.  The process is intended to assure coordination among state agencies in applying for grants.
5.1.8.2 Submit Grant Application/Receive Award
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Figure 5.1.8.2 Submit Grant Application/Receive Award

This is the process by which the Commonwealth requests money from an identified funding source. This is accomplished by describing the funding need, proposing a plan and a budget, and sending it to the appropriate funding agency (e.g., Federal government, foundations, not-for-profit agencies, etc…).

5.1.8.3 Assign Major Program Number and Set Up Tables

This is the process by which the grant or project is activated in eMARS.  When the Major Program structure is used, this is a four-part process.

Major Program and Program Setup


[image: image31]
Figure 5.1.8.3a  Assign Major Program Number and Set Up Tables
First, a Major Program code is assigned to track grant activity at the highest level, with Program codes identified to break down the Major Program to meet budgeting, reporting, or Chart of Accounts inference needs.  Both of these elements allow for roll-up codes to meet reporting needs.  (Only the Program code is entered on accounting documents; Major Program is inferred.)

Program Period Setup
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Figure 5.1.8.3b  Assign Major Program Number and Set Up Tables

A new element in eMARS is the Program Period, which for most grants will be used to identify the award period for the grant.  For many grants, this will correspond to the Federal Fiscal Year.  Other grants (such as multi-year grants) may identify Program Periods that span several years.  The Program Period code is inferred on accounting documents based on inference dates assigned to the Program Period (although it can be typed over when necessary).

Funding Profile Setup

[image: image33]
Figure 5.1.8.3c  Assign Major Program Number and Set Up Tables

Funding profiles identify the funding participation for the grant or project.  The Funding Profile loosely corresponds to the PZ in MARS, though it is entirely maintained through tables in eMARS.  The Funding Profile is inferred on accounting documents based on entries in the Funding Profile Inference table.

Reimbursement Setup
Grants and federally-funded projects that will participate in the Reimbursement process (including all that are CMIA-eligible) require additional setup.  In particular, a Drawdown Group code (similar to that used in MARS) must be assigned to group Major Programs for which draws are combined when requested through federal systems.


[image: image34]
Figure 5.1.8.3d  Assign Major Program Number and Set Up Tables

5.1.8.4 Appropriate Grant Funds

This is the process by which appropriation/allotment changes are approved and processed.  In essence, through this process the agency who received the grant is given approval to spend those funds.  Most of this process is covered as part of Budget Preparation/Control.

For grants and federally-funded projects that will participate in the Reimbursement process, Reimbursable Budgets must be established in eMARS using Budget Structure 39 to correspond with the funding participation for the grant or project.  This is accomplished by processing Program Period Reimbursable Budget (BGPDR) documents.

5.1.8.5 Grant Maintenance

The process entitled “Grant Maintenance” refers to the various steps used to ensure that transactions are properly posted to the correct grant.  The procedural steps involved in Grant Maintenance are as follows:

· Provide on-line error messages

· Override errors

· Charge to next grant period

· Charge to non-Federal fund source

· Allow user to correct keying errors on-line

· Post expenditures to a default code

· Allow for overmatching 

· Post memo entry for expenditures

· Post memo entry to revenues

· Update table entries

· Post expenditures by Fiscal Year (FY)

· Correct errors by Journal Voucher process

· Carry forward balances to next Fiscal Year (FY)

5.1.8.6 Contract Grant Funds.  

This is the process by which funds from a grant are assigned (in contracts or “sub-grants”) to various vendors / sub-recipients.  This process will be covered in depth in a document similar to the existing “MARS Process: Identify and Establish Sub-grants”, to be written at a later date.

5.1.8.7 Expend Grant Funds
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Figure 5.1.8.7  Expend Grant Funds

Just as in MARS, expenditure processing will be real-time, online transactions with comprehensive edits.  Program codes will be entered on accounting lines, and all other codes in the Major Program structure will be inferred.  Front end splitting will be used to split expenditures based on the funding participation identified (allowing for real-time update of budget structures).  Additionally, the Funding Profiles permit entry of certain Chart of Account elements (such as Fund) that will override the codes entered by personnel in remote locations to better ensure correct coding of transactions.
5.1.8.8 Accrue Grant Revenue
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Figure 5.1.8.8  Accrue Grant Revenue

Accrue Grant Revenue is the process wherein grant-related revenues are recognized on the basis of expenditures that have been incurred and funding set-up as reflected by Funding Profiles.  This is a batch process, which occurs on a weekly cycle.

5.1.8.9 Request/Receive Grant Revenue


[image: image37.emf]RE (from Accrue 

Grant Revenue)

CR (from Accrue 

Grant Revenue)

Dial into Federal 

system; submit 

drawdown request

Match RC to deposit 

record from bank; 

approve CR

End

Deposit 

Records 

(from Bank)

Process CR

Updated 

Ledgers 

and Tables

Approve CR;

Route to Treasury


Figure 5.1.8.9  Request/Receive Grant Revenue

Request/Receive Grant Revenue is the process wherein cash is requested from Funding Agencies and the receipt of that cash is recognized in the accounting system.  This is also known as the “draw-down” process.

5.1.8.10 Process Grant Amendments
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Figure 5.1.8.10  Process Grant Amendments

The Grant Amendment Process begins when the New Grant Award arrives from the particular Funding Agency.  This document may include the following information: Federal Grant Number, CFDA#, any Budget Requirements, and the Amount of Increase/Decrease and the Revised Total Award.  This document will be delivered to the appropriate responsible agency for the monitoring and financial management of the grant.  The grant accountant will coordinate with department programs for the allocation of the funds and appropriations.

5.1.8.11 Process Audit Resolution
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Figure 5.1.8.11a Process Audit Resolution

This process encompasses the steps necessary to appropriately respond to the results of grant-related audits.  It includes financial settlements with sub-recipients and with the Funding Agency.

5.1.8.12 Close Out Grant
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Figure 5.1.8.12  Close Out Grant

Close Out Grant is the process in which the grant is modified to prevent further posting of financial activity to it.  The process may include budgetary adjustments when the grant’s funds carry over into a subsequent grant.

5.1.8.13 Calculate/Report Interest
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Figure 5.1.8.13  Calculate Report Interest

The purpose of this process is to Calculate/Report Interest due to or from the U.S. Treasury Department.  Interest is incurred if recipients do not use their funds in a timely manner or if the Funding Agencies do not send the funds in a timely manner.  The time frame for receiving draws is established in the Cash Management Improvement Act (CMIA) Annual agreement.
Description of Business Processes for Cost Allocation

5.1.8.14 Plan and Obtain Approval


[image: image42.emf]Determine direct and 

indirect charges

Determine cost 

allocation method

Determine how to 

accumulate charge

Create plan and 

get approval

End

Approved?

Yes

No


Figure 5.1.8.14  Plan and Obtain Approval

Plan and Obtain Approval describes the development, submission, and approval of the Cost Allocation Plan.  Cost allocation plans are generally of two types:

· Central Services Cost Allocation Plans.

· Agency-submitted Cost Allocation Plans.

Examples of the former type of cost allocation plans include the plan prepared by the Controller’s Office and the plan prepared by the Commonwealth Office of Technology.  Examples of the latter are the plans prepared and submitted by the state agencies receiving large amounts of Federal funds (e.g., Department of Education, Workforce Investment Cabinet, Cabinet for Health and Family Services).

5.1.8.15 Set Up Allocations in the System

Allocations are set up in eMARS primarily in two user-maintained tables:

· Pool/Base Setup (PLBS) – e.g. Used for Pool records and Base records.

· Pool/Base Distribution (PBDIST) – e.g. Used to identify how costs for the Pool will be distributed to the Bases.

In MARS, the allocations are defined on the PBDA table.

5.1.8.16 Perform Cost Allocations

Cost allocation is primarily a batch process that is completed when no online production activity is occurring.  The various programs that must be executed are generally included as part of an execution schedule to be run on a relatively infrequent (e.g., monthly) basis.  The frequency of Cost Allocations is largely determined by the amount of time required to complete allocations.

Description of Business Process for Project and Job Costing

5.1.8.17 Define Attributes

Simple Structure

In general, job costing will be tracked using the “simple structure” in Cost Accounting for tracking and reporting costs.  The Chart of Accounts (COA) element called Task will primarily be used for this purpose.

· Sub-Tasks may be defined for each Task.

Complex Structure

In cases where the “complex structure” (also called the “Major Program structure”) must be used (such as when the Reimbursement process is required for part of the activity in the project or job), there are some optional substructures that can facilitate reporting:

· Within each Program, multiple Phase codes may be identified.

· Within each Phase, Task Order codes may be used to further break down activities, and effective dates may be established for each Task Order.  (Note: When Task Order is used, Program and Phase may be inferred, requiring only Task Order to be coded on accounting documents.)
5.1.9 General Accounting

Business processes defined to General Accounting address the accounting cycles and associated activities, intra-governmental transactions and correcting entries, general ledger postings and reporting, control table set up, functional model for periodic reporting, and financial statement development.  

Listed below are the business sub-processes involved in general accounting:

1. Accounting Cycles

2. System File Maintenance

3. Reorganizations

4. Financial Management

5. Inter-fund Activity

6. General Accounting Standards Board (GASB) Compliance

7. Journal Vouchers

8. Comprehensive Annual Financial Report (CAFR)

5.1.9.1 Accounting Cycles

This process refers to the regular processing activities that must occur in eMARS.  These processes include nightly cycle processing, month end closing, year-end closing and rollovers, and new-year opening.

Included in the processing cycle are system assurance processes that are designed to help maintain data integrity.  System Assurance verifies: 

· The ledgers, journals, and posting line catalog are in sync with the budget tables and certain non-budget tables.

· Debits and credits are equal within a balanced journal/balanced ledger.

· All records on the disbursement request table (DISRQ) are correct (which ensures that the amounts on the documents and tables that control outgoing payments are correct).

· All document component levels are in sync, and all posting lines within a document have the same posting journal indicator.

· Records have been summarized from the journals to the ledgers correctly.

· User specified ledger records sum up the journal records of which they are comprised.

· Accounts receivable (AR) transactions have been posted to the customer account information (CUSTA) table correctly.

In addition, problems occurring due to system crashes or operational errors will be detected and reported by the System Assurance Process.  

5.1.9.2 System File Maintenance

This process refers to the clearing of data from the Financial Database on a regular and scheduled basis.  This process also includes the maintenance of central user maintained eMARS tables. 

5.1.9.3 Reorganizations

This process refers to the maintenance of Chart of Accounts and budgetary elements within eMARS.  Included in this process is the addition or removal of various Agencies or Organizations.  The creation or restructuring of an agency may be required by one of three actions: Executive Order, Administrative Order, or Legislative Action.  In each case the agency will work through the Office of the State Budget Director (OSBD) to request establishment/change of organizational Chart of Account elements.  All approved element codes are directed to the Controller’s Office from OSBD.

5.1.9.4 Financial Management

This process includes several unrelated financial activities such as Imprest Cash, Change Funds, Advances to Sheriffs, loans to outside entities, and investing activity.

5.1.9.5 Inter-fund Activity

This process addresses the following activity:

· Operating transfers (budgetary and non-budgetary).

· Residual equity transfers.

· Expenditure reimbursements.

· Inter/Intra Agency adjusting entries.

5.1.9.6 GASB Compliance

Interim adjustments are made for reporting and compliance for Generally Accepted Accounting Principles (GAAP).

5.1.9.7 Journal Vouchers

Journal Vouchers record accounting events that cannot be recorded on any other eMARS Financial document; they can be used to close accounts, move money, and adjust balances. 

5.1.9.8 Comprehensive Annual Financial Reports (CAFR)

The Commonwealth prepares a Comprehensive Annual Financial Report (CAFR) consisting of financial statements, notes and statistical information each year.  This report is prepared by the Controller’s Office using data from the statewide accounting system as well as audited financial statements from component units.

5.1.10 Travel

Travel accounting encompasses the following business functions: travel authorizations, internal resource billings, registration advances and employee reimbursement. Major changes were made to the travel functionality from MARS to eMARS.
Currently, in MARS the travel module supports registration advances, internal resource billings, travel authorization and employee reimbursement processes.  In addition, MARS includes travel policy enforcement, automatic per diem reimbursement calculations, and support for mileage expenses and distance calculations. MARS requires a travel policy to be entered on all travel documents. Travel Policy IDs are applicable according to reimbursement types of either “Actual and Necessary” (e.g. Governor, Cabinet Secretaries and elected Officials) or “Per Diem” (state employees).  

Some of the functionality available in MARS was a result of implementing customized system processes.  In preparing for eMARS, it was determined that, where appropriate, baseline system processes would be implemented and customizations would be minimal.  Therefore, travel processes will change with eMARS.  The following are some key changes as a result of eMARS:  

· eMARS requires only one authorization document (the TE) for both in-state and out-of-state travel.  Currently, MARS requires two documents, either a TE or a TEO.

· eMARS will allow for multiple employees to be entered on the same travel authorization or travel reimbursement document.  Currently, MARS allows for only one traveler per travel document.

· Under eMARS, when using State Park and/or Motor Pool expenses, the traveler may be required to submit a travel authorization outside the system and the eMARS inter-account document (IET) will be used to process these transfers when charges occur.  The details of this process are still being finalized.

· eMARS does not automatically calculate “allowable” per diem reimbursements or indicate whether a travel destination is a “high rate” or “low rate” destination as outlined in the Commonwealth’s Travel Policy.  The approver will need to review the per diem entered to ensure that they are in compliance with the policies.  Agencies may determine whether they will require travelers to attach an electronic copy of their travel agenda and expenses.  

· eMARS does not automatically calculate mileage distance between two destinations.  Mileage distances will need to be tracked by the employee.  . 

· eMARS does not require the traveler to enter a specific destination as is required in MARS. Only a handful of destination codes will be entered in eMARS (to differentiate mileage rates and in-state and out-of-state destinations).

· eMARS supports one “active” mileage reimbursement rate (per destination). The Commonwealth’s travel policy is updated on a quarterly basis. Because of this, the mileage reimbursement rate may vary from quarter to quarter. Since travel reimbursements may be processed in a different quarter than when the trip took place, multiple mileage reimbursement rates will be active at the same time.

· In eMARS, the employee will need to enter an object code for each travel expense type.  The reference table that associated a travel expense type (i.e. POV Mileage, Lodging, Per Diem, etc…) with an object code is not available in eMARS.

The business changes for Travel Authorizations and Registration Advances; Internal Resources; and Employee Reimbursement are outlined.

Travel Authorizations and Registration Advances

In eMARS travel authorizations will be processed on the TE (travel encumbrance) document. A “non-accounting” event type will be chosen so funds will not be encumbered (similar to today). There are a few major differences between the TE in MARS and eMARS. In eMARS, only employee-reimbursable expenses and registration advances will be entered on the TE. Internal billings (State Parks and Motor Pool inter-accounts) will be processed on other documents. Also, there will not be separate authorization documents to differentiate in-state and out-of-state travel as there is in MARS (with the TE and TEO). Added functionality in eMARS allows for multiple employees to be entered on the same travel authorization document. In MARS only one traveler can be entered on a single travel document.

Travel authorizations with both employee-reimbursable expenses and a registration advance will contain at least two vendor lines: one for the employee and one for the vendor receiving the registration advance.
Internal Resources

Internal resources are organizations within the Commonwealth which provide travel-related services to travelers and who are paid directly for those services through inter-account transfers. Commonwealth travelers may opt to stay at a State Park or to use a State Motor Pool vehicle when traveling. 
Currently, before using these services in MARS, the traveler obtains approval for State Park and/or Motor Pool expenses by completing and submitting a Travel Authorization document with the estimated cost. Then the State Parks and Motor Pool personnel initiate transfer of funds from the traveler’s agency by completing an Internal Travel Voucher (IIT) document.

In eMARS, the traveler will not be required to submit a travel authorization document in the system. The traveler will submit a travel authorization outside the system (i.e. paper form) and the inter-account documents (IET) will be used to process those transactions when the charge occurs.

The project team will need to have meetings with representatives from the Finance Cabinet and the Dept of Parks to define the travel authorization process.  When this process has been defined, additional information will be provided.
Employee Reimbursement

Currently, in MARS, travelers may request reimbursement for business-related expenses including mileage and per diem reimbursements by using the Travel Payment Voucher documents. On these documents, the traveler indicates the trip destinations, purpose, dates, mileage, and expenses. The system then calculates the appropriate per diem reimbursements for the traveler as well as appropriate mileage, records trip information, and schedules reimbursement payments. 

In eMARS, employee reimbursements will be processed on the Travel Payment document. This document will be used for both in-state and out-of-state travel.  eMARS does not automatically calculate “allowable” per diem reimbursements or indicate whether a travel destination is a “high rate” or “low rate” destination as outlined in the Commonwealth’s Travel Policy.  The approver will need to review the per diem entered to ensure that they are in compliance with the policies.  Agencies may determine whether they will require travelers to attach an electronic copy of their travel agenda and expenses.  
Additionally, eMARS does not automatically calculate mileage distance between two destinations.  Mileage distances will need to be tracked by the employee.  

The TP document in eMARS can be generated by using the “copy forward” feature on the applicable Travel Encumbrance (TE) document (if an authorization was prepared for the referenced trip).

Also, the functionality in eMARS allows for multiple employees to be entered on the same travel reimbursement document. In MARS only one traveler can be entered on a single travel document.
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6 Implementing eMARS at an Agency

There are many tasks involved in preparing an agency for implementation.  The Implementation Task Matrix table offers a quick reference to each of the tasks, and their responsible parties.  Each task is explained in detail later in the AIG.  With each release of the AIG, information will be added to this table.  For example, Release One will contain tasks related to Security and Workflow.  However, information related to Agency specific Training Tasks will be included in Release Three.

Table 6.0.  Implementation Task Matrix
	Implementation Task Matrix

	Responsible
	Task #
	Task Name
	Checklists/Forms/Outputs

	6.5 Agency System Usage Analysis (SUA) 

	AIL
	6.5.1
	Agency Goals and Objectives
	· Statement of agency goals and objectives

· ID 1 on Agency SUA Checklist – C6.5

	AIL
	6.5.2
	Complete Planning Questionnaire
	· Completed eMARS Agency Implementation Planning Questionnaire

· ID 2 on Agency SUA Checklist – C6.5

	AIL
	6.5.3
	Refine Assignments/

Schedule Meetings
	· System Usage Analysis team list assignments

· System Usage Analysis meeting schedule

· ID 3 on Agency SUA Checklist – C6.5

	AIL
	6.5.4
	Gather MARS Agency COA Codes
	· Agency COA Code Usage Form – F6.5.4 

· Agency Central Billing COA Usage Form 

· ID 4 on Agency SUA Checklist – C6.5

	AIL
	6.5.5
	Review Usage Analysis Technique
	· ID 5 on Agency SUA Checklist – C6.5

	AIL, ALM
	6.5.6
	Review Current Processes
	· ID 6 on Agency SUA Checklist – C6.5

	AIL
	6.5.7
	Review eMARS COA Model
	· ID 7 on Agency SUA Checklist – C6.5

	AIL
	6.5.8
	Define Agency COA and Accounting Templates
	· Update Agency COA Code Usage Form – F6.5.4
· Complete Agency Accounting Templates Usage Form F6.5.8a

· ID 8 on Agency SUA Checklist – C6.

	AIL
	6.5.8.1
	Define Agency Program Budget Structure and Cash Control Usage
	· Complete Agency Program Budget (Function) Usage Form F6.5.8b 
· ID 8a on Agency SUA Checklist – C6.5



	Implementation Task Matrix

	Responsible
	Task #
	Task Name
	Checklists/Forms/Outputs

	AIL
	6.5.8.2
	Define Agency Organizational Structure


	· Complete Agency Organization Usage Form F6.5.8c 

· Updated Agency COA Code Usage Form F6.5.4

· ID 8.b on Agency SUA Checklist – C6.5

	AIL
	6.8.5.3
	Review Program Budget and Cash Control Structures with GOPM Analyst
	· Approved Agency Program Budget (Function) Usage Form F6.5.8b 

· ID 8.c on Agency SUA Checklist – C6.5

	AIL
	6.5.9
	Define Purchasing/Payables Usage


	· Agency Interface Requirements Form – F6.5.19.

· Agency Conversion Requirements Form – F6.5.20.

· Agency Reporting Requirements Form – F6.5.21.

· Agency Security and Workflow Requirements Form – F6.5.22.

· Agency Training Requirements Form – F6.5.23.
· Agency Procedures Requirements Form – F6.5.24.

· ID 9 on Agency SUA Checklist – C6.5.1.

	AIL
	6.5.10
	Define Revenue/Receivables Usage
	· Agency Interface Requirements Form – F6.5.19.

· Agency Conversion Requirements Form – F6.5.20.

· Agency Reporting Requirements Form – F6.5.21.

· Agency Security and Workflow Requirements Form – F6.5.22.

· Agency Training Requirements Form – F6.5.23.
· Agency Procedures Requirements Form – F6.5.24.

· ID 10 on Agency SUA Checklist – C6.5.1.

	AIL
	6.5.11
	Define Internal Orders & Billing Usage
	· Agency Interface Requirements Form – F6.5.19.

· Agency Conversion Requirements Form – F6.5.20.

· Agency Reporting Requirements Form – F6.5.21.

· Agency Security and Workflow Requirements Form – F6.5.22.

· Agency Training Requirements Form – F6.5.23.
· Agency Procedures Requirements Form – F6.5.24.

· ID 11 on Agency SUA Checklist – C6.5.1.

	Implementation Task Matrix

	Responsible
	Task #
	Task Name
	Checklists/Forms/Outputs

	AIL
	6.5.12
	Define Grants and Projects Usage
	· Agency Interface Requirements Form – F6.5.19.

· Agency Conversion Requirements Form – F6.5.20.

· Agency Reporting Requirements Form – F6.5.21.

· Agency Security and Workflow Requirements Form – F6.5.22.

· Agency Training Requirements Form – F6.5.23.
· Agency Procedures Requirements Form – F6.5.24.

· ID 12 on Agency SUA Checklist – C6.5.1.

	AIL
	6.5.13
	Define Cost Allocation Usage
	· Agency Interface Requirements Form – F6.5.19.

· Agency Conversion Requirements Form – F6.5.20.

· Agency Reporting Requirements Form – F6.5.21.

· Agency Security and Workflow Requirements Form – F6.5.22.

· Agency Training Requirements Form – F6.5.23.
· Agency Procedures Requirements Form – F6.5.24.

· ID 13 on Agency SUA Checklist – C6.5.1.

	AIL
	6.5.14
	Define Fixed Asset Usage
	· Agency Interface Requirements Form – F6.5.19.

· Agency Conversion Requirements Form – F6.5.20.

· Agency Reporting Requirements Form – F6.5.21.

· Agency Security and Workflow Requirements Form – F6.5.22.

· Agency Training Requirements Form – F6.5.23.
· Agency Procedures Requirements Form – F6.5.24.

· ID 14 on Agency SUA Checklist – C6.5.1.


	Implementation Task Matrix

	Responsible
	Task #
	Task Name
	Checklists/Forms/Outputs

	Ail
	6.5.15
	Define Inventory Usage
	· Agency Interface Requirements Form – F6.5.19.

· Agency Conversion Requirements Form – F6.5.20.

· Agency Reporting Requirements Form – F6.5.21.

· Agency Security and Workflow Requirements Form – F6.5.22.

· Agency Training Requirements Form – F6.5.23.
· Agency Procedures Requirements Form – F6.5.24.

· ID 15 on Agency SUA Checklist – C6.5.1.

	AIL
	6.5.16
	Define Budget Preparation, Execution, and Control Usage
	· Agency Interface Requirements Form – F6.5.19.

· Agency Conversion Requirements Form – F6.5.20.

· Agency Reporting Requirements Form – F6.5.21.

· Agency Security and Workflow Requirements Form – F6.5.22.

· Agency Training Requirements Form – F6.5.23.
· Agency Procedures Requirements Form – F6.5.24.

· ID 16 on Agency SUA Checklist – C6.5.1.

	AIL
	6.5.17
	Define Disbursements Usage
	· Agency Interface Requirements Form – F6.5.19.

· Agency Conversion Requirements Form – F6.5.20.

· Agency Reporting Requirements Form – F6.5.21.

· Agency Security and Workflow Requirements Form – F6.5.22.

· Agency Training Requirements Form – F6.5.23.
· Agency Procedures Requirements Form – F6.5.24.

· ID 17 on Agency SUA Checklist – C6.5.1.
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	Responsible
	Task #
	Task Name
	Checklists/Forms/Outputs

	AIL
	6.5.18
	Define Travel Usage
	· Agency Interface Requirements Form – F6.5.19.

· Agency Conversion Requirements Form – F6.5.20.

· Agency Reporting Requirements Form – F6.5.21.

· Agency Security and Workflow Requirements Form – F6.5.22.

· Agency Training Requirements Form – F6.5.23.
· Agency Procedures Requirements Form – F6.5.24.

· ID 18 on Agency SUA Checklist – C6.5.1.

	AIL
	6.5.19
	Consolidate Agency-specific Interface Requirements
	· Assemble all Agency Interface Requirements Forms – F6.5.19.

· ID 19 on Agency SUA Checklist – C6.5.1.

	AIL
	6.5.20
	Consolidate Agency-specific Conversion Requirements
	· Assemble all Agency Conversion Requirements Forms – F6.5.20.

· ID 20 on Agency SUA Checklist – C6.5.1.

	AIL
	6.5.21
	Consolidate Agency-specific Reporting Requirements
	· Assemble all Agency Reporting Requirements Forms – F6.5.21.

· ID 21 on Agency SUA Checklist – C6.5.1.

	AIL
	6.5.22
	Consolidate Agency-specific Security and Workflow Requirements
	· Assemble all Agency Security and Workflow Requirements Forms – F6.5.22.

· ID 22 on Agency SUA Checklist – C6.5.1.

	AIL
	6.5.23
	Consolidate Agency-specific Training Requirements
	· Assemble all Agency Training Requirements Forms – F6.5.23.

· ID 23 on Agency SUA Checklist – C6.5.1.

	AIL
	6.5.24
	Consolidate Agency-specific Procedure  Requirements
	· Assemble all Agency Training Requirements Forms – F6.5.24.

· ID 24 on Agency SUA Checklist – C6.5.1.

	AIL
	6.5.25
	Develop Agency Implementation Plans
	· Agency Implementation Workplans.

· Agency Custom Checklists.

· ID 25 on Agency SUA Checklist – C6.5.1.

	As Assigned by AIL
	6.5.26
	Issue Identification and Resolution
	· Issue Resolution Forms – F6.5.26.
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	Responsible
	Task #
	Task Name
	Checklists/Forms/Outputs

	6.6 Interfaces Implementation Tasks 

	AIL, IL
	6.6.1
	Organize Interface Development
	· Identification of each interface to be tracked for your agency

· Organization chart showing interface development team

· Task plan showing how all interfaces are to be developed

· Complete ID 1 on the eMARS Agency Interfaces Implementation Checklist – C6.6

	IL
	6.6.2
	Design Agency System Changes
	· A list of systems being changed to the eMARS coding structure

· A list of systems being interfaced with eMARS

· System Modification Design for each system being changed to the eMARS coding structure

· System Interface Design for each system being interfaced with eMARS

· Complete ID 2 on the eMARS Agency Interfaces Implementation Checklist – C6.6

	IL
	6.6.3
	Modify the Agency/Legacy System to Use eMARS Codes
	· Converted and tested application and database

· Transition Plan for the May 15 and July 1, 2006 cut over

· Complete ID 3 on the eMARS Agency Interfaces Implementation Checklist – C6.6

	IL
	6.6.4
	Program and Unit Test Interface Software
	· Unit tested interface software

· Instructions on how to run interface software

· Operational instructions on how to transfer the interface transaction file to eMARS

· Complete ID 4 on the eMARS Agency Interfaces Implementation Checklist – C6.6
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	Responsible
	Task #
	Task Name
	Checklists/Forms/Outputs

	6.6 Interfaces Implementation Tasks – continued -

	IL
	6.6.5
	System Test Interfaces with the Modified Agency/Legacy System
	· Test results.

· Notification that the interface file is ready for eMARS System Testing.

· Interface batch file to use in the eMARS System Testing.

· Complete ID 5 on the eMARS Agency Interfaces Implementation Checklist – C6.6

	AIL; IL; Central Billing Agencies
	6.6.6
	Collection of Agency Accounting Templates for Central Billings
	· Collect Agency Accounting Templates Usage Form F6.5.8a

· Complete ID 6 on the eMARS Agency Interfaces Implementation Checklist – C6.6

	6.7 eMARS Conversion

	AIL, Conversion Team Lead
	6.7.1
	Assign eMARS Conversion Team Lead
	· Completed Form F6.7a – Identify eMARS Conversions Lead.

· Complete ID 1 on the eMARS Conversion Tasks Checklist – C6.7a

· eMARS Conversion team member names and meeting schedule

	AIL
	6.7.2
	Determine Agency-Specific Data Conversion Requirements
	· Documented decisions on agency-specific data conversions.

· Complete ID 2 on the eMARS Data Conversion Checklist – C6.7.a.

	AIL, Conversion Team Lead
	6.7.3
	Design Data Extract Programs/Manual Procedures
	· Informal design for how to extract data from the agency system for each system.

· Manual procedures.

· Complete ID 3 on the eMARS Data Conversion Checklist – C6.7.a.  (Please complete a checklist for each system converted.).
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	Responsible
	Task #
	Task Name
	Checklists/Forms/Outputs

	6.7 eMARS Conversion – continued- 

	ATL
	6.7.4
	Develop and Test Data Extract Programs/Manual Procedures
	· Data extract programs or manual procedures.

· Data extract list.

· Complete ID 4 the eMARS Data Conversion Checklist – C6.7.a.  (Please complete a checklist for all systems converted.).

	ATL
	6.7.5
	Extract Data to be Loaded into eMARS
	· Validated data extract files.

· Stored programs, lists, procedures, etc.

· Complete ID 5 on the eMARS Data Conversion Checklist – C6.7.a.  (Please complete a checklist for all systems converted.)

	6.8 Data Preparation, Setup, & Loading Tasks

	AIL
	6.8.1
	Identify Data Preparation, Setup, and Loading Forms to Populate
	· Completed tasks 6.8.1.1-6.8.1.4

· ID 1 on Data Preparation, Setup, and Loading Tasks – C6.8.

	The AIL should refer to the instruction sheet on each form.


	6.8.1.1
	Purchasing and Payables: Identify Data Preparation, Setup, and Loading Forms to Populate


	· Complete Column 6.8.1 on the Data Preparation Tracking From-F6.8.1

· Agencies identified applicable Data Prep forms.

	AIL should refer to the instruction sheet on each form or template.
	6.8.1.2
	Chart of Accounts: Identify Data Preparation, Setup, and Loading Forms to Populate
	· Complete Column 6.8.1 on the Data Preparation Tracking From-F6.8.1

· Agencies identified applicable Data Prep forms.

	AIL should refer to the instruction sheet on each form or template.
	6.8.1.3
	Cost Allocation: Identify Data Preparation, Setup, and Loading Forms to Populate


	· None

	AIL should refer to the instruction sheet on each form or template.
	6.8.1.4
	Accounts Receivables: Identify Data Preparation, Setup, and Loading Forms to Populate


	· Complete Column 6.8.1 on the Data Preparation Tracking From-F6.8.1

· Agencies identified applicable Data Prep forms.
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	6.8 Data Preparation, Setup, & Loading Tasks – continued -

	ALM, Agency Conversion Lead


	6.8.2
	Determine Population Method


	· ID 2 on Data Preparation, Setup, and Loading Tasks – C6.8.

· Complete Column 6.8.2 on the Data Preparation Tracking From-F6.8.1

· Determined appropriate population method for each type of data. 

	AIL
	6.8.3
	Perform Manual Population


	· ID 3 on Data Preparation, Setup, and Loading Tasks – C6.8.

· Populated Data Prep forms as applicable (Forms F6.8.1.1 – F6.8.1.4)

	AIL
	6.8.4
	Perform Automatic Population


	· ID 4 on Data Preparation, Setup, and Loading Tasks – C6.8.

· Populated Data Prep forms as applicable (Forms F6.8.1.1 – F6.8.1.4)

	AIL
	6.8.5
	Data Verification of Manually Populated Information
	· ID 5 on Data Preparation, Setup, and Loading Tasks – C6.8.

· Complete Column 6.8.5 on the Data Preparation Tracking From-F6.8.1

· Data Verification for the following areas as applicable:

	AIL
	6.8.6
	Verification of Automatically Populated Information
	· ID 1-6 on Manual Data Population Completion and Verification Checklist – C6.8.3, if applicable.

· ID 6 on Data Preparation, Setup, and Loading Tasks – C6.8.

· Data Verification for forms F6.8.1.1 – F6.8.1.4.
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	Task #
	Task Name
	Checklists/Forms/Outputs

	6.9 eMARS Agency-Specific Training Tasks

	AIL and Agency Training Team Lead (TTL)

	6.9.1


	Attend Training Team Lead Meetings
	· ID 1 on eMARS Training Checklist – C6.9.1

· Understanding of how to use the eMARS Training Catalog.



	AIL and Agency Training Team Lead (TTL)

	6.9.2
	Determine Access to Pathlore LMS Database
	· ID 2 on eMARS Training Checklist – C6.9.1

· eMARS Pathlore TTL Assessment Survey – F6.9.2



	AIL and Agency Training Team Lead (TTL)

	6.9.3
	Identify and Register Training Participants
	· ID 3 on eMARS Training Checklist – C6.9.1
· Completed registration process for each end-user

· eMARS End-User Training Needs by Training Course Form – F6.9.3



	AIL and Agency Training Team Lead (TTL)

	6.9.4
	Record Completion of Self-Paced Training Courses
	· ID 4 on eMARS Agency-Specific Training Checklist – C6.9.1
· Self-Pace Training Course Completion Tracking Form – F6.9.4

	AIL, Agency Training Team Lead (TTL), and Subject Matter Experts (SME)

	6.9.5
	Identify Specific Functional Areas for which Agency-Specific Training Needs to be Developed
	· ID 5 on eMARS Agency-Specific Training Checklist – C6.9.1
· Training Material Review Checklist – F6.9.5

	AIL, Subject Matter Experts (SME), Instructional Designers


	6.9.6
	Develop Outlines for Agency-Specific Training Courses
	· ID 6 on eMARS Agency-Specific Training Checklist – C6.9.1
· Agency-Specific Training Course Outline(s): it will include course outlines, training Goals & Measurement, and level of Effort to Develop.

	AIL, Agency Training Team Lead (TTL)


	6.9.7
	Identify Target Audiences for Agency-Specific Training
	· ID 7 on eMARS Agency-Specific Training Checklist – C6.9.1

· Agency-Specific End-User Training Needs by Course Form – F6.9.6
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	6.9 eMARS Agency-Specific Training Tasks – continued -

	AIL, Agency Training Team Lead (TTL), Instructional Designers 
	6.9.8
	Develop Agency-Specific Training Materials
	· ID 8 on eMARS Agency-Specific Training Checklist – C6.9.1

· Agency-Specific eMARS Training Materials.

· Agency-Specific Training Measurement Criteria.

	AIL, Agency Training Team Lead (TTL)


	6.9.9
	Develop Detailed Agency-Specific Training Schedule


	· ID 9 on eMARS Agency-Specific Training Checklist – C6.9.1

· Agency-Specific Training Schedule – F6.9.7

	AIL


	6.9.10
	Establish/Secure Training Facilities
	· ID 10 on eMARS Agency-Specific Training Checklist – C6.9.1

	AIL


	6.9.11
	6.9.11
Agency-Specific Training Database
	· ID 11 on eMARS Agency-Specific Training Checklist – C6.9.1

	6.10 Agency Hardware, Software, & Network Readiness Tasks

	AIL, Agency Technical Lead (ATL)


	6.10.1
	Evaluating Existing Software and Hardware
	· ID 1 on the eMARS Software and Hardware Readiness Checklist – C6.10.1.

· Existing Agency Software and Hardware Form – F6.10.1.

	AIL, ATL


	6.10.2
	Determine Hardware and Software Needs
	· ID 2 on the eMARS Software and Hardware Readiness Checklist – C6.10.1.

	AIL, ATL


	6.10.3
	6.10.3
Acquire Appropriate Software and Hardware
	· ID 3 on the eMARS Software and Hardware Readiness Checklist – C6.10.1.

· Agency Software & Hardware Order Form – F6.10.3.

	AIL, ATL


	6.10.4
	6.10.4
Generate Current Agency Network Diagram
	· ID 4 on the eMARS Software and Hardware Readiness Checklist – C6.10.1.

· Agency Network Diagram.

	AIL, ATL


	6.10.5
	6.10.5
Complete eMARS Network and User Questionnaire
	· ID 5 on the eMARS Software and Hardware Readiness Checklist – C6.10.1.

· eMARS Network and User Questionnaire – F6.10.5.


	Implementation Task Matrix

	Responsible
	Task #
	Task Name
	Checklists/Forms/Outputs

	6.10 Agency Hardware, Software, & Network Readiness Tasks – continued-

	AIL, ATL, eMARS Network Lead

	6.10.6
	6.10.6
Determine Network Needs
	· The outcome of this activity will be to document at a high level indicating the current status of infrastructure within a cabinet or agency.  This information will then be used by the ATL and eMARS Project Team to configure a network upgrade plan for the agency in concert with Commonwealth infrastructure resources.

· ID 6 on the eMARS Software and Hardware Readiness Checklist – C6.10.1.

	6.11 Reporting Tasks

	AIL, Reports Team Lead
	6.11.1
	Assign eMARS Reports Lead, Team and Schedule Meetings
	· Completed Form F6.11a – Identify eMARS Reports Lead.

· Complete ID 1 on the eMARS Reports Tasks Checklist – C6.11

· eMARS Reports team member names and meeting schedule

	AIL, Reports Team Lead and Team Members
	6.11.2
	Attend eMARS Agency-Specific Reporting Process Meeting
	· Complete ID 2 on the eMARS Reports Tasks Checklist – C6.11

	AIL, Reports Team Lead and Team Members
	6.11.3
	Validate Agency-Specific Reports and/or external databases and spreadsheets for eMARS
	· Verified Agency Specific Reports Worksheet

· Verified Agency Specific External Databases and Spreadsheets Worksheet, if applicable

· Complete ID 3 on the eMARS Reports Tasks Checklist – C6.11

	AIL, Reports Team Lead and Team Members
	6.11.4
	Prioritize Agency-Specific Reports and/or external databases and spreadsheets  for eMARS
	· Prioritized Agency Specific Reports Spreadsheet

· Prioritized Agency Specific External Databases and Spreadsheets, if applicable

· Complete ID 4 on the eMARS Reports Tasks Checklist – C6.11

	AIL, Reports Team Lead
	6.11.5
	Develop Reports Development Workplan and Make Assignments
	· Reports Development Workplan and Assignments

· Complete ID 5 on the eMARS Reports Tasks Checklist – C6.11
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	6.11 Reporting Tasks - continued

	AIL, Reports Team Lead and Team Members
	6.11.6
	Reports Developer Training Completed
	· Complete ID 6 on the eMARS Reports Tasks Checklist – C6.11

	AIL, Reports Team Lead and Team Members
	6.11.7
	Develop Agency-Specific Reports and/or external databases and spreadsheets for eMARS
	· Updated Reports Development Workplan and Assignments

· Agency-specific reports

· Agency-specific external databases and spreadsheets, if applicable
· Complete ID 7 on the eMARS Reports Tasks Checklist – C6.11

	6.12 Security and Workflow Tasks

	AIL
	6.12.1
	Assign eMARS Security and Workflow Lead and Schedule Meetings
	· Completed Form F6.12a – Identify eMARS Security and Workflow team Lead.

· Complete ID 1 on the eMARS Security and Workflow Tasks Checklist – C6.12
· eMARS Security Implementation Lead and team member names, meeting schedule

	Agency Security and Workflow Lead, AIL
	6.12.2
	Attend eMARS Security and Workflow Training Session
	· Completed Agency Security and Workflow training.

· Complete ID 2 on the eMARS Security and Workflow Tasks Checklist – C6.12


	 Complete eMARS Workflow Spreadsheet


	· Completed Agency Workflow spreadsheet.

· Complete ID 3 on the eMARS Security and Workflow Tasks Checklist – C6.12

	Agency Security and Workflow Lead, AIL
	6.12.4
	Identify Team Members to Test Workflow rules
	· Complete Form F6.12b – eMARS Workflow Verification Team Members

· Complete ID 4 on the eMARS  Security and Workflow Tasks Checklist – C6.12

	Agency Security and Workflow Lead, AIL, Workflow Rule Testers
	6.12.5
	Workflow Rule Testers Training Completed
	· Complete Workflow Rule tester training

· Complete ID 5 on the eMARS Security and Workflow Tasks Checklist – C6.12

	Agency Security and Workflow Lead, AIL, Workflow Rule Testers
	6.12.6
	Attend Workflow Rule Testing Process Meeting
	· Attend Workflow Rule Testing Process Meeting

· Complete ID 6 on the eMARS Security and Workflow Tasks Checklist – C6.12


	Implementation Task Matrix

	Responsible
	Task #
	Task Name
	Checklists/Forms/Outputs

	6.12 Security and Workflow Tasks -continued

	Agency Security and Workflow Lead, AIL, Workflow Rule Testers
	6.12.7
	Complete Initial Workflow Rule On-Line Testing
	· Complete Workflow Rule On-Line Testing

· Complete ID 7 on the eMARS Security and Workflow Setup Tasks Checklist – C6.12

	Agency Security and Workflow Lead, AIL, 
	6.12.8
	Attend Assignment of Security Roles and Workflow Approval Roles Process Meeting
	· Attend Workflow Rule Testing Process Meeting

· Complete ID 8 on the eMARS Security and Workflow Tasks Checklist – C6.12

	Agency Security and Workflow Lead, AIL, 
	6.12.9
	Completion of Security Roles and Workflow Approval Roles Spreadsheet
	· Complete the Security Roles and Workflow Approval Roles Spreadsheet

· Complete ID 9 on the eMARS Security and Workflow Tasks Checklist – C6.12

	Agency Security and Workflow Lead, AIL, 
	6.12.10
	On-Going Maintenance and Testing of Security and Workflow Information
	· Submit and test any changes to security and workflow information

	6.15 eMARS Cost Accounting, Projects, and Grants

	AIL
	6.15.1
	Assign eMARS Cost Accounting, Projects, and Grants Team Lead
	· Completed Form F6.15a – Identify eMARS Cost Accounting, Projects, and Grants team Lead.

· Complete ID 1 on the eMARS Cost Accounting, Projects, and Grants Tasks Checklist – C6.15

· eMARS Cost Accounting, Projects, and Grants team member names and meeting schedule

	AIL, Cost Accounting, Projects, and Grants Team Lead
	6.15.2
	Attend Projects and Grants Cash Balance Cleanup meeting
	· Attendance of the Projects and Grants Cash Balance Cleanup meeting.

· Complete ID 2 on the eMARS Cost Accounting, Projects, and Grants Tasks Checklist – C6.15

	AIL, Cost Accounting, Projects, and Grants Team Lead
	6.15.3
	Identify Grants to be Converted to eMARS
	· Complete ID 3 on the eMARS Cost Accounting, Projects, and Grants Tasks Checklist – C6.1


	Implementation Task Matrix

	Responsible
	Task #
	Task Name
	Checklists/Forms/Outputs

	6.15 eMARS Cost Accounting, Projects, and Grants – continued-

	AIL, Cost Accounting, Projects, and Grants Team Lead
	6.15.4
	Update and Submit T_GrantstoConvert table
	· Complete ID 4 on the eMARS Cost Accounting, Projects, and Grants Tasks Checklist – C6.15

· Update and submit t_GrantstoConvert table

	AIL, Cost Accounting, Projects, and Grants Team Lead
	6.15.5
	Dispose of Cash Balances for Grants that Will Not be Converted to eMARS
	· Complete ID 5 on the eMARS Cost Accounting, Projects, and Grants Tasks Checklist – C6.15

· Disposition of cash balances for grants not converted to eMARS

	AIL, Cost Accounting, Projects, and Grants Team Lead


	6.15.6
	Correct and Clean Up data for grants to be Converted into eMARS
	· Complete ID 6 on the eMARS Cost Accounting, Projects, and Grants Tasks Checklist – C6.15

· Corrected and clean up of data for grants to be converted into eMARS.

	AIL, Cost Accounting, Projects, and Grants Team Lead
	6.15.7
	Attend Projects and Grants Data Collection and Testing Meeting
	· Complete ID 7 on the eMARS Cost Accounting, Projects, and Grants Tasks Checklist – C6.15

· Attendance of the projects and grants data collection and testing meeting.

	AIL, Cost Accounting, Projects, and Grants Team Lead
	6.15.8
	Complete and Submit Initial Projects and Grants Cross-Walk Table
	· Complete ID 8 on the eMARS Cost Accounting, Projects, and Grants Tasks Checklist – C6.15

· Updated Major Program Structure database

	AIL, Cost Accounting, Projects, and Grants Team Lead


	6.15.9
	Complete and Submit Initial Major Program Structure tables
	· Complete ID 9 on the eMARS Cost Accounting, Projects, and Grants Tasks Checklist – C6.15

· Updated Major Program Structure database.



	AIL, Cost Accounting, Projects, and Grants Team Lead
	6.15.10
	Maintain and Submit Final Major Program structure tables
	· Complete ID 10 on the eMARS Cost Accounting, Projects, and Grants Tasks Checklist – C6.15

· Updated Major Program Structure database.


	Implementation Task Matrix

	Responsible
	Task #
	Task Name
	Checklists/Forms/Outputs

	6.15 eMARS Cost Accounting, Projects, and Grants – continued-

	AIL, Cost Accounting, Projects, and Grants Team Lead


	6.15.11
	Maintain and Submit Final Projects and Grants cross-walk table
	· Complete ID 11 on the eMARS Cost Accounting, Projects, and Grants Tasks Checklist – C6.15

· Final Projects and Grants cross-walk table


6.1 Agency Implementation Planning Approach

eMARS will function as a statewide system.  During the design phases of eMARS, cross-agency user groups compared CGI-AMS baseline software with the Commonwealth’s needs, by which, modifications needed to the software were identified.  In addition, other cross-agency teams began the eMARS development process by identifying and planning for key systems to be interfaced and converted.

The approach to supporting implementation of eMARS at each agency involves helping an AIL undertake a detailed review of eMARS functionality and comparing that with the agency’s current operations.  In many, if not most agencies, eMARS can be implemented using the statewide “agency implementation work plan” that is included with this document.  If implementing some aspect of the eMARS system (as configured) is not feasible, the assigned ALM will work with the AIL to mesh agency business processes with eMARS functionality.  

  Section 6.4, Implementing Agency-Specific , describes this process in more detail.

6.2 Checklists as Part of Implementation

Many checklists will be provided with the AIG.  These checklists will be the major tool to help plan and track all the various eMARS implementation activities within an agency.  Completed checklists also provide the eMARS Implementation Team with information to help monitor how smoothly implementation is going at the agency level, and to plan to have the right kind and amount of support available.

The Commonwealth’s policy is that all checklists will be delivered and filled out as electronic documents.  The checklists will be posted on the eMARS web site under the AIL documentation section at http://finance.ky.gov/internal/emars. Checklist due dates will be posted on the “Key Dates” section under the AIL Documentation section on the eMARS website at http://finance.ky.gov/internal/emars/.  The Forms Completion Checklist - C6.2a, should be completed when all forms associated with implementation tasks have been completed.

6.3 Model Implementation Work Plan
The eMARS Implementation Team will provide the eMARS implementation plan to use as a basis for each agency’s implementation planning.  This work plan may be used as is, or customized based on the results of the Agency’s System Usage Analysis activities.  In order to provide up-to-the-minute project timelines, this work plan will be posted on the eMARS web site under the AIL documentation section at http://finance.ky.gov/internal/emars.
6.4 Implementing Agency-Specific Processes

eMARS will be implemented with all of the baseline software functionality.  A few Commonwealth specific modifications will also be made.  These were identified during the implementation analysis phase of the project.  No further Commonwealth specific modifications will be made to the software.  Agencies need to review the eMARS processes described in section 5 of the AIG and review the functional process tasks in section 6.5d.  Agencies need to review their current policies and procedures and compare them with the eMARS processes to determine what, if any, changes need to be implemented to effectively implement eMARS.  
To help with this, the eMARS Implementation team will provide resources as outlined below:

· Provide process information in the eMARS Agency Implementation Guide.

· Provide process training sessions as needed.  The need for these will be identified by completing the Planning Question described in section 6.5.

· Provide, via the assigned ALM, a central point of contact within the eMARS Implementation Team for your questions and support needs.

· Respond to queries about eMARS as quickly and efficiently as possible.

In order for Agencies to facilitate their readiness to implement eMARS, they will:

· Undertake the eMARS Agency System Usage Analysis described in section 6.5 and determine what (if any) changes in current processes the agency needs to implement prior to the July 1, 2006 cutover date.

· Either adopt the eMARS Implementation Work Plan that is provided with the AIG, or customize it for the agency’s use.

· Direct and perform the implementation of eMARS within the agency, with the Central Team’s assistance.

· Provide whatever staff or technology resources are needed to accomplish customization within the time available.

6.5 Agency System Usage Analysis

In order to prepare the agency for implementation of eMARS, an Agency System Usage Analysis (SUA) must be conducted.  During the Agency SUA activity, the AIL and key agency experts will define how the eMARS software and model procedures will be used to support their agency’s operational requirements.  This will involve a number of component steps, including reviewing current agency operations and learning the eMARS system functionality and corresponding policies and procedures.  This work will enable the team to define how the agency will utilize eMARS to operate on July 1, 2006.  This basic approach will be followed for all functional areas where the agency has applicable requirements.  In some cases, eMARS may provide functionality that is not relevant for a particular agency.  In these situations, in-depth analysis will not be conducted.  Once system usage analysis is complete, an implementation plan will then be prepared that addresses work the agency must conduct to be ready for implementation.

To see how the SUA tasks relate to each other, please refer to Figure 1
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Figure 6.5 .  System Usage Analysis Tasks

6.5.1 Agency Goals and Objectives

Responsible:
AIL

Estimated Duration:
One meeting, 2-3 hours duration.

Due Dates:
See “Key Dates” under the AIL Documentation section on the eMARS website at 
           http://finance.ky.gov/internal/emars/. 

Description:
Agency-specific goals and objectives should be defined and written that can be supported by the eMARS implementation and that will guide the agency-level design and implementation activities.  These should be developed with involvement from the key agency stakeholders and they should be based on a review of the overall eMARS project objectives to ensure compatibility.

Workproducts and Results:

· Statement of agency goals and objectives

· ID 1 on Agency SUA Checklist – C6.5

Resources and Inputs:

· eMARS Goals and Objectives

· eMARS Implementation Work plan
6.5.2 Complete Planning Questionnaire

Responsible:
AIL

Estimated Duration:
One week.  The questionnaire can be completed in one sitting.  However, one week has been allowed to gather needed information and conduct necessary interviews.

Due Dates:
See “Key Dates” under the AIL Documentation section on the eMARS website at http://finance.ky.gov/internal/emars/. 

Description:
The eMARS Agency Implementation Planning Questionnaire should be completed by the AIL to provide a preliminary assessment of the agency’s potential eMARS usage.  This will require some research and interviewing as needed to obtain planning information such as volumes or job functions.  ALM support will be provided to ensure that the questionnaire is interpreted and completed appropriately.

Work products and Results:

· Completed eMARS Agency Implementation Planning Questionnaire

· ID 2 on Agency SUA Checklist – C6.5

Resources and Inputs:

· eMARS Agency Implementation Planning Questionnaire
· Interviewees

· eMARS Implementation Work plan 

· Section 5 of this AIG

· ID 2 on Agency SUA Checklist – C6.5

6.5.3 Refine Assignments/Schedule Meetings

Responsible:
AIL

Estimated Duration:
One day.  Assume one day to evaluate the Planning Questionnaire, refine key participants by topic area, and develop and design meeting schedule.

Due Dates:
See “Key Dates” under the AIL Documentation section on the eMARS website at http://finance.ky.gov/internal/emars/. 

Description:
Based on the results of the Planning Questionnaire, the AIL and ALM will determine which “usage analysis” steps/meetings are required to complete the Agency System Usage Analysis.  Based on this, a tentative schedule will be developed for eMARS review and associated design meetings.  Furthermore, required attendees can be associated with the review and design meetings so that the schedule supports concurrent activities without overloading participants who must cover multiple areas.

Work products and Results:

· System Usage Analysis team list assignments
· System Usage Analysis meeting schedule

· ID 3 on Agency SUA Checklist – C6.5

Resources and Inputs:

· Completed Agency Planning Questionnaire

· MARS to eMARS Document Crosswalk 

· Section 5 of this AIG

6.5.4 Gather MARS Agency COA Codes

Responsible:
AIL, Agency Fiscal Subject Matter Expert (SME)

Estimated Duration:
One week

Due Dates:
See “Key Dates” under the AIL Documentation section on the eMARS website at http://finance.ky.gov/internal/emars/. 

Description:
The purpose of this task is to gather the information your agency experts will need to define your agency’s eMARS COA.  During this task, your agency’s fiscal SMEs will use the form provided in the appendix to gather and document your current chart of account codes. This will involve listing and describing attributes/codes captured currently under MARS to support agency-specific financial management needs.  Additional usage information will be captured on the form to facilitate eMARS mapping analysis in a subsequent task.  A key objective of this task is to clearly identify all the types of information being used by the agency, regardless of how many or which MARS codes are used to track them.  This will enable effective mapping analysis to the available eMARS codes.


In addition, you will complete the form to identify the current chart of account funding strip that is used with the Central Billing Agencies.  In a later task, you will be asked to provide your eMARS accounting strings for eMARS


As you gather your current MARS Agency COA funding strips, you will want to use MRDB information in order to analyze how frequently part or all of each funding strip was used in MARS.  Additionally, you will need to identify which funding strips are used for payroll distributions.  In a later task, you will need to establish accounting templates for eMARS.  This information will help you to determine which current MARS COA funding strips will need to be established in eMARS as accounting templates.

Workproducts and Results:

· Agency COA Code Usage Form – F6.5.4 

· Agency Central Billing COA Usage Form 

· ID 4 on Agency SUA Checklist – C6.5

Resources and Inputs:

· eMARS COA Plan

6.5.5 Review Usage Analysis Technique

Responsible:
AIL, Technical Lead, Policy & Procedures Lead, SMEs

Estimated Duration:
 ½ day

Due Dates:
See “Key Dates” under the AIL Documentation section on the eMARS website at http://finance.ky.gov/internal/emars/. 

Description:
In this step, agency staff who will participate in the system usage analysis process will learn about the methods and procedures for conducting agency level system usage analysis.  This education session will familiarize them with the key inputs, key outputs, and analytical steps that will comprise system usage analysis; how they will be expected to participate in the process; and critical success factors to ensure a successful result.  In essence, this task will ensure that the participants know what to expect.

Work products and Results:

· ID 5 on Agency SUA Checklist – C6.5

Resources and Inputs:

· Usage analysis technique materials and orientation will be provided by your ALM
· MARS to eMARS Document Crosswalk

6.5.6 Review Current Processes

Responsible:
AIL, Technical Lead, Policy & Procedures Lead, SMEs

Estimated Duration:
 1 day

Due Dates:
See “Key Dates” under the AIL Documentation section on the eMARS website at http://finance.ky.gov/internal/emars/. 

Description:
Current processes will be documented in Section 6.10.2.  Your team members will need to be familiar with this work in order to prepare them for upcoming tasks.  During this task, agency staff who will participate in system usage analysis will familiarize themselves with the current processes which have been documented for the agency.

Workproducts and Results:

· ID 6 on Agency SUA Checklist – C6.5

Resources and Inputs:

· Section 5 of this AIG

· Documented agency processes

· MARS to eMARS Document Crosswalk

6.5.7 Review eMARS COA Model

Responsible:
AIL

Estimated Duration:
One day.  Assume one day to present all associated topics.

Due Dates:
See “Key Dates” under the AIL Documentation section on the eMARS website at http://finance.ky.gov/internal/emars/. 

Description:
Implementation support staff will present and explain the eMARS Chart of Account structures, including MARS to eMARS mapping for central agency attributes and recommended mapping for agency use attributes.  Usage options associated with financial reporting, budgetary control, and cost accounting will be clarified.  This will enable the subsequent analysis activities to proceed with an appropriate base level of understanding.


As part of this task, additional meetings will be conducted to discuss agency options available for cross-walking the central MARS COA element Program Budget Unit (PBU) to eMARS.  In the meetings, the agency should include the appropriate budget and accounting staff as well as their respective GOPM analyst and eMARS project staff.  The eMARS team will schedule and facilitate these meetings.  In some cases, this meeting may have taken place prior to publication of the AIG.  

Workproducts and Results:

· ID 7 on Agency SUA Checklist – C6.5

Resources and Inputs:

· eMARS COA Plan.

· Section 5 of this AIG

· MARS to eMARS Document Crosswalk

· GOPM Analyst

6.5.8 Define Agency COA and Accounting Templates

Responsible:
AIL

Estimated Duration:
Two - Six weeks.  Assume multiple meetings to work out effective usage of eMARS COA and budgetary control.  If significant issues do not arise, this can be accomplished in a shorter period time.

Due Dates:
See “Key Dates” under the AIL Documentation section on the eMARS website at http://finance.ky.gov/internal/emars/. 

Description:
During this process, the AIL will assemble the agency staff who documented current COA usage information (Task 6.5.4) to define how the eMARS chart of account and budget control features will be employed to support financial management for the agency.  This process will be supported by ALM and Functional Agency Support (FAS) personnel as appropriate to ensure effective mapping to eMARS capabilities.  The primary input to this process will be the Current MARS Agency COA Code Usage Form.  Each element identified on this form and required for future operations will be mapped to an appropriate eMARS attribute to derive an overall approach for your agency’s COA classification needs.  
As part of this task, the agency will begin to define their accounting template ids.  Of particular importance is identifying the accounting templates to be used by the central billing agencies in their respective billing interfaces.  Agencies must also provide a Unit code to be associated with the department and accounting template.  

This analysis represents a key system usage analysis result since it will drive many of the subsequent usage analysis activities.

Work Products and Results:

· Update Agency COA Code Usage Form – F6.5.4

· Complete Agency Accounting Templates Usage Form F6.5.8a

· ID 8 on Agency SUA Checklist – C6.5

Resources and Inputs:

· Current MARS Agency COA Code Usage Form – F6.5.4

· eMARS COA Plan

· Section 5 of this AIG

6.5.8.1 Define Agency Program Budget Structure and Cash Control Usage

Responsible:
AIL

Estimated Duration:
Two - Four weeks.  Assume multiple meetings to define optimal usage of eMARS COA Function/Sub-function for defining Program Budgets, and Fund for cash control.  If significant issues do not arise, this can be accomplished in a shorter period time.

Due Dates:
See “Key Dates” under the AIL Documentation section on the eMARS website at http://finance.ky.gov/internal/emars/. 

Description:
During this process, the AIL will assemble the agency staff who documented current COA usage information (Task 6.5.4) to define how the eMARS Function and/or Sub-Function COA elements will be employed to support Program Budgets, and how Fund will be employed to support Cash Control for your agency.  

The eMARS Functional team has met with each agency and their respective GOPM analyst to review the agency’s current MARS Appropriation Programs (AP), Allotment Programs (AL), and Program Budget Units (PBUs), and their potential relationship to the eMARS Function Group, Function Type, and Function/Sub-Function, respectively. Agencies are encouraged to review their current MARS AP/AL/PBU structure to determine if changes should be made in eMARS to better reflect their budgetary control and reporting needs.  Agencies will document their proposed structure using the Agency Program Budget (Function) Usage Form F6.5.8b.

In addition, the relationship between the eMARS Fund element and cash controls was explained.  In MARS, cash control accounts are established at multiple levels on the CASH table.  In eMARS, cash control edits occur only at the Fund level.  Therefore, agencies must determine where cash controls are needed and request new Funds be established in eMARS.  This request will be made by completing the Fund and Fund Name columns on the Agency Program Budget (Function) Usage Form F6.5.8b.

This process will be supported by ALM and Functional Agency Support (FAS) personnel as appropriate to ensure effective mapping to eMARS capabilities.  The primary input to this process will be the eMARS Chart of Accounts Plan.  This analysis represents a key system usage analysis result since it will drive many of the subsequent usage analysis and data preparation activities.

Work Products and Results:

· Complete Agency Program Budget (Function) Usage Form F6.5.8b 
· ID 8a on Agency SUA Checklist – C6.5

Resources and Inputs:

· eMARS COA Plan

· GOPM MARS to eMARS AP AL Crosswalk

· Agency’s GOPM analyst

· eMARS Project Functional SMEs
6.5.8.2 Define Agency Organizational Structure

Responsible:
AIL

Estimated Duration:
One - Four weeks.  Assume multiple meetings to define optimal usage of eMARS centrally maintained organizational elements for defining an Organization based COA structure for budgeting and/or reporting.  If significant issues do not arise, this can be accomplished in a shorter period time.

Due Dates:
See “Key Dates” under the AIL Documentation section on the eMARS website at http://finance.ky.gov/internal/emars/. 

Description:
During this process, the AIL will assemble the agency staff who documented current COA usage information (Task 6.5.4) to define how the eMARS centrally maintained organizational elements (Division, Group, Section, District and Unit) will be employed to support recording and reporting agency accounting activity.  

The centrally maintained organizational elements can be used to define an agency’s organization structure.   Agencies must decide the level at which each department should record accounting activity.  For departments who’s Program Budget structure closely represents the organization structure, the department may not need to duplicate their organization structure using the organizational elements, but may only need to setup and use a single Unit code to record transactions.  However, agencies who’s Program Budgets cross organizational boundaries may want to define an organization structure at some level lower than Department using the eMARS centrally maintained organizational elements.  This structure will be defined using the Agency Organization Usage Form F6.5.8c.  

This process will be supported by ALM and Functional Agency Support (FAS) personnel as appropriate to ensure effective mapping to eMARS capabilities.  The primary inputs to this process will be the eMARS Chart of Accounts Plan and the Agency COA Code Usage Form (Form F6.5.4).  Decisions made in this task may have an impact on planned use of the agency specific COA elements, and require subsequent updates to the Agency COA Code Usage Form (Form F6.5.4).  

This analysis represents a key system usage analysis result since it will drive many of the subsequent usage analysis and data setup activities.

Work Products and Results:

· Complete Agency Organization Usage Form F6.5.8c 
· Updated Agency COA Code Usage Form F6.5.4

· ID 8b on Agency SUA Checklist – C6.5

Resources and Inputs:

· eMARS COA Plan

· Agency’s GOPM analyst

· eMARS Project Functional SMEs
6.5.8.3 Review Program Budget and Cash Control Structures with GOPM Analyst

Responsible:
AIL

Estimated Duration:
Two – Four hours.

Due Dates:
See “Key Dates” under the AIL Documentation section on the eMARS website at http://finance.ky.gov/internal/emars/. 

Description:
The AIL and agency staff responsible for completing tasks 6.5.8.1 and Forms F6.5.8b and F6.5.8c must meet with their respective GOPM analyst who must approve the agency’s proposed structure(s).  The approved forms will be submitted to the ALM and the eMARS project team.  

This analysis represents a key system usage analysis result since it will drive many of the subsequent usage analysis and data setup activities.

Work Products and Results:

· Approved Agency Program Budget (Function) Usage Form F6.5.8b 
· ID 8c on Agency SUA Checklist – C6.5

Resources and Inputs:

· Agency’s GOPM analyst

· Program Budget (Function)Usage Form F6.5.8b 

· eMARS Project Functional SMEs
6.5.9 Define Purchasing/Payables Usage

Responsible:
AIL

Estimated Duration:
Two - three weeks.  Assume multiple meetings to work out effective usage of eMARS procurement procedures.  If significant issues do not arise, this can be accomplished within one week.

Due Dates:
See “Key Dates” under the AIL Documentation section on the eMARS website at http://finance.ky.gov/internal/emars/. 

Description:
During this process, the AIL will assemble appropriate agency staff, knowledgeable in the procurement requirements and procedures of the agency, to define how the eMARS procurement features will be employed to support the agency.  This process will be supported by ALM and FAS personnel as appropriate to ensure effective mapping to eMARS capabilities.  This process will begin with a review of eMARS functionality and system usage analysis, including model agency procedures.  Mapping to the eMARS System Usage will be performed in order to determine how agency related procedures will be supported under eMARS.  Specifically, this process will identify where agency-specific procedures are necessary.  

In other areas, including reports, interfaces, conversion, security and workflow and training, subsequent analysis and planning activities are planned and will be conducted.  However, needs and requirements related to these areas may arise during the course of system usage analysis in business process areas.  Documentation of these requirements will be supported by adding entries on the respective forms so they are not lost.  These can then be consolidated and used as a starting point when the analysis for the respective area is begun.

Workproducts and Results:

· Agency Interface Requirements Form – F6.5.19.

· Agency Conversion Requirements Form – F6.5.20.

· Agency Reporting Requirements Form – F6.5.21.

· Agency Security and Workflow Requirements Form – F6.5.22.

· Agency Training Requirements Form – F6.5.23.
· Agency Procedures Requirements Form – F6.5.24.

· ID 9 on Agency SUA Checklist – C6.5.1.

Resources and Inputs:

· Section 5.1.5 of this AIG

· Section 5.1.7 of this AIG
· MARS to eMARS Document Crosswalk.

· Planning Questionnaire (Section 6.5.2 of AIG)

· Appendix B of the Interface Plan

6.5.10 Define Revenue/Receivables Usage

Responsible:
AIL

Estimated Duration:
Up to two weeks.  Assume multiple meetings to work out effective usage of eMARS revenue and receivables procedures.  If significant issues do not arise, this can be accomplished within two weeks.

Due Dates:
See “Key Dates” under the AIL Documentation section on the eMARS website at http://finance.ky.gov/internal/emars/. 

Description:
Applicability of this step will be determined based on using the completed Planning Questionnaire.  If applicable, during this process, the AIL will assemble appropriate agency staff, knowledgeable in the Revenue and Receivables requirements and procedures of the agency, to define how the eMARS revenue and receivable features will be employed to support the agency.  This process will be supported by ALM and FAS personnel as appropriate to ensure effective mapping to eMARS capabilities.  This process should begin with a review of eMARS functionality and system usage analysis, including model agency procedures.  Mapping to the eMARS System Usage will be performed in order to determine how agency related procedures are supported under eMARS.  Specifically, this process will identify where agency-specific procedures are necessary.

In other areas, including reports, interfaces, conversion, security and workflow, and training, subsequent analysis and planning activities are planned and will be conducted.  However, needs and requirements related to these areas may arise during the course of system usage analysis in business process areas.  Documentation of these requirements will be supported by adding entries on the respective forms so they are not lost.  These can then be consolidated and used as a starting point when the analysis for the respective area is begun.

Workproducts and Results:

· Agency Interface Requirements Form – F6.5.19.

· Agency Conversion Requirements Form – F6.5.20.

· Agency Reporting Requirements Form – F6.5.21.

· Agency Security and Workflow Requirements Form – F6.5.22.

· Agency Training Requirements Form – F6.5.23.
· Agency Procedures Requirements Form – F6.5.24.

· ID 10 on Agency SUA Checklist – C6.5.1.

Resources and Inputs:

· Section 5.1.6 of this AIG

· MARS to eMARS Document Crosswalk.

· Planning Questionnaire (Section 6.5.2 of AIG)

· Appendix B of the Interface Plan

6.5.11 Define Internal Orders & Billing Usage

Responsible:
AIL

Estimated Duration:
One week.  Assume multiple meetings to work out effective usage of eMARS internal orders and billing procedures.  If significant issues do not arise, this can be accomplished within one week.  This assumes that basic procedures and issues have been addressed as part of the procurement and revenue/receivables work.

Due Dates:
See “Key Dates” under the AIL Documentation section on the eMARS website at http://finance.ky.gov/internal/emars/. 

Description:
Applicability of this step will be determined based on using the completed Planning Questionnaire.  If applicable, during this process, the AIL will assemble appropriate agency staff, knowledgeable in the internal billing requirements and procedures of the agency, to define how the eMARS procurement features will be employed to support the agency.  This process will be supported by ALM and FAS personnel as appropriate to ensure effective mapping to eMARS capabilities.  This process will begin with a review of eMARS functionality and system usage analysis, including model agency procedures.  Mapping to the eMARS System Usage will be performed in order to determine how agency related procedures are supported under eMARS.  Specifically, this process will identify where agency-specific procedures are necessary
In other areas, including reports, interfaces, conversion, security and workflow, and training, subsequent analysis and planning activities are planned and will be conducted.  However, needs and requirements related to these areas may arise during the course of system usage analysis in business process areas.  Documentation of these requirements will be supported by adding entries on the respective forms so they are not lost.  These can then be consolidated and used as a starting point when the analysis for the respective area is begun.

Workproducts and Results:

· Agency Interface Requirements Form – F6.5.19.

· Agency Conversion Requirements Form – F6.5.20.

· Agency Reporting Requirements Form – F6.5.21.

· Agency Security and Workflow Requirements Form – F6.5.22.

· Agency Training Requirements Form – F6.5.23.
· Agency Procedures Requirements Form – F6.5.24.

· ID 11 on Agency SUA Checklist – C6.5.1.

Resources and Inputs:

· Section 5.1.3 of this AIG

· MARS to eMARS Document Crosswalk. 
· Planning Questionnaire (Section 6.5.2 of AIG)

· Agency Accounting Templates Usage Form F6.5.8a

· Appendix B of the Interface Plan

6.5.12 Define Grants and Projects Usage

Responsible:
AIL

Estimated Duration:
Two-Four weeks. Assume multiple meetings to work out effective usage of eMARS grant and project procedures.  The duration of this activity will depend upon the significance of the grant and project requirements of your agency.  For agencies organized around the management of projects, this will be a more complex, and therefore longer, undertaking.  A month can be planned for agencies that fit this category.

Due Dates:
See “Key Dates” under the AIL Documentation section on the eMARS website at http://finance.ky.gov/internal/emars/. 

Description:
Applicability of this step will be determined based on using the completed Planning Questionnaire.  If applicable, during this process, the AIL will assemble appropriate agency staff, knowledgeable in the grant accounting requirements and procedures of the agency, to define how the eMARS grant accounting features will be employed to support the agency.  There are multiple areas which will be considered in this step, including project management, grant management, and job/work order tracking.  This process will be supported by ALM and FAS personnel as appropriate to ensure effective mapping to eMARS capabilities.  This process will begin with a review of eMARS functionality and system usage analysis, including model agency procedures.  Mapping to the eMARS System Usage will be performed in order to determine how agency related procedures will be supported under eMARS.  Specifically, this process will identify where agency-specific procedures are necessary
In other areas, including reports, interfaces, conversion, security and workflow, and training, subsequent analysis and planning activities are planned and will be conducted.  However, needs and requirements related to these areas may arise during the course of system usage analysis in business process areas.  Documentation of these requirements will be supported by adding entries on the respective forms so they are not lost.  These can then be consolidated and used as a starting point when the analysis for the respective area is begun.

Workproducts and Results:

· Agency Interface Requirements Form – F6.5.19.

· Agency Conversion Requirements Form – F6.5.20.

· Agency Reporting Requirements Form – F6.5.21.

· Agency Security and Workflow Requirements Form – F6.5.22.

· Agency Training Requirements Form – F6.5.23.
· Agency Procedures Requirements Form – F6.5.24.

· ID 12 on Agency SUA Checklist – C6.5.1.

Resources and Inputs:

· Section 5.1.8 of this AIG
· MARS to eMARS Document Crosswalk.

· Planning Questionnaire (Section 6.5.2 of AIG)

· Federal Fund Cash Cleansing Database Projcash3 or Projcash3_97

· Major Program Structure Database MPM or MPM_97

· Appendix B of the Interface Plan

6.5.13 Define Cost Allocation Usage

Responsible:
AIL

Estimated Duration:
One-Four weeks.  The duration of this step will depend upon the cost allocation requirements of the particular agency.  For agencies where complex allocation requirements exist, a month can be planned to define appropriate usage of eMARS cost allocation functionality.

Due Dates:
See “Key Dates” section on the agency implementation website at

http://www.state.ky.us/agencies/adm/mars/mars.htm.

Description:
Applicability of this step will be determined based on using the complete Planning Questionnaire.    If applicable, during this process, the AIL will assemble appropriate agency staff, knowledgeable in the cost allocation requirements and procedures of the agency, to define how the eMARS cost allocation features will be employed to support the agency.  This process will be supported by ALM and FAS personnel as appropriate to ensure effective mapping to eMARS capabilities.  This process will begin with a review of eMARS functionality and system usage analysis, including model agency procedures.  Mapping to the eMARS System Usage will be performed in order to determine how agency related procedures will be supported under eMARS.  Specifically, this process will identify where agency-specific procedures are necessary
In other areas, including reports, interfaces, conversion, security and workflow, and training, subsequent analysis and planning activities are planned and will be conducted.  However, needs and requirements related to these areas may arise during the course of system usage analysis in business process areas.  Documentation of these requirements will be supported by adding entries on the respective forms so they are not lost.  These can then be consolidated and used as a starting point when the analysis for the respective area is begun.

Workproducts and Results:

· Agency Interface Requirements Form – F6.5.19.

· Agency Conversion Requirements Form – F6.5.20.

· Agency Reporting Requirements Form – F6.5.21.

· Agency Security and Workflow Requirements Form – F6.5.22.

· Agency Training Requirements Form – F6.5.23.
· Agency Procedures Requirements Form – F6.5.24.

· ID 13 on Agency SUA Checklist – C6.5.1.

Resources and Inputs:

· Section 5.1.8 of this AIG
· MARS to eMARS Document Crosswalk.

· Planning Questionnaire (Section 6.5.2 of AIG)

· Appendix B of the Interface Plan

6.5.14 Define Fixed Asset Usage

Responsible:
AIL

Estimated Duration:
One-Two weeks.  Assume multiple meetings to work out effective usage of eMARS fixed asset procedures.  The duration of this activity will depend upon how extensive the agency requirements are related to fixed asset management
Due Dates:
See “Key Dates” under the AIL Documentation section on the eMARS website at http://finance.ky.gov/internal/emars/. 

Description:
Applicability of this step will be determined based on using the complete Planning Questionnaire.  If applicable, during this process, the AIL will assemble appropriate agency staff, knowledgeable in the fixed assets requirements and procedures of the agency, to define how the eMARS fixed asset features will be employed to support the agency.  This process will be supported by ALM and FAS personnel as appropriate to ensure effective mapping to eMARS capabilities.  This process will begin with a review of eMARS functionality and system usage analysis, including model agency procedures.  Mapping to the eMARS System Usage will be performed in order to determine how agency related procedures will be supported under eMARS.  Specifically, this process will identify where agency-specific procedures are necessary. 

In other areas, including reports, interfaces, conversion, security and workflow, and training, subsequent analysis and planning activities are planned and will be conducted.  However, needs and requirements related to these areas may arise during the course of system usage analysis in business process areas.  Documentation of these requirements will be supported by adding entries on the respective forms so they are not lost.  These can then be consolidated and used as a starting point when the analysis for the respective area is begun.

Workproducts and Results:

· Agency Interface Requirements Form – F6.5.19.

· Agency Conversion Requirements Form – F6.5.20.

· Agency Reporting Requirements Form – F6.5.21.

· Agency Security and Workflow Requirements Form – F6.5.22.

· Agency Training Requirements Form – F6.5.23.
· Agency Procedures Requirements Form – F6.5.24.

· ID 14 on Agency SUA Checklist – C6.5.1.

Resources and Inputs:

· Section 5.1.2 of this AIG

· MARS to eMARS Document Crosswalk.

· Planning Questionnaire (Section 6.5.2 of AIG)

· Appendix B of the Interface Plan

6.5.15 Define Inventory Usage

Responsible:
AIL

Estimated Duration:
One-Two weeks.  Assume multiple meetings to work out effective usage of eMARS inventory procedures.  The duration of this activity will depend upon how extensive the agency requirements are related to inventory management.

Due Dates:
See “Key Dates” under the AIL Documentation section on the eMARS website at http://finance.ky.gov/internal/emars/. 

Description:
Applicability of this step will be determined based on using the complete Planning Questionnaire.  If applicable, during this process, the AIL will assemble appropriate agency staff, knowledgeable in the inventory requirements and procedures of the agency, to define how the eMARS inventory features will be employed to support the agency.  This process will be supported by ALM and FAS personnel as appropriate to ensure effective mapping to eMARS capabilities.  This process will begin with a review of eMARS functionality and system usage analysis, including model agency procedures.  Mapping to the eMARS System Usage will be performed in order to determine how agency related procedures will be supported under eMARS.  Specifically, this process will identify where agency-specific procedures are necessary
In other areas, including reports, interfaces, conversion, security and workflow, and training, subsequent analysis and planning activities are planned and will be conducted.  However, needs and requirements related to these areas may arise during the course of system usage analysis in business process areas.  Documentation of these requirements will be supported by adding entries on the respective forms so they are not lost.  These can then be consolidated and used as a starting point when the analysis for the respective area is begun.

Workproducts and Results:

· Agency Interface Requirements Form – F6.5.19.

· Agency Conversion Requirements Form – F6.5.20.

· Agency Reporting Requirements Form – F6.5.21a.

· Agency Security and Workflow Requirements Form – F6.5.22.

· Agency Training Requirements Form – F6.5.23.
· Agency Procedures Requirements Form – F6.5.24.

· ID 15 on Agency SUA Checklist – C6.5.1.

Resources and Inputs:

· Section 5.1.4 of this AIG
· MARS to eMARS Document Crosswalk.

· MARS to eMARS Document Crosswalk.

· Planning Questionnaire (Section 6.5.2 of AIG)

· Appendix B of the Interface Plan

6.5.16 Define Budget Preparation, Execution, and Control Usage

Responsible:
AIL

Estimated Duration:
One-Two weeks.  Assume multiple meetings to work out effective usage of eMARS budget preparation procedures.  The duration of this activity will depend upon how extensive the agency requirements are related to budget preparation management.

Due Dates:
See “Key Dates” under the AIL Documentation section on the eMARS website at http://finance.ky.gov/internal/emars/. 

Description:
Applicability of this step will be determined based on using the complete Planning Questionnaire.  If applicable, during this process, the AIL will assemble appropriate agency staff, knowledgeable in the budget preparation requirements and procedures of the agency, to define how the eMARS budget preparation features will be employed to support the agency.  This process will be supported by ALM and FAS personnel as appropriate to ensure effective mapping to eMARS capabilities.  This process will begin with a review of eMARS functionality and system usage analysis, including model agency procedures.  Mapping to the eMARS System Usage will be performed in order to determine how agency related procedures will be supported under eMARS.  Specifically, this process will identify where agency-specific procedures are necessary 

In other areas, including reports, interfaces, conversion, security and workflow, and training, subsequent analysis and planning activities are planned and will be conducted.  However, needs and requirements related to these areas may arise during the course of system usage analysis in business process areas.  Documentation of these requirements will be supported by adding entries on the respective forms so they are not lost.  These can then be consolidated and used as a starting point when the analysis for the respective area is begun.

Note:  Departments that use Management Budgets should have an interface and load the preformatted Management Budgets (OB1) spreadsheets

Workproducts and Results:

· Agency Interface Requirements Form – F6.5.19.

· Agency Conversion Requirements Form – F6.5.20.

· Agency Reporting Requirements Form – F6.5.21.

· Agency Security and Workflow Requirements Form – F6.5.22.

· Agency Training Requirements Form – F6.5.23.
· Agency Procedures Requirements Form – F6.5.24.

· ID 16 on Agency SUA Checklist – C6.5.1.

Resources and Inputs:

· Section 5.1.1 of this AIGMARS to eMARS Document Crosswalk.

· Planning Questionnaire (Section 6.5.2 of AIG)

· Management Budget (OB1) Spreadsheet.

· Appendix B of the Interface Plan

6.5.17 Define Disbursements Usage

Responsible:
AIL

Estimated Duration:
 One-Two weeks.  Assume multiple meetings to work out effective usage of eMARS disbursement procedures.  The duration of this activity will depend upon how extensive the agency requirements are related to budget preparation management.

Due Dates:
See “Key Dates” under the AIL Documentation section on the eMARS website at http://finance.ky.gov/internal/emars/. 

Description:
Applicability of this step will be determined based on using the complete Planning Questionnaire.  If applicable, during this process, the AIL will assemble appropriate agency staff, knowledgeable in the disbursement requirements and procedures of the agency, to define how the eMARS disbursement features will be employed to support the agency.  This process will be supported by ALM and FAS personnel as appropriate to ensure effective mapping to eMARS capabilities.  This process will begin with a review of eMARS functionality and system usage analysis, including model agency procedures.  Mapping to the eMARS System Usage will be performed in order to determine how agency related procedures will be supported under eMARS.  Specifically, this process will identify where agency-specific procedures are necessary 

In other areas, including reports, interfaces, conversion, security and workflow, and training, subsequent analysis and planning activities are planned and will be conducted.  However, needs and requirements related to these areas may arise during the course of system usage analysis in business process areas.  Documentation of these requirements will be supported by adding entries on the respective forms so they are not lost.  These can then be consolidated and used as a starting point when the analysis for the respective area is begun.

Workproducts and Results:

· Agency Interface Requirements Form – F6.5.19.

· Agency Conversion Requirements Form – F6.5.20.

· Agency Reporting Requirements Form – F6.5.21.

· Agency Security and Workflow Requirements Form – F6.5.22.

· Agency Training Requirements Form – F6.5.23.
· Agency Procedures Requirements Form – F6.5.24.

· ID 17 on Agency SUA Checklist – C6.5.1.

Resources and Inputs:

· Section 5.1.7 of this AIG.

· MARS to eMARS Document Crosswalk.

· Planning Questionnaire (Section 6.5.2 of AIG)

· Appendix B of the Interface Plan

6.5.18 Define Travel Usage

Responsible:
AIL

Estimated Duration:
One-Two weeks.  Assume multiple meetings to work out effective usage of eMARS travel procedures.  The duration of this activity will depend upon how extensive the agency requirements are related to travel management.

Due Dates:
See “Key Dates” under the AIL Documentation section on the eMARS website at http://finance.ky.gov/internal/emars/. 

Description:
Applicability of this step will be determined based on using the complete Planning Questionnaire If applicable, during this process, the AIL will assemble appropriate agency staff, knowledgeable in the travel requirements and procedures of the agency, to define how the eMARS travel features will be employed to support the agency.  This process will be supported by ALM and FAS personnel as appropriate to ensure effective mapping to eMARS capabilities.  This process will begin with a review of eMARS functionality and system usage analysis, including model agency procedures.  Mapping to the eMARS System Usage will be performed in order to determine how agency related procedures will be supported under eMARS.  Specifically, this process will identify where agency-specific procedures are necessary
In other areas, including reports, interfaces, conversion, security and workflow, and training, subsequent analysis and planning activities are planned and will be conducted.  However, needs and requirements related to these areas may arise during the course of system usage analysis in business process areas.  Documentation of these requirements will be supported by adding entries on the respective forms so they are not lost.  These can then be consolidated and used as a starting point when the analysis for the respective area is begun.

Workproducts and Results:

· Agency Interface Requirements Form – F6.5.19.

· Agency Conversion Requirements Form – F6.5.20.

· Agency Reporting Requirements Form – F6.5.21.

· Agency Security and Workflow Requirements Form – F6.5.22.

· Agency Training Requirements Form – F6.5.23.
· Agency Procedures Requirements Form – F6.5.24.

· ID 18 on Agency SUA Checklist – C6.5.1.

Resources and Inputs:

· Section 5.1.10 of this AIG
· MARS to eMARS Document Crosswalk.
· Planning Questionnaire (Section 6.5.2 of AIG)

· Appendix B of the Interface Plan

6.5.19 Consolidate Agency-specific Interface Requirements

Responsible:
AIL

Estimated Duration:
Two days.  Assume one day to review and edit collected forms; an additional day as needed to obtain clarifications.

Due Dates:
See “Key Dates” under the AIL Documentation section on the eMARS website at http://finance.ky.gov/internal/emars/. 

Description:
During this process, the AIL should consolidate the agency-specific interface requirements that have been identified.  They should be reviewed to check for duplicates and to derive an overall interface plan for the agency, if such requirements are not already addressed by eMARS project plans and Section 6.6, Agency Interfaces Implementation Tasks.

Workproducts and Results:

· Assemble all Agency Interface Requirements Forms – F6.5.19
· ID 19 on Agency SUA Checklist – C6.5.1.

Resources and Inputs:

· Completed Agency Interface Requirements Forms.

· MARS to eMARS Document Crosswalk.

· Interface Plan

6.5.20 Consolidate Agency-specific Conversion Requirements

Responsible:
AIL

Estimated Duration:
Two days.  Assume one day to review and edit collected forms; an additional day as needed to obtain clarifications.

Due Dates:
See “Key Dates” under the AIL Documentation section on the eMARS website at http://finance.ky.gov/internal/emars/. 

Description:
During this process, the AIL should consolidate the agency-specific conversion requirements that have been identified.  They should be reviewed to check for duplicates and to derive an overall conversion plan for the agency.  This will become a key document for subsequent conversion preparation and execution activities of the agency.

Workproducts and Results:

· Assemble all Agency Conversion Requirements Forms – F6.5.20.
· ID 20 on Agency SUA Checklist – C6.5.1.

Resources and Inputs:

· Completed Agency Conversion Requirements Forms.

· MARS to eMARS Document Crosswalk.

· COA Plan

· System Inventory Survey 

· Appendix B of the Interface Plan

6.5.21 Consolidate Agency-specific Reporting Requirements

Responsible:
AIL

Estimated Duration:
Two days.  Assume one day to review and edit collected forms; an additional day as needed to obtain clarifications.

Due Dates:
See “Key Dates” under the AIL Documentation section on the eMARS website at http://finance.ky.gov/internal/emars/. 

Description:
During this process, the AIL should consolidate the agency-specific reporting requirements that have been identified.  They should be reviewed to check for duplicates and to ensure that any reports identified are included with reports identified as part of Section 6.11, Agency Reporting Tasks.  

Workproducts and Results:

· Assemble all Agency Reporting Requirements Forms – F6.5.21.

· ID 21 on Agency SUA Checklist – C6.5.1.

Resources and Inputs:

· Completed Agency Reporting Requirements Forms.

· MARS to eMARS Document Crosswalk.

· Reporting Inventory Analysis Survey

· Appendix B of the Interface Plan

6.5.22 Consolidate Agency-specific Security and Workflow Requirements

Responsible:
AIL

Estimated Duration:
Two days.  Assume one day to review and edit collected forms; an additional day as needed to obtain clarifications.

Due Dates:
See “Key Dates” under the AIL Documentation section on the eMARS website at http://finance.ky.gov/internal/emars/. 

Description:
During this process, the AIL should consolidate the agency-specific security requirements which have been identified.  They should be reviewed to check for duplicates and to derive a workflow plan for the agency.  This will become the driving document for subsequent security preparation and execution activities of the agency.

Workproducts and Results:

· Assemble all Agency Security and Workflow Requirements Forms – F6.5.22.
· ID 22 on Agency SUA Checklist – C6.5.1.

Resources and Inputs:

· Completed Agency Security and Workflow Requirements Forms.

· MARS to eMARS Document Crosswalk.

· Security and Workflow Plan

· Appendix B of the Interface Plan

6.5.23 Consolidate Agency-specific Training Requirements

Responsible:
AIL

Estimated Duration:
Two days.  Assume one day to review and edit collected forms; an additional day as needed to obtain clarifications.

Due Dates:
See “Key Dates” under the AIL Documentation section on the eMARS website at http://finance.ky.gov/internal/emars/. 

Description:
During this process, the AIL should consolidate any agency-specific training requirements which have been identified.  They should be reviewed to check for duplicates and to derive a complete list of key training requirements.  This will be used as an important input when the need for agency-specific training is considered.  While eMARS training is planned for all agencies, supplemental agency-specific training may be deemed necessary depending up the extent of agency-specific procedures and the results of this particular task.

Workproducts and Results:

· Assemble all Agency Training Requirements Forms – F6.5.23.

· ID 23 on Agency SUA Checklist – C6.5.1.

Resources and Inputs:

· Completed Agency Training Requirements Forms.

· Appendix B of the Interface Plan

6.5.24 Consolidate Agency-specific Procedures Requirements
Responsible:
AIL

Estimated Duration:
Two days.  Assume one day to review and edit collected forms; an additional day as needed to obtain clarifications.

Due Dates:
See “Key Dates” under the AIL Documentation section on the eMARS website at http://finance.ky.gov/internal/emars/. 

Description:
During this process, the AIL should consolidate the agency-specific procedures requirements which have been identified.  The procedures should be reviewed for consistency and a common level of detail across the various process areas and refined as needed.   This consolidating document will support subsequent policy and procedure development for the agency and related training and testing activities.

Workproducts and Results:

· Assemble all Agency Procedures Requirements Forms – F6.5.24.

· ID 24 on Agency SUA Checklist – C6.5.1.

Resources and Inputs:

· Completed Agency Training Requirements Forms.

· Appendix B of the Interface Plan

6.5.25 Develop Agency Implementation Plans

Responsible:
AIL

Estimated Duration:
One week.  Duration will depend upon the scope of work defined during the agency system usage analysis.  Regardless, development and review of the agency work plans should be accomplished within one week.

Due Dates:
See “Key Dates” under the AIL Documentation section on the eMARS website at http://finance.ky.gov/internal/emars/. 

Description:
Based on the results of the system usage analysis, requirement consolidation work, and development of additional workplans identified in Section 6, enough information will exist for the formulation of agency-specific work plans related to eMARS implementation and preparation activities.  The AILs and ALMs will work together to formulate feasible plans based on available agency and project resources.

Workproducts and Results:

· Agency Implementation Workplans.

· Agency Custom Checklists.

· ID 25 on Agency SUA Checklist – C6.5.1.

Resources and Inputs:

· Consolidated Agency Interface Requirements Forms – F6.5.19.

· Consolidated Agency Conversion Requirements Forms – F6.5.20.

· Consolidated Agency Reporting Requirements Forms – F6.5.21.
· Consolidated Agency Security and Workflow Requirements Forms – F6.5.22.

· Consolidate Agency-Specific Training Requirements Forms – F6.5.23

· Consolidated Agency Procedures Requirements Forms – F6.5.24.

· Key Dates Document

· Appendix B of the Interface Plan

6.5.26 Issue Identification and Resolution

Responsible:
As assigned by AIL

Estimated Duration:
On-going.

Due Dates:
See “Key Dates” under the AIL Documentation section on the eMARS website at http://finance.ky.gov/internal/emars/. 

Description:
Throughout the system usage analysis activities of the agency, issues will arise that require management decision-making at the agency level.  Since eMARS will introduce changes in how the agency conducts its financial management, these decisions will resolve how such changes will be made whenever the available alternative impact policies and procedures or job requirements.  A systematic process should be followed to track these issues and related decisions so that an effective audit trail exists and so that the agency’s implementation process can be managed and kept on track.

Work Products and Results:

· Issue Resolution Forms – F6.5.25.

Resources and Inputs:

· MARS to eMARS Document Crosswalk

· Section 5 of this AIG
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6.6 Agency Interfaces Implementation Tasks

Many agencies have their own computer systems and applications to support agency-specific operational requirements.  Many of these applications contain financial and procurement information that will be electronically communicated to eMARS.  Most will be modified from the present MARS interface file format (flat files) to the new eMARS interface file format – Extensible Markup Language (or XML).  Appendices A - D of the eMARS Interface Plan lists all currently identified interfaces to eMARS for the July 1, 2006 cut over, including identified check writing systems.  

Every AIL should check if their agencies have systems listed.  If no system is listed for an agency, the remainder of the information in this section does not apply to that agency.  If the information provided in the eMARS Interface Plan is incorrect, the AIL should contact your ALM or the eMARS Interface Lead.

The following documents can be found on the eMARS project website at http://finance.ky.gov/internal/emars/ under the AIL Documentation / Interfaces link:  

· eMARS Interface Plan

· eMARS Inbound Interface Templates

· eMARS Check Writer Files

These documents have been developed to assist the agencies in creating new interface and check writer files.  In addition, the eMARS project team has provided training for agency Interface Leads and developers to introduce them to the plan and templates.

The purpose of this section is to describe the tasks that must be accomplished to develop interfaces and to modify existing applications to the new eMARS file structure.  These tasks are shown in Figure 86 and described in the following sub-sections.
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Figure 4 .  Interface Task Overview
6.6.1 Organize Interface Development

The purpose of this task is to ensure that the agency is prepared to perform the steps necessary to implement eMARS interfaces.  The plan created in this task must show how the development and testing of all interfaces identified in the eMARS Interface Plan are to be completed by the finish date for task 6.6.5 on the Agency Implementation Work Plan.  This date is critical to get the interface files to the eMARS System Test Team to ensure that the proper flow of information can be supported.  If this schedule cannot be met, the AIL should contact the ALM immediately.

Responsible:
AIL, Agency Interface Lead (IL)

Estimated Duration:
2 weeks 

Due Dates:
See “Key Dates” under the AIL Documentation section on the eMARS website at http://finance.ky.gov/internal/emars/.

Description:
AILs should examine the list of eMARS interfaces in the eMARS Interface Plan.  Discrepancies should be immediately reported to the ALM or the eMARS Interface Lead.  Next, they must determine which interfaces are maintained by their agencies and which are maintained by COT.  The agency needs to compare the benefit of providing the data to eMARS through an interface instead of through direct entry into eMARS.  If the effort to produce the interface is greater than the benefit, then it will be necessary to eliminate the interface.  An agency person responsible for monitoring each of these interfaces and for reporting progress to the AIL and IL must be assigned.  For those interfaces that are maintained by the AILs agency, a development team consisting of at least a business contact and programmer must be identified for each interfacing system. 

The agency’s interface development team should be depicted by an organization chart or list showing individuals who are responsible for each of the interface systems and their reporting chain up to the AIL and IL.  Identify the team members responsible for modifying existing systems to the eMARS structure and team members responsible for developing the interface software.  If the same team members are to perform both functions, this should be clear in the organization chart/list since these tasks will have to be scheduled for sequential execution rather than parallel execution. 

Additionally, a Task Plan showing the steps to be taken (e.g. start and complete dates, and resources assigned) should be created for the interface efforts.  The eMARS Interface Team will be contacting each agency to gather information on when each interface is planned for submission to the eMARS Interface team for testing.  A list of activities for each interfacing system might be:


Modify Agency/Legacy System to eMARS Coding Structure:

· Design the MARS-to-eMARS code modification

· Design changes to the application software

· Design changes to the application database

· Conduct a modification design walk-through

· Modify the system to eMARS coding structure

· Test the modified system

Interface Development:

· Design the interface programs

· Conduct an interface design walk-through

· Program the interface

· Unit test the interface program


System Test Interface:

· Conduct a System Test of the modified application with interface program.

· Deliver interface transaction file to the eMARS Interface Team.

The AIL or IL should prepare checklists for each interface to be implemented by the agency and use this checklist to track the progress of the interface implementation.  This progress will be reported to the eMARS Project Team.
Work Products and Results:

· Identification of each interface to be tracked for your agency

· Organization chart showing interface development team

· Task plan showing how all interfaces are to be developed

· Complete ID 1 on the eMARS Agency Interfaces Implementation Checklist – C6.6

Resources and Inputs:
· eMARS Interface Team Lead
· eMARS Interface Plan

6.6.2 Design Agency System Changes

The purpose of this task is to prepare designs for modifying the existing system to the eMARS coding structure and for developing eMARS interfaces for an agency.  The eMARS Project Interface Team has provided templates for the eMARS side of each interface.  It is the responsibility of the agency or COT maintenance team to provide the expertise for the agency or legacy system.  

Responsible:
IL

Estimated Duration:
2 weeks per system – Analyst and Programmer

Due Dates:
See “Key Dates” under the AIL Documentation section on the eMARS website at http://finance.ky.gov/internal/emars/.

Description:  
The new Chart of Accounts (COA), and related Accounting Templates will be one of the main driving factors to making modifications to the agency’s system.  To accomplish this task, the agency will need to determine which codes will be used to support the interfaces.  This does not mean that the agency will have to complete task 6.5.8 and design their new COA.  Only COA modifications to the existing agency/legacy system database need to be identified to support the interface.

For example, if an agency is to implement an interface to eMARS that passes documents to eMARS, then only the COA codes required on those documents need to be involved in the interface.  Worse case would be to include all COA codes in the database.  To simplify, it is recommended that the agency make use of the Accounting Template feature in eMARS, in which case, only the Accounting Template coding needs to be involved in the interface.  The agency must design the new database structure for the agency/legacy system to include these COA codes and/or Accounting Templates and to remove the no longer used MARS codes in order for the interface program to work.  Due to the extensive changes to the eMARS COA structure, a cross-walk between the old MARS coding to the new eMARS coding may not be feasible for the agency.  The agency/legacy system database does not need to be converted at the data level; it only needs to have the pertinent data elements added to support the interface.  Data generated through the modified agency application can be used for interface testing purposes. 

The eMARS Interface Plan, eMARS Inbound Interface Templates, and eMARS Check Writer Files are available at the following eMARS project website, http://finance.ky.gov/internal/emars/.  These documents have instructions for how to construct interfaces with the eMARS system and should be used to design changes to the existing system.  Some agencies have special interfaces that will be handled on a per case basis with specialized designs.  These should be coordinated with the eMARS Interface Team.  

The products of this task are designs for each interface showing changes to be made to the existing agency or legacy system and for developing the interface programs.  System Interface Designs should address both changes to the application and to the databases to accommodate the eMARS coding structure.

A design walk-through must be completed with appropriate agency personnel prior to completing this task.

Work Products and Results (for each interfacing system):

· A list of systems being changed to the eMARS coding structure

· A list of systems being interfaced with eMARS

· System Modification Design for each system being changed to the eMARS coding structure

· System Interface Design for each system being interfaced with eMARS

· Complete ID 2 on the eMARS Agency Interfaces Implementation Checklist – C6.6

Resources and Inputs:

· eMARS Interface Team Lead.
· eMARS Conversion Team Lead.
· eMARS Interface Plan 

· eMARS Inbound Interface Templates

· eMARS Check Writer Files
6.6.3 Modify the Agency/Legacy System to Use eMARS COA Codes

Most systems interfacing with eMARS will be modified to use the eMARS coding structure.  The eMARS Project has conducted an analysis of the existing MARS Chart of Accounts and associated agency-specific codes and has developed the eMARS Chart of Accounts Plan (available on the eMARS Project website) to be used by the agencies.  Agencies are responsible for modifying agency-maintained systems and for supporting COT in the modification of COT-maintained legacy systems.

Responsible:
IL

Estimated Duration:
3 weeks per system being converted –

Programmer/Analyst

Due Dates:
See “Key Dates” under the AIL Documentation section on the eMARS website at http://finance.ky.gov/internal/emars/.

Description:
The System Modification Design created in 6.6.2 is used to modify the existing application to use the new eMARS coding structure as applicable for an agency, making appropriate changes to the application software and database.  The modified application is tested and compared against the production application output.  The modified agency/legacy application will be used to generate data that will be extracted by the interface program from the modified application database for generating eMARS documents.

The actual cut over to eMARS will not occur until July 1, 2006.  However, eMARS will be made available to the agencies May 15, 2006 to allow agencies time to prepare for go-live.  Prior to cutover, user and operations documentation must be updated.   A cutover plan should be devised for the agency to transition from the MARS system to the new eMARS system.  This plan should address converting the agency production database on or about July 1, 2006, or May 15, 2006, whichever is applicable,  and moving the new application into production.

Work Products and Results:

· Converted and tested application and database

· Transition Plan for the May 15 and July 1, 2006 cut over

· Complete ID 3 on the eMARS Agency Interfaces Implementation Checklist – C6.6

Resources and Inputs:
· eMARS Interfaces Team Lead

· eMARS Conversion Team Lead

· System Modification Design from Section 6.6.2
· Chart of Accounts Plan

· Agency-specific COA cross-walk

6.6.4 Program and Unit Test Interface Software

The purpose of this task is to create interface programs needed to transfer data between agency or legacy systems and eMARS.  This task should be referenced for systems being redesigned before July 1, 2006 and for new systems implemented after July 1, 2006.

Responsible:
IL

Estimated Duration:
3 weeks per interface – Programmer

Due Dates:
See “Key Dates” under the AIL Documentation section on the eMARS website at http://finance.ky.gov/internal/emars/.

Description: 
The System Interface Design created in 6.6.2 is used to code, unit test, and verify Document Type Definitions (DTD) for the interface software.  Interfaces must be tested and validated once eMARS coding modifications to existing systems are complete.  Instructions are written on how to run the software and how to prepare the interface transaction file for loading into eMARS. 

Work Products and Results:

· Unit tested interface software

· Instructions on how to run interface software

· Operational instructions on how to transfer the interface transaction file to eMARS

· Complete ID 4 on the eMARS Agency Interfaces Implementation Checklist – C6.6

Resources and Inputs:
· eMARS Interface Team Lead

· eMARS Interface Plan

· eMARS Inbound Interface Templates

· eMARS Check Writer Files

· System Interface Design from Section 6.6.2

· Converted and tested applications and database

· eMARS Document Type Definition (DTD) 

6.6.5 System Test Interfaces with the Modified Agency / Legacy System

Testing of the interfaces requires having an area separate from the production area where the modified applications and eMARS interface programs can be located and used without disruption to ongoing production work.  If the application has been changed to use the eMARS coding structure, then its database will also need modification for interface testing.   

Responsible:
IL

Estimated Duration:
1 week – Programmer

Due Dates:
See “Key Dates” under the AIL Documentation section on the eMARS website at http://finance.ky.gov/internal/emars/.

Description:  
It is important to test the modified application and database with the interface programs as a system.  This involves using the application that has been modified to use the eMARS codes to generate test data for the interface.  The interface program will run against these data to create the interface documents to be sent to eMARS.  Documents and batch file constructs are visually inspected to see if expected results are being produced.  

Notify the AIL when you have determined that the interface program is operating properly with the modified agency / legacy system.  The AIL will notify the ALM so that the interface file can be added to the eMARS System Test activities where interface data will be processed and tested from the eMARS perspective.  The eMARS Project Team does not require copies of the modified application nor interface programs, only the interface files containing eMARS documents.

Work Products and Results:
· Test results.

· Notification that the interface file is ready for eMARS System Testing.

· Interface batch file to use in the eMARS System Testing.

· Complete ID 5 on the eMARS Agency Interfaces Implementation Checklist – C6.6

Resources and Inputs:
· MARS Interface Team Lead.

· eMARS Interface Plan.

· eMARS Inbound Interface Templates
· eMARS Check Writer Files
· System Interface Design from Section 6.6.2.

· System Modification Design from Section 6.6.2.

6.6.6 Collection of Agency Accounting Templates for Central Billings

Responsible:
AIL and Interface Lead for Central Billing Agencies

Estimated Duration:
Two - Four weeks.  Assume multiple meetings to follow up with agencies who utilize Central Billings.  If significant issues do not arise, this can be accomplished in a shorter period time.

Due Dates:
See “Key Dates” under the AIL Documentation section on the eMARS website at http://finance.ky.gov/internal/emars/. 

Description:
During this process the agencies that bill for services will need to collect the Accounting Template IDs defined by those agencies being billed for the respective services.  The Accounting Template IDs assigned are an output from task 6.5.8 Define Agency COA and Accounting Templates.  The Accounting Template IDs will be agency’s expense accounts to be billed by the Central Billing agency through the billing interfaces.

The Central Agencies should develop a method for tracking which agencies have submitted their templates. The primary input to this process will be the Agency Accounting Templates Usage Form F6.5.8a

Work Products and Results:

· Collect Agency Accounting Templates Usage Form F6.5.8a

· Complete ID 6 on the eMARS Agency Interfaces Implementation Checklist – C6.6

Resources and Inputs:

· Agency Accounting Templates Usage Form F6.5.8a

· eMARS Interface Plan
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6.7 eMARS Conversion 

Each of the five tasks in this section will need to be completed for every system that will be converted.  The eMARS Central Conversion Team will handle conversion of MARS data to eMARS.  Conversion of agency-specific data is the responsibility of the agency with support from the eMARS Conversion Team.  Candidates for agency-specific conversion are those systems being replaced by eMARS.  Most systems slated for replacement by eMARS have their functionality fully within eMARS capabilities.  In very limited circumstances, a system being replaced may have information critical to programmatic operation and must have data converted.  Some systems that will interface with eMARS (see Table 8) may also need data converted to eMARS for continued operations on July 1, 2006 (e.g., open items spanning the fiscal year).

At present, no data other than eMARS have been “officially” recognized for conversion; therefore, agencies must examine their data needs for the May 15, 2006 or July 1, 2006 cut over to eMARS for both interfaced and replaced systems.  Their AILs will notify the eMARS Conversion Team of those needs.  

The tasks in this section will assist the agency in identifying and converting agency-specific data.  These tasks need only be performed if the agency has agency-specific data to be converted to the eMARS database.  The following sections describe the tasks associated with agency data conversion.

6.7.1 Assign eMARS Conversion Team Lead

Responsible: AIL, Conversion Team Lead

Estimated Duration/Resource Requirements: One day

Due Dates:
See “Key Dates” under the AIL Documentation section on the eMARS website at http://finance.ky.gov/internal/emars/. 

Description: 
The Conversion team lead should be familiar with Agency specific systems that will be replaced with the implementation of eMARS.  They should also be familiar with the agency-specific chart of account elements.  This team will be responsible for verifying the accuracy of data conversion activities.

Work Products and Results:

· Completed Form F6.7a – Identify eMARS Conversions Lead.

· Complete ID 1 on the eMARS Conversion Tasks Checklist – C6.7a

· eMARS Conversion team member names and meeting schedule

Resources and Inputs:
None

6.7.2  Determine Agency-Specific Data Conversion Requirements

As discussed above, agencies may have a requirement to convert agency-specific data to eMARS to either replace an existing system or to support ongoing production activities for an interfacing system.  Note that there may also be data that may be required, but will not have to be converted for the July 1, 2006 cut over date.  The agency should examine each of its systems that are being either replaced by eMARS or interfaced to eMARS and determine if there is a need to convert data from those systems into eMARS.  The decision logic to follow is given in Figure 6.7.3.


[image: image45]
Figure 6.7.3  Conversion Decision Chart
Responsible:
AIL

Estimated Duration/Resource Requirements:
1 day per system – Functional and technical personnel familiar with the system operations and data.

Due Dates:
See “Key Dates” under the AIL Documentation section on the eMARS website at http://finance.ky.gov/internal/emars/. 

Description:  
For each system being replaced by eMARS or interfaced to eMARS, the decision logic in Figure 6.7.3 is used to determine if data are required for conversion, and, if so, if they are required for the July 1, 2006 cut over to eMARS.  Agency judgments should be documented and returned to the eMARS Project Conversion Team.

Work Products and Results:

· Documented decisions on agency-specific data conversions.

· Complete ID 2 on the eMARS Data Conversion Checklist – C6.7.a.

Resources and Inputs:
· List of replacement systems for the agency.

· List of interface systems for the agency.

· eMARS Conversion Team Lead.

6.7.3 Design Data Extract Programs/Manual Procedures

Data extraction can be either an automated or a manual procedure.  If automated, programs are generally thought of as expendable code to be used once and discarded.  Therefore, the design of these programs does not need to be elaborate, just enough so that a programmer knowledgeable of the database can determine what data to extract and in what format to output these data.  Indeed, the design does not have to be formally documented, but could consist of analyst and programmer notes.

If it is determined that there is not enough data to justify development of a data extract program, manual procedures for converting the data should be developed.  These procedures can be as complex as an MS Access application, or as simple as an Excel spreadsheet or manually entering the data directly into eMARS.  At a minimum, these procedures should include detailed instructions on mapping the data to the eMARS format, procedures for accommodating the conversion and creating the corresponding document containing the converted data.

Responsible: 
ATL

Estimated Duration/Resource Requirements:
2 days per system – programmer and functional analyst

Due Dates:
See “Key Dates” under the AIL Documentation section on the eMARS website at http://finance.ky.gov/internal/emars/. 

Description:  
Formatting and structure for the data to be extracted for loading into eMARS is determined using eMARS Conversion Team information, as well as methods for extracting data (e.g., system utilities, custom programs, etc.).  This effort is coordinated with the eMARS Conversion Team.

Work Products and Results:

· Informal design for how to extract data from the agency system for each system.

· Manual procedures.

· Complete ID 3 on the eMARS Data Conversion Checklist – C6.7.a.  (Please complete a checklist for each system converted.).

Resources and Inputs:
· eMARS Conversion Team Lead.

· Data format for loading into eMARS from the eMARS Conversion Team.

6.7.4 Develop and Test Data Extract Programs/Manual Procedures

Data extract programs do not have to be exhaustively tested, especially when system utilities are employed.  Effort should focus on ensuring that all of the desired data are extracted and that associated data and data relationships are appropriately identified.

Responsible:
ATL

Estimated Duration/Resource Requirements:
2 weeks per system – programmer

Due Dates:
See “Key Dates” under the AIL Documentation section on the eMARS website at http://finance.ky.gov/internal/emars/. 

Description:  
Extract programs and manual procedures are developed as per the design.  The extracts are tested to ensure that the data are being extracted as desired, and put in the format defined by the eMARS Conversion Team.  A list is completed for each data conversion that details steps to take in order to extract, cleanse, and validate data.  The data extract list is used during testing and corrections are applied as applicable.

Work Products and Results:
· Data extract programs or manual procedures.

· Data extract list.

· Complete ID 4 on the eMARS Data Conversion Checklist – C6.7.a.  (Please complete a checklist for all systems converted.).

Resources and Inputs:
· eMARS Conversion Team Lead.

· Data extract program design.

6.7.5 Extract Data to be Loaded into eMARS

The purpose of this task is to actually extract data from the agency/legacy system for loading into eMARS.  The eMARS Conversion Team will be conducting two trial simulations of building the eMARS production database.  If agency data are needed for the eMARS production cut over, then live samples of these data must be extracted and provided to the eMARS Conversion Team so that it can be included in these simulations.  It should be noted that this simulation data is not the actual data to be loaded into the production database on May 15 or July 1, 2006.  The data extract programs, procedures, data extract checklists, etc. will be stored and used again to perform the final production data extract for your agency systems.

Responsible:
ATL 

Estimated Duration/Resource Requirements:
1 day per system – programmer

Due Dates:
See “Key Dates” under the AIL Documentation section on the eMARS website at http://finance.ky.gov/internal/emars/. 

Description:  
The data extract list completed in task 6.7.4 is referenced for extraction, cleansing, validation, and testing.  The extract programs and procedures are run for each of the systems from which data are to be extracted.  Data cleansing activities are conducted as required as required and the results are validated.  Validated data files are provided to the eMARS Conversion Team for inclusion in the conversion simulations.  All programs, lists, etc. used during this task should be stored for use during the final production data extraction.

Work Products and Results:
· Validated data extract files.

· Stored programs, lists, procedures, etc.

· Complete ID 5 on the eMARS Data Conversion Checklist – C6.7.a.  (Please complete a checklist for all systems converted.)

Resources and Inputs:
· eMARS Conversion Team Lead.

· Data Extract checklist from task 6.7.4.
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6.8 Data Preparation, Setup, & Loading Tasks 

Data Preparation, Setup, and Loading refers to the tasks related to collecting the data necessary to support the Commonwealth’s business processes in  eMARS on May 15, 2006 and July 1, 2006.   The purpose of this task is to pre-populate tables so that agencies will have their tables ready for eMARS during the cutover period that begins May 15, 2006.  Afterwards, agencies will be able to add, change, and delete entries in tables on line.  Data must be prepared for the system components that will be used by each agency.  In addition, some data must be prepared by all agencies using eMARS.  For example, Agency Chart of Accounts (COA) data is needed irrespective of the use of a particular business function.  As illustrated in Figure 6.8.1, data collected and prepared by the agencies will be collected centrally through each ALM.  The ALM will then pass the data to the eMARS Project Team for loading into the eMARS.
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Figure 6.8.1.  Collection of Data Prep Forms

Once collected by the eMARS Project Team, the data will be aggregated with data from other agencies and loaded to the appropriate system database tables.  In some cases, due to low volume, the data will be entered manually by the agencies during the cutover period.  As shown in Table 6.8.2, during the cutover period, agencies will have the opportunity to review, correct and load certain data.  Cutover procedures will be defined at a later time.

	Timeline
	Activity
	Agency
	Central

	Pre-cutover
	Population of Data Prep forms (tasks 6.8.3 and 6.8.4)
	Completed forms
	

	
	Collection of Data Prep forms


	
	ALM collects

	
	Aggregation of Data


	
	eMARS Project Team aggregates

	
	Loading of Data


	
	eMARS Project Team loads

	Cutover

	Cutover Period

(beginning May 15, 2006)
	Review/correction of Data


	Agencies review/correct data
	

	July 1 Implementation


Table 6.8.2.  Data Preparation Timeline
Overview of Approach

· The Framework for Beginning Data Preparation, Setup, and Loading

Data Preparation, Setup and Loading activities are closely related to Agency System Usage Analysis and Data Conversion activities.  As shown in Figure 6.8.2, Data Preparation, Setup and Loading activities are driven by input from the Chart of Accounts Analysis, Agency System Usage Analysis, and Conversion analysis.  

First, Agency System Usage Analysis information regarding the eMARS system components that will be implemented (tasks 6.5.9 – 6.5.18) and the definition of Agency COA (task 6.5.8) provide part of the framework.

Second, information gained through Conversion activities regarding analysis of agency-specific conversion requirements, complete the framework needed to begin Data Preparation, Setup, and Loading.

Finally, agency specific data that needs to be loaded to eMARS will be gathered using a combination of forms, spreadsheets, and MS Access databases.  For purposes of this section, all will be referred to as eMARS Data Preparation Forms.

· Identifying Data to be Prepared and Setup

The next step is to identify what eMARS Data Preparation Forms must be completed.  Information from the Agency COA Analysis, Agency System Usage Analysis, and Conversion activities, along with ALM support, are used to identify the various data forms outlined in task 6.8.1.

· Determining the Data Population Method

Once the applicable data preparation forms have been identified, the next step is to determine how the forms will be populated.  Data needed for eMARS may already be available in MARS, so a mechanism has been provided to allow agencies to request existing data in electronic form.  Data may also be in electronic form within an agency system.  When this is the case, an agency specific conversion process must be designed and developed.  Finally, data may need to be created manually.  

· Automated and Manual Conversion of Data

As shown in Figure 6.8.2, Data Preparation, Setup, and Loading then shifts to Conversion activities to develop the necessary means to populate the needed data.  Manual procedures and/or automated conversions must be designed and developed.  Once in place, the manual and/or automated conversions are executed and the data preparation forms are populated with the requisite data.

· Finishing the Process: Loading Data Into eMARS

The final step in Data Preparation, Setup, and Loading is to pass the completed data forms to the ALM, for those tables that will be centrally loaded into eMARS.  If necessary, agencies may zip files prior to emailing them to ALMs.  The ALM will then deliver the data to the eMARS Conversion team where the data will be aggregated with data from other agencies and loaded into the appropriate database tables.  During the cutover period, the loaded data can be reviewed and corrected as needed.

This approach is represented by Figure 6.8.2.  In this figure, each main box represents an AIG chapter, with tasks and task template numbers represented by the flow chart boxes. 
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Figure 6.8.2  Data Preparation, Setup, and Loading Tasks

6.8.1  Identify Data Preparation, Setup, and Loading Forms to Populate

Responsible:
AIL


Estimated Duration/Resource Requirements: Please refer to tasks 6.8.1.1-6.8.1.4.

Due Dates:
See “Key Dates” under the AIL Documentation section on the eMARS website at http://finance.ky.gov/internal/emars/.

Description:
The purpose of this task is to identify which eMARS Data Preparation forms that each agency will need to populate for the system components they will utilize.  Data Prep forms are designed to collect agency-specific data to set up or load in eMARS.  In order to accomplish this task, complete tasks 6.8.1.1-6.8.1.4. 

Work Products and Results:
· Completed tasks 6.8.1.1-6.8.1.4

· ID 1 on Data Preparation, Setup, and Loading Tasks – C6.8. 

Resources and Inputs:
· Refer to Sections 6.8.1.1 – 6.8.1.4.

6.8.1.1 Purchasing and Payables: Identify Data Preparation, Setup, and Loading Forms to Populate

Responsible:
The AIL should refer to the instruction sheet on each form.

Estimated Duration/Resource Requirements: Duration and resource requirements will vary based on the functionality implemented within each agency as well as the complexity of each identified form.  Refer to the instruction sheet on each form or template for more information.

Due Dates:
See “Key Dates” under the AIL Documentation section on the eMARS website at http://finance.ky.gov/internal/emars/.  

Description:  
The purpose of this task is to identify Data Prep forms that each agency will need to populate for the system components they will utilize.  Data Prep forms are designed to collect agency-specific data for the implementation of eMARS.  These forms are available on the website (http://finance.ky.gov/internal/emars/).  Each form will contain instructions on how to complete the form and where to get help.  In this task, you will identify whether or not your agency needs to use the following types of data: 

· eMARS Agency Procurement User Data
· eMARS Procurement Card Administration Data

eMARS Agency Procurement User Data Setup

In order to complete many of the eMARS Procurement related functions (e.g. issue Purchase Orders, Receiving documents, etc.), users must be established as Procurement Users in eMARS.  The AIL is responsible for determining which users will perform procurement functions in eMARS.  For your planning purposes, check the box below if your agency needs to collect this type of data.  Review the form and its instruction to help you determine its applicability.  This is a required form and will be centrally loaded into eMARS tables.

	Form Number
	Form Name
	Apply

(Yes or No)
	Population Method
	Verification

	F6.8.1.1a
	eMARS Agency Procurement User Data Form
	
	
	


eMARS Procurement Card Administrator Data Setup

Procurement Card information is provided to eMARS in an electronic file format and this information must be processed. A document will automatically be created in eMARS for each Procurement Card Administrator.  Documents will be system generated and assigned to a Procurement Card Administrator according to the administrator’s corporation number.  The Administrator will only have to process documents for accounts for which they have responsibility.

The eMARS Project Team will download existing PCard Administrator data to Excel spreadsheets.  eMARS requires additional information that will need to be added to the existing data prior to loading into eMARS.  Additional information includes the PCard Accounting Template and Manager Name and phone number.

For your planning purposes, check the box below if your agency needs to collect this type of data.  Review form F6.8.1.1b and its instructions to help determine its applicability.

	Form Number
	Form Name
	Apply

(Yes or No)
	Population Method
	Verification

	F6.8.1.1b
	Identify Agency Procurement Card Administrator Form
	
	
	


Debtors Data
After May 15, 2006 and per agencies request, the eMARS Project Team will download active/uninterfaced debtors information with outstanding debts on the MARS Debtor Vendor (DVND) table into Excel spreadsheets.  The Excel spreadsheets will include the Taxpayer ID Numbers (TINs) along with their name and address information and outstanding debt amounts. The agencies will be need to enter the TIN Types, Debtor Last Names, Debtor Alias Names, eMARS Department Codes, and eMARS Unit Codes; replace the Entity and Debt Type; and update Name and Address information. Only unprotected fields on the Excel spreadsheets can be modified. No additions or modifications to the TINs will be allowed.  All changes to Excel spreadsheets should be completed and returned to eMARS Project Team before June 30, 2006. On July 1, 2006, the eMARS formatted Debtors information will be loaded to the Intercept Request (INTR) table in eMARS.
Cited Authority

In MARS, agencies make frequent payment requests using the ADVANTAGE 2  P1 document.  In eMARS, all procurement and payment documents will require a Cited Authority.  Departments need to provide information regarding the types of payments, authority type (state regulation, procedure, federal law, etc.), the authority number, and/or description of the source of the authority.  For example, if the authority defined in a state regulation, provide the KRS#.  If the spending authority is defined in a House Bill, describe where in the House Bill the authority is granted.
For your planning purposes, check the box below if your agency has used P1 documents in MARS ADVANTAGE 2 and needs to collect this type of data.  Review form F6.8.1.1c and its instructions to help determine its applicability.

	Form Number
	Form Name
	Apply

(Yes or No)
	Population Method
	Verification

	F6.8.1.1c
	Identify Cited Authority Form
	
	
	


Work Products and Results:
· Complete Column 6.8.1 on the Data Preparation Tracking From-F6.8.1

· Agencies identified applicable Data Prep forms.

Resources and Inputs:
· Refer to the instruction sheet on each form or template.

· Agency Accounting Templates Usage Form – F6.5.8a.

6.8.1.2 Chart of Accounts: Identify Data Preparation, Setup, and Loading Forms to Populate

Responsible:
The AIL should refer to the instruction sheet on each form or template.

Estimated Duration/Resource Requirements: Duration and resource requirements will vary based on the functionality implemented within each agency as well as the complexity of each identified form.  Refer to the instruction sheet on each form or template for more information.

Due Dates:
See “Key Dates” under the AIL Documentation section on the eMARS website at http://finance.ky.gov/internal/emars/.

Description:  
In section 6.5.8, agencies determined which of the eMARS agency-specific Chart of Account elements they would use.  The purpose of this task is to identify the corresponding Data Prep forms that each agency will need to populate for the Agency specific COA elements they will utilize.  

The following are Data Preparation forms for Chart of Accounts tables specifically designated as agency specific COA elements.  The AIL is responsible for identifying which Data Preparation forms will need to be completed by the agency.

For your planning purposes, go through the following table and check which forms apply to your agency.  Review the forms and their instructions to help you determine their applicability.
	Form Number
	Form Name
	Apply

(Yes or No)
	Population Method
	Verification

	F6.8.1.2.1a
	Unit.  Unit
	Yes
	
	

	F6.8.1.2.1b
	          Division
	
	
	

	F6.8.1.2.1c
	          Group
	
	
	

	F6.8.1.2.1d
	          Section
	
	
	

	F6.8.1.2.1e
	          District
	
	
	

	F6.8.1.2.2a
	Activity:  Activity
	
	
	

	F6.8.1.2.2b
	                Activity Class 
	
	
	

	F6.8.1.2.2c
	                Activity Category 
	
	
	

	F6.8.1.2.2d
	                Activity Group (not Department maintained)
	
	
	

	F6.8.1.2.2e
	                Activity Type (not Department maintained)
	
	
	

	F6.8.1.2.3
	Sub-Activity:  Sub-Activity
	
	
	

	F6.8.1.2.4a
	Location:  Location
	
	
	

	F6.8.1.2.4b
	                  Location Class 
	
	
	

	F6.8.1.2.4c
	                  Location Category 
	
	
	

	F6.8.1.2.4d
	                  Location Type 
	
	
	

	F6.8.1.2.5a
	Department Object:  Department Object
	
	
	

	F6.8.1.2.5b
	                                   Department Object Class 
	
	
	

	F6.8.1.2.5c
	                                   Department Object Category 
	
	
	

	F6.8.1.2.5d
	                                   Department Object Group 
	
	
	

	F6.8.1.2.5e
	                                   Department Object Type 
	
	
	

	F6.8.1.2.6a
	Department Revenue:  Department Revenue Source
	
	
	

	F6.8.1.2.6b
	                                       Department Revenue  Source 
                                         Class 
	
	
	

	F6.8.1.2.6c
	                                       Department Revenue Source                                        
                                         Category 
	
	
	

	F6.8.1.2.6d
	                                       Department Revenue Source
                                         Group 
	
	
	

	F6.8.1.2.6e
	                                       Department Revenue Source
                                         Type 
	
	
	

	F6.8.1.2.7a
	Task:  Task
	
	
	

	F6.8.1.2.7b
	            Sub-Task Class 
	
	
	

	F6.8.1.2.7c
	            Task Order 
	
	
	

	F6.8.1.2.8a
	Reporting Code:  Reporting Code
	
	
	

	F6.8.1.2.8b
	                              Reporting Category (not 
                                Department maintained)
	
	
	

	F6.8.1.2.8c
	                              Reporting Class (not 
                                Department maintained)
	
	
	

	F6.8.1.2.8d
	                              Reporting Group (not 
                                 Department maintained)
	
	
	

	F6.8.1.2.8e
	                              Reporting Type (not 
                                 Department maintained)
	
	
	

	F6.8.1.2.8f
	                              Sub-Reporting Code
	
	
	

	F6.8.1.2.9a
	Sub-Function:  Sub-Function
	
	
	

	F6.8.1.2.10
	Accounting Template 
	
	
	

	F6.8.1.2.11
	Accounting Profile (see below)
	
	
	

	F6.8.1.2.12
	Fund Department Requirements (see below)
	
	
	


Accounting Profiles (Cingular phone charges)

When establishing Accounting Templates and Accounting Profiles, Accounting Profiles will need to be established for the Cingular phone charges.  The eMARS Project Team will create a spreadsheet which includes the existing Cingular phone numbers and their respective MARS (PD) Accounting Templates.  Agencies will be asked to provide the respective eMARS Accounting Profile for each phone number.

ePay Smart Codes

On June 5, 2006, the eMARS Project Team will download existing ePay Smart Codes and Accounting data into two Excel spreadsheets.  The first Excel spreadsheet will include the existing Smart Codes and their respective MARS accounting strings and the second Excel spreadsheet will include the MARS Agency and Bank codes that are used to generate Cash Receipt documents. The agencies will be asked to enter the eMARS accounting string associated with the Smart Codes on the first Excel spreadsheet and the eMARS Department, Unit and Bank codes on the second Excel spreadsheet.  Only unprotected fields on both Excel spreadsheets can be modified. Also, no additions or modifications to the Smart Codes will be allowed.  All changes to both Excel spreadsheets should be completed and returned to eMARS Project Team by June 30, 2006. On July 4, 2006, the eMARS formatted Smart Codes and accounting data will be loaded to ePay application.
Fund Department Requirements

Departments can select for valid Fund/Department combinations whether Activity, Sub-Activity, or Function is Required, Optional, or Prohibited.  The selections can be designated separately for spending and revenue transactions.  The Fund Department Requirements table will be loaded based on the Funds identified on the Agency Program Budget Usage Form (F6.5.8b).  The default will be Function ‘Required’ and all others ‘Optional’.
Work Products and Results:
· Complete Column 6.8.1 on the Data Preparation Tracking From-F6.8.1

· Agencies identified applicable Data Prep forms.

Resources and Inputs:

· Agency COA Code Usage Form – F6.5.4

· Agency COA and Accounting Templates Form – F6.5.8a

· Agency Program Budget Usage Form – F6.5.8b

· Agency Organization Usage Form – F6.5.8c

· eMARS Chart of Accounts Plan (http://finance.ky.gov/internal/emars/).

· Refer to the instruction sheet on each form or template.

6.8.1.3 Cost Allocation: Identify Data Preparation, Setup, and Loading Forms to Populate

Responsible:
The AIL should refer to the instruction sheet on each form or template.

Estimated Duration/Resource Requirements: Duration and resource requirements will vary based on the functionality implemented within each agency as well as the complexity of each identified form.  Refer to the instruction sheet on each form or template for more information.

Due Dates:
See “Key Dates” under the AIL Documentation section on the eMARS website at http://finance.ky.gov/internal/emars/
Description:
The Cost Allocation functionality in eMARS allows flexible, user-defined determination of cost or revenue pools and bases to allocate indirect expenses or revenues.  Based on the established pools and bases, the subsystem computes and posts the allocation of costs or revenues to each target entity.  

Due to the complexity involved in setting up the Cost Allocation Master tables, the eMARS Project Team will provide assistance to agencies in this area.   

· First, agencies will need to decide if they will be using Cost Allocation.  If so, they must designate a Cost Allocation Team Lead.

· The ALM will notify the eMARS Project Team/Cost Allocation SME of the agency’s Cost Allocation need.
· The Cost Allocation SMEs with the eMARS Project Team will be in contact with your agency’s Cost Allocation Lead.   

· The Cost Allocation experts will provide training in how to use the Cost Allocation functionality and set up the master tables.   

· The Cost Allocation SMEs will collaborate with your agency’s Cost Allocation Lead in completing the data preparation forms.   These data preparation forms will NOT be available on the Website.  Instead, they will be available from the eMARS Project Team.   In order to begin work on Cost Allocation, agencies must have already completed Chart of Accounts Data Prep forms.  

6.8.1.4 Accounts Receivables: Identify Data Preparation, Setup, and Loading Forms to Populate

Responsible:
The AIL should refer to the instruction sheet on each form or template.

Estimated Duration/Resource Requirements: Duration and resource requirements will vary based on the functionality implemented within each agency as well as the complexity of each identified form.  Refer to the instruction sheet on each form or template for more information.

Due Dates:
See “Key Dates” under the AIL Documentation section on the eMARS website at http://finance.ky.gov/internal/emars/
Description:  
The Advanced Receivables functionality in eMARS provides detailed revenue accounting records for both financial and cost accounting.  It also provides detailed receivable management and comprehensive collection support, and allows revenue accounting on a cash or accrual basis.  The majority of data setup for Advanced Receivables will be done by the Agencies.  Agencies can enter this data during the cutover period beginning May 15, 2006.  

The purpose of this task is to identify Data Prep forms that each agency will need to populate in order to utilize the Accounts Receivable functionality.  In this task, you will identify whether or not your agency needs to use the following Accounts Receivable data:  

	Form Number
	Form Name
	Apply

(Yes or No)
	Population Method
	Verification

	F6.8.1.4a
	Billing Profile (BPRO)
	
	
	

	F6.8.1.4b
	Billing Rates (BRTE)
	
	
	

	F6.8.1.4c
	Collection Cycles (COLLC)
	
	
	

	F6.8.1.4d
	Collection Agency Agreements (COLLA)
	
	
	

	F6.8.1.4e
	Dunning Messages (DNGM)
	
	
	

	F6.8.1.4f
	Collection Letter (COLL)
	
	
	

	F6.8.1.4g
	Billing Instructions (BINST)
	
	
	

	F6.8.1.4h
	Adjustment Reasons (ADJR)
	
	
	

	F6.8.1.4i
	Vendor / Customer (VCUST or VCC)
	
	
	

	F6.8.1.4j
	Customer Account Options (CACT)
	
	
	

	F6.8.1.4k
	Receivable Documents (Outstanding Receivables) 
	
	
	


Work Products and Results:
· Complete Column 6.8.1 on the Data Preparation Tracking From-F6.8.1

· Agencies identified applicable Data Prep forms.

Resources and Inputs:

· MARS Accounts Receivables reference tables and inquiries

· Refer to the instruction sheet on each form or template.

6.8.1.5 Fixed Asset Custodian: Identify Data Preparation, Setup, and Loading Forms to Populate

Responsible:
The AIL should refer to the instruction sheet on each form or template.

Estimated Duration/Resource Requirements: Duration and resource requirements will vary based on the functionality implemented within each agency as well as the complexity of each identified form.  Refer to the instruction sheet on each form or template for more information.

Due Dates:
See “Key Dates” under the AIL Documentation section on the eMARS website at http://finance.ky.gov/internal/emars/
Description:  
Currently in MARS, fixed assets custodian information is a free-from field that is not validated against a reference table.  In eMARS, the custodian information will be maintained in a reference table.  When fixed assets transactions are processed, the custodian information is validated against the reference table.  In order to have custodial information in eMARS agencies should review their current MARS custodial information and complete the Fixed Asset Custodian Load form (F6.8.1.5a). This is beneficial for agencies who have maintained the accuracy of this field in MARS. 

Agencies who choose not to complete the load form will have fixed asset records converted with a blank custodian field in their fixed asset records. Agencies may also choose to complete the load form for current custodians only.  New custodians may be added to the end of the form or entered directly into eMARS beginning May 15th when the system becomes available for agency specific data entry.  

Agencies must return the load form by June 16, 2006 in order to have existing MARS custodians crosswalked and converted into eMARS.  Assets entered after June 16th with custodians not on the load form will need to have the custodian field populated once eMARS becomes available by completing a Fixed Asset Modification document (FM).
The purpose of this task is to complete From F6.8.1.5a, Fixed Asset Custodian.  This data will be loaded to the eMARS Custodian table and used as a crosswalk to populate the custodian field on converted Fixed Asset records. 

Work Products and Results:
· Complete Form 6.8.1.5a if applicable to your agency.  
Resources and Inputs:

· MARS MRDB Fixed Asset data (Contact your ALM if you need assistance with the MRDB)
· Refer to the instruction sheet on each form or template.

6.8.2 Determine Population Method

Responsible:
ALM, Agency Conversion Lead

Estimated Duration/Resource Requirements: Duration and resource requirements will vary based on the functionality implemented within each agency as well as the complexity of each identified form.  Refer to the instruction sheet on each form or template for more information.

Due Dates:
See “Key Dates” section on the agency implementation website at http://finance.ky.gov/internal/emars/.

Description:  
For each data form identified in task 6.8.1 as needing population, determine which of the categories above apply:  

· Existing MARS data

· Existing agency system data

· Existing agency manual data that must be manually loaded into the data preparation forms

Existing MARS Data can be extracted from the MARS MRDB.  This data can then be manipulated as needed by the agencies and loaded into the appropriate data prep form for eMARS.  Figure 6.8.3 illustrates how, for each data prep form to populate, the source of data should also be evaluated.  If the data currently exists in MARS, but not in MRDB, it can be requested from the project team.

For Existing Agency System Data, the data prep forms that you identified in tasks 6.8.1.1-6.8.1.4 can be populated either electronically or manually.  Automatic data extract programs and/or manual procedures are then designed and executed as outlined in the conversion tasks 6.7.3 and 6.7.4.
For Existing Agency Manual Data, eMARS data prep forms will be manually populated.
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Figure 6.8.3  Identifying the Source of Data

Work Products and Results:
· ID 2 on Data Preparation, Setup, and Loading Tasks – C6.8.

· Complete Column 6.8.2 on the Data Preparation Tracking From-F6.8.1

· Determined appropriate population method for each type of data.

Resources and Inputs:

· Forms 6.8.1.1 – 6.8.1.4.

6.8.3 Perform Manual Population

Responsible:
AIL

Estimated Duration/Resource Requirements: Duration and resource requirements will vary based on the functionality implemented within each agency as well as the complexity of each identified form.  Refer to the instruction sheet on each form or template for more information.

Due Dates:
See “Key Dates” under the AIL Documentation section on the eMARS website at http://finance.ky.gov/internal/emars/.

Description:  
The Purpose of this task is to manually create eMARS data when it is not available either in MARS, or in an existing agency system.  The task entails keying the required data into the Excel data prep forms identified in tasks 6.8.1.1-6.8.1.4, and returning them electronically to the eMARS Project Team via your ALM.  The data prep forms are available on the eMARS website (http://finance.ky.gov/internal/emars/).

Work Products and Results:  

· ID 3 on Data Preparation, Setup, and Loading Tasks – C6.8.

· Populated Data Prep forms as applicable (Forms F6.8.1.1 – F6.8.1.4)

Resources and Inputs:

· Instructions for data prep forms (first tab in the spreadsheet).

· Existing agency manual data.

· eMARS Project SMEs

6.8.4 Perform Automatic Population

Responsible:
AIL

Estimated Duration/Resource Requirements: Duration and resource requirements will vary based on the functionality implemented within each agency as well as the complexity of each identified form.  Refer to the instruction sheet on each form or template for more information.

Due Dates:
See “Key Dates” under the AIL Documentation section on the eMARS website at http://finance.ky.gov/internal/emars/.

Description:  
The purpose of this task is to automatically populate the Excel data prep forms.  The forms should be populated with either agency defined data when the required data is maintained on agency systems, or with MARS data requested from the eMARS Project Team (see task 6.8.2). .  The data prep forms are available on the website (http://finance.ky.gov/internal/emars/).  The populated forms must be returned to the eMARS Project Team electronically via your ALM.

Work Products and Results:

· ID 4 on Data Preparation, Setup, and Loading Tasks – C6.8.

· Populated Data Prep forms as applicable (Forms F6.8.1.1 – F6.8.1.4)

Resources and Inputs:
· MARS data.

· Existing agency system data.

· eMARS Conversion Team.

6.8.5 Data Verification of Manually Populated Information 

Responsible:
AIL

Estimated Duration/Resource Requirements: Duration and resource requirements will vary based on the functionality implemented within each agency as well as the complexity of each identified form.  Refer to the instruction sheet on each form or template for more information.

Due Dates:
See “Key Dates” under the AIL Documentation section on the eMARS website at http://finance.ky.gov/internal/emars/.

Description:  
The Purpose of this task is to validate that the information that was manually created in task 6.8.3 is correct prior to implementation.  Based upon the complexity of the information entered, this can be done either by checking a limited subset of data in the eMARS system or through creating an ad-hoc report using infoAdvantage.  Based upon the results of the verification process, modifications may need to be made.  If modifications are made, then data validation may need to be conducted on modified information.  The complexity of this process will depend upon how many and the scope of modifications that are made.  

Work Products and Results:  

· ID 5 on Data Preparation, Setup, and Loading Tasks – C6.8.

· Complete Column 6.8.5-6 on the Data Preparation Tracking From-F6.8.1

· Data Verification for the following areas as applicable:

Resources and Inputs:

· Populated Data Prep forms for the applicable areas completed in 6.8.3

6.8.6 Verification of Automatically Populated Information 

Responsible:
AIL

Estimated Duration/Resource Requirements: Duration and resource requirements will vary based on the functionality implemented within each agency as well as the complexity of each identified form.  Refer to the instruction sheet on each form or template for more information.

Due Dates:
See “Key Dates” under the AIL Documentation section on the eMARS website at http://finance.ky.gov/internal/emars/.

Description:  
The Purpose of this task is to validate that the information that was automatically created in task 6.8.4 is correct prior to implementation.  Based upon the complexity of the information entered, this can be done either by checking a limited subset of data in the eMARS system or through creating an ad-hoc report using infoAdvantage.  Based upon the results of the verification process, modifications may need to be made.  If modifications are made, then data validation may need to be conducted on modified information.  The complexity of this process will depend upon how many and the scope of modifications that are made.  

Work Products and Results:  

· ID 5 on Data Preparation, Setup, and Loading Tasks – C6.8.
· Complete Column 6.8.5-6 on the Data Preparation Tracking From-F6.8.1

· Data Verification for forms F6.8.1.1 – F6.8.1.4.

Resources and Inputs:

· Populated Data Prep forms for the applicable areas completed in 6.8.4
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6.9 eMARS Agency-Specific Training Tasks

The training to prepare end-users for the implementation of eMARS is being developed by the eMARS Project Training Team.  It will utilize a variety of training delivery methods with Instructor Led Training (ILT) being the primary delivery method.  In addition, Independent Study Guides (ISGs) which are programmed self-guided courses that direct a user through the material; Video Help which can be accessed from the eMARS Help Menu, and presentations may also be utilized.  

The training developed by the eMARS Project Team will reflect Commonwealth-wide business processes and utilize the type of business scenarios and system data that will be deployed when eMARS is implemented.    In the majority of cases, the training delivered by the eMARS Project Training Team will be what is needed to prepare end-users to utilize eMARS so that they can be effective in their jobs at implementation.  However, since the training will not be designed to reflect the specific business process needs of each agency, agencies can identify if there is a need to develop and deliver Agency-Specific training that is in addition to the Commonwealth-wide training.  

To prepare for the implementation of eMARS, agencies will need to complete two categories of activities:  First, they will need to coordinate activities related to the identification, registration, and attendance of end-users in the eMARS Training courses.  Second, they will need to identify if there is a need for Agency-Specific training.  If yes, there are tasks related to the development, testing, preparing trainers, delivery, and registration for these Agency-Specific courses.

NOTE:  Forms and additional checklists referenced in this section will be released in a  
               future update package.  

6.9.1  Attend Training Team Lead Meetings

Responsible:  AIL and Agency Training Team Lead (TTL)
Estimated Duration/Resource Requirements:  1/2 day

Due Dates:
See “Key Dates” under the AIL Documentation section on the eMARS website at http://finance.ky.gov/internal/emars/. 

Description:  
Attend Training Presentation during which the eMARS Training Catalog will be released and reviewed.  The eMARS Training Catalog is the vehicle by which the agencies will gain an understanding of the courses being offered to register participants in the training sessions.  

Since Agency Training Team Leads (TTLs) will be responsible for registering their participants for eMARS Training, an overview of Pathlore will be included as part of this meeting.  

Workproducts and Results:  

· ID 1 on eMARS Training Checklist – C6.9.1

· Understanding of how to use the eMARS Training Catalog.

Resources and Inputs:

6.9.2 Determine Access to Pathlore LMS Database

Responsible:  AIL and Agency Training Team Lead (TTL)
Estimated Duration/Resource Requirements:  1 day

Due Dates:
See “Key Dates” under the AIL Documentation section on the eMARS website at http://finance.ky.gov/internal/emars/. 

Description:  
Pathlore will be utilized by agencies when registering participants for eMARS Training.  In order to do this, agencies need to determine if their TTLs have access to the Pathlore system.   The eMARS Pathlore TTL Assessment Survey will be used to indicate which TTLs do and do not have access to Pathlore.  The eMARS Project Training Team will work with agencies whose TTLs do not have access to Pathlore to determine what actions need to be taken.

Workproducts and Results:  

· ID 2 on eMARS Training Checklist – C6.9.1

· eMARS Pathlore TTL Assessment Survey
Resources and Inputs:

6.9.3 Identify and Register Training Participants

Responsible:  AIL and Agency Training Team Lead (TTL)

Estimated Duration/Resource Requirements:  The duration of this task depends on the number of end-users that need to be trained.  

Due Dates:
See “Key Dates” under the AIL Documentation section on the eMARS website at http://finance.ky.gov/internal/emars/. 

Description:  
In this task agencies will identify the end-users in their agency who need to be trained on each eMARS functional area.  They will complete the eMARS End-User Training Needs by Course spreadsheet and submit it to their Agency Liaison Manager (ALM).  Once these end-users are identified and the registration period is open, the agency TTLs will use the process outlined in the eMARS Training Catalog and reviewed in the Training Team Meeting (6.9.1) to register participants for the appropriate classes.  

Workproducts and Results:

· ID 3 on eMARS Training Checklist – C6.9.1
· Completed registration process for each end-user

· eMARS End-User Training Needs by Training Course Form – F6.9.3

Resources and Inputs:  

· eMARS Training Catalog.

· Job Functions to eMARS Course Crosswalk

6.9.4 Record Completion of Self-Paced Training Courses

Responsible:  AIL and Agency Training Team Lead (TTL)

Estimated Duration/Resource Requirements:
April 1 – June 30, 2006.  This is the timeframe for end-user training delivery for the eMARS implementation.

Due Dates:
April 1 – June 30, 2006   Completion of training courses needs to be recorded before enrolling end-users in additional eMARS courses.

Description:
Some courses will be taught as self-paced courses, for example courses delivered as Independent Study Guides.  Some of these courses are prerequisites to other courses.  These prerequisites are identified in the eMARS Training Catalog.  At the conclusion of each of these self-paced courses, participants are required to take a quiz on the course content.  To assure that they have completed prerequisite classes prior to taking additional classes, users will capture their quiz (or assessment) information and forward it to the TTL.  The TTL will need to track that participants have completed required prerequisites   If the prerequisite course is delivered in a classroom, then attendance rosters will verify that a participant has completed the required prerequisite.

Workproducts and Results:

· ID 4 on eMARS Agency-Specific Training Checklist – C6.9.1
· Self-Pace Training Course Completion Tracking Form – F6.9.4

Resources and Inputs:

· eMARS Training Catalog.

· eMARS End-User Training Needs by Training Course Form – F6.9.3

6.9.5 Identify Specific Functional Areas for which Agency-Specific Training Needs to be Developed

Responsible:
AIL, Agency Training Team Lead (TTL), and Subject Matter Experts (SME)
Estimated Duration/Resource Requirements:
1 week

Due Dates:
See “Key Dates” under the AIL Documentation section on the eMARS website at http://finance.ky.gov/internal/emars/. 

Description:
Review the eMARS training materials and obtain an understanding of how your agency(ies) will implement each functional area (tasks 6.5.9 – 6.5.18), and review any Agency-Specific policies and procedures (6.5.25) to determine if Agency-Specific training is needed.  In the majority of circumstances, the eMARS training materials and Agency-Specific policies and procedures should be sufficient to prepare end-users for the implementation of eMARS.

Workproducts and Results:

· ID 5 on eMARS Agency-Specific Training Checklist – C6.9.1
· Training Material Review Checklist – F6.9.5

Resources and Inputs:

· eMARS Training Materials.

· Agency-Specific Policies and Procedures

· Output from tasks 6.5.9 – 6.5.18

6.9.6 Develop Outlines for Agency-Specific Training Courses

Responsible:
AIL, Subject Matter Experts (SME), Instructional Designers

Estimated Duration/Resource Requirements:
4 weeks.  Depends upon the number of agency-specific training courses needed.

Due Dates:
See “Key Dates” under the AIL Documentation section on the eMARS website at http://finance.ky.gov/internal/emars/. 

Description:
Based on the training needs identified in 6.9.3, the agency needs to develop outlines that detail the content, delivery method, delivery timeframe, and exercises/scenarios.  In most cases, agencies will want to build upon the eMARS training materials.  Multiple delivery mechanisms should be considered, such as interactive workshops, in addition to using only traditional lecture-type training.

Assessing the level of effort needed to develop the courses will depend upon the extent of the content for each course and the experience of the team members in instructional design.

Workproducts and Results:

· ID 6 on eMARS Agency-Specific Training Checklist – C6.9.1
· Agency-Specific Training Course Outline(s): it will include course outlines, training Goals & Measurement, and level of Effort to Develop.

Resources and Inputs:

· eMARS Training Materials.
· Agency-Specific Policies and Procedures

· Output from tasks 6.5.9 – 6.5.18

6.9.7 Identify Target Audiences for Agency-Specific Training

Responsible:
AIL, Agency Training Team Lead (TTL)

Estimated Duration/Resource Requirements:
2 weeks

Due Dates:
See “Key Dates” under the AIL Documentation section on the eMARS website at http://finance.ky.gov/internal/emars/. 

Description:
Agencies will need to identify the end-users who need to attend the agency-specific training.  These will be noted on the Agency-Specific End-User Training Needs by Course form.  The information from this task and 6.9.6 can be combined to determine training facilities and trainer needs.  

Workproducts and Results:

· ID 7 on eMARS Agency-Specific Training Checklist – C6.9.1

· Agency-Specific End-User Training Needs by Course Form – F6.9.6
Resources and Inputs:

· Agency-Specific Policies and Procedures

· Output from tasks 6.5.9 – 6.5.18

· Agency Specific Training Course Outlines – 6.9.6

6.9.8 Develop Agency-Specific Training Materials

Responsible:
AIL, Agency Training Team Lead (TTL), Instructional Designers

Estimated Duration/Resource Requirements:
4 weeks.  Depends upon the number of agency-specific training courses needed.

Due Dates:
See “Key Dates” under the AIL Documentation section on the eMARS website at http://finance.ky.gov/internal/emars/. 

Description:
Agency-Specific Course Outlines and the existing eMARS training materials are used to develop agency-specific training materials. The materials should include agency-specific examples and cases.  A quick reference card should be developed, if necessary.  A trainer’s manual that includes values to be entered, special notes etc. should be developed to accompany agency-specific training.

The preliminary goals set for the training should be reviewed and modified, if necessary, along with the measurement criteria for those goals.

Workproducts and Results:

· ID 8 on eMARS Agency-Specific Training Checklist – C6.9.1

· Agency-Specific eMARS Training Materials.

· Agency-Specific Training Measurement Criteria.

Resources and Inputs:

· Agency-Specific Training Course Outlines – 6.9.6
·  eMARS Training Materials.
· Agency-Specific Policies and Procedures

· Output from tasks 6.5.9 – 6.5.18

6.9.9 Develop Detailed Agency-Specific Training Schedule

Responsible:
AIL, Agency Training Team Lead (TTL)

Estimated Duration/Resource Requirements:
1 week

Due Dates:
See “Key Dates” under the AIL Documentation section on the eMARS website at http://finance.ky.gov/internal/emars/. 

Description:
An Agency-Specific Training schedules would be developed based upon information from task 6.9.7.  Agencies will also want to determine which eMARS training courses are prerequisites for agency-specific training.  Agency-Specific courses should not be scheduled until after the prerequisites have been completed.  

Workproducts and Results:

· ID 9 on eMARS Agency-Specific Training Checklist – C6.9.1

· Agency-Specific Training Schedule – F6.9.7
Resources and Inputs:

· Agency-Specific Training Materials

· Agency-Specific End-User Training Needs by Course Form – F6.9.6
6.9.10 Establish/Secure Training Facilities

Responsible:
AIL

Estimated Duration/Resource Requirements:
2 weeks

Due Dates:
See “Key Dates” under the AIL Documentation section on the eMARS website at http://finance.ky.gov/internal/emars/. 

Description:
If an agency has determined a need for training facilities beyond those used by eMARS Project Team Training, training locations must be scheduled.  If a training location is selected that is already being utilized for eMARS Project Team training, then the computers within the training room should support any agency-specific materials.  However, if they have not been configured for eMARS Project team training, agencies will need to ensure that they are ready for training delivery.  They will be able to get the configuration information from the eMARS Project Training Team.

Workproducts and Results:

· ID 10 on eMARS Agency-Specific Training Checklist – C6.9.1

Resources and Inputs:

· Agency-Specific Training Materials 6.9.8

· Available agency resources including training facilities and trainers 
· Agency-Specific Training Schedule – F6.9.7
6.9.11 Agency-Specific Training Database

Responsible:
AIL

Estimated Duration/Resource Requirements:
2 weeks

Due Dates:
See “Key Dates” under the AIL Documentation section on the eMARS website at http://finance.ky.gov/internal/emars/. 

Description:
Agencies may want to have participant’s complete exercises during their training agency-specific training classes.  Agencies will need to determine what data needs to be created in a training database for these exercises as determined during the development of agency specific training materials in task 6.9.8.  The eMARS Project Team will work with the agency to determine the timeline and process for creating agency specific training information into a training database.  They will also work with the agency to determine the schedule for database refreshes so that data is ready for classroom delivery.

Workproducts and Results:

· ID 11 on eMARS Agency-Specific Training Checklist – C6.9.1

Resources and Inputs:

· Agency-Specific Training Materials 6.9.8

· Available agency resources including training facilities and trainers 
· Agency-Specific Training Schedule – F6.9.7
6.10 Agency Hardware, Software, & Network Readiness Tasks
As part of the process to prepare for the implementation of eMARS, each agency must evaluate its hardware, software, and network capabilities.  This involves determining what the current status is for each of these components, what are the minimal requirements of each of these components, and what new purchase/upgrades must be made for each of the components to ensure your agency meets the requirements and has a successful implementation.  Minimum hardware and software requirements are listed in Section 6.10.2.  If you have workstations that currently use BRASS in MARS, they most likely meet the minimum requirements for BRASS.  Therefore, BRASS requirements are not addressed in the following tasks.  Successful implementation of eMARS is dependent upon the ability of Commonwealth agencies to utilize the eMARS software throughout their organization.  

The tasks described below will help each agency prepare to meet the requirements necessary for a successful implementation of eMARS.  An input or work product associated with each task will include reference to various forms that are developed to help you gather the appropriate information and complete the task.

Workstation Software and Hardware Activities

1. Evaluate existing software and hardware

2. Determine hardware and software needs

3. Acquire appropriate software & hardware

Network Activities

1. Generate current Agency Network Diagram

2. Complete eMARS Network and User Questionnaire for each agency building/location

3. Determine network needs

To see how these tasks relate to each other, please refer to Figure 6.10-1
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Figure 6.10-1  Agency Hardware, Software, and Network Readiness Tasks

6.10.1 Evaluating Existing Software and Hardware

Responsible:
AIL, Agency Technical Lead (ATL)

Estimated Duration/Resource Requirements:
 Not known

Due Dates:
See “Key Dates” section on the agency implementation website at http://finance.ky.gov/internal/emars/.

Description:
Determine what workstation software, hardware, and printers currently exist at the agency level.  Determine the configuration of each workstation and printer currently located at the agency.  This information, and information gathered in the next step, will be used to evaluate the agencies needs to operate eMARS.

To do this, complete the Existing Agency Software and Hardware Form – F6.10.1.  The purpose of this form is to help you gather information on the workstations and printers at the various locations in your agency.  The information requested on this form represents the minimal requirements for eMARS.

How to Use this Form

Workstation (Name & Location) – Vertically down the page there are blank boxes where you can enter the name and location of the person’s workstation that is being evaluated.  Horizontally across the page are lists of the minimal software and hardware requirements.

If the software application (e.g. Microsoft Excel) or hardware component (e.g. Display Adapter) does not meet the minimal requirements, place an “X” in the box, which will indicate that this workstation will need to be upgraded.

Also, there are boxes where specific information is requested, for example “Available Hard Disk Capacity,” where an appropriate reply may be 9.5 GB, which would indicate that 9.5 GB is free on this workstation.  Providing this information will be very helpful when it is time to determine the workstation needs for upgrading.

Workproducts and Results:

· ID 1 on the eMARS Software and Hardware Readiness Checklist – C6.10.1.

· Existing Agency Software and Hardware Form – F6.10.1.

Resources and Inputs:

· None.

6.10.2 Determine Hardware and Software Needs

Responsible:
AIL, ATL

Estimated Duration/Resource Requirements:
 Not known

Due Dates:
See “Key Dates” section on the agency implementation website at http://finance.ky.gov/internal/emars/.

Description:
Determine the minimal and optimum software and hardware components, for a workstation, which will enable eMARS to function.

To help determine these requirements please refer to the Agency Hardware and Software Requirements below.  The purpose is to provide the minimal amount of software and hardware information that is necessary to run eMARS.  Note that the minimum requirements vary based on the functionality a user may be using.

eMARS is a web-based application, accessible using one of the supported web browsers.  Generally, if the workstation is capable of accessing and browsing the internet using Internet Explorer 6.0, the workstation will be capable of supporting most of the eMARS functionality.  

To help understand the Agency Hardware and Software Requirements, a description of each of the columns follows:

Minimum Software - Hardware Components: this describes the minimal software and hardware components that need to be on each new or existing workstation using basic eMARS functionality.

Optimum Recommendation (if new purchase): this describes the recommended configuration for software and hardware components for a new workstation.  New workstations that meet or exceed this recommendation will be ideally capable of running the eMARS application. 

Agency Hardware and Software Requirements

	Workstation Specifications
	Minimum Configuration
	Recommended Configuration

	
	HARDWARE
	

	CPU
	Pentium III
	Pentium 4

	Machine Speed
	400 Mhz
	1 GHz and higher

	RAM
	256 MB
	256-512 MB

	Available Hard Drive capacity
	10 GB
	40 GB and higher

	Monitor
	17” Monitor
	17” Monitor

	Display Resolution
	1024x768
	1024x768

	Network – TCP/IP and WAN Connection
	Appropriate NIC for local network access (e.g. 100-Base-TX Ethernet NIC)
	Appropriate NIC for local network access (e.g. 100-Base-TX Ethernet NIC)

	Graphics
	High quality graphic card
	High quality graphic card

	Printing1 
	Direct or network access to a printer
	Network access to a laser printer supported by Adobe Acrobat Reader

	File Sharing2
	Access to a network share drive
	Access to a network share drive

	
	SOFTWARE
	

	Operating System
	Windows 98 and above (per Microsoft system requirements for Internet Explorer 6.0)
	Windows 2000 or Windows XP

	
	OPTIONAL SOFTWARE
	

	Word Processing3
	Microsoft Word 97
	Microsoft Office 2003

	Spreadsheet3
	Microsoft Excel 97
	Microsoft Office 2003

	Mail4
	Microsoft Outlook 97
	Microsoft Office 2003

	Printing1
	Adobe Acrobat Reader 6.x
	Adobe Acrobat Reader 7.x

	UnZip Utility5
	WinZip or compatible
	WinZip or compatible


Notes:

1
Documents to be printed (Purchase Orders, Contracts, Invoices, etc.) are produced as Adobe .pdf files.  Adobe’s Acrobat Reader is required to view and print documents.
2
Interface and Check Writer files to be uploaded to eMARS will either be stored on a user’s local workstation, or an agency network server.  Users responsible for uploading the file will require access to the network shares where these files are stored.
3
MS Office 2003 is required for publishing Solicitations in eMARS.  Microsoft Excel 2003 is required for downloading Bid Tabulations in eMARS.

4
eMARS has the capability to notify users when they have documents in their worklists ready for approval.

5
Users responsible for maintaining vendor catalogs in eMARS will require a utility capable of extracting catalog data provided by vendors in .zip file format.  
Workproducts and Results:

· ID 2 on the eMARS Software and Hardware Readiness Checklist – C6.10.1.

Resources and Inputs:

· Existing Agency Software and Hardware Form – F6.10.1.

6.10.3 Acquire Appropriate Software and Hardware

Responsible:
AIL, ATL

Estimated Duration/Resource Requirements:
 Not known

Due Dates:
See “Key Dates” section on the agency implementation website at http://finance.ky.gov/internal/emars/.

Description:
Software & Hardware - to purchase and/or upgrade the necessary workstations for each agency and locations.  This includes purchasing all the necessary hardware components for the workstation and all the necessary software for eMARS to function properly.  This process may require purchasing new workstations and/or upgrading existing workstations.

Printers - to purchase and/or upgrade the printers for each agency and location, if necessary.

Workproducts and Results:

· ID 3 on the eMARS Software and Hardware Readiness Checklist – C6.10.1.

· Agency Software & Hardware Order Form – F6.10.3.

Resources and Inputs:

· Existing Agency Software and Hardware Form – F6.10.1.

· Agency Software and Hardware Requirements Matrix.

6.10.4 Generate Current Agency Network Diagram

Responsible:
AIL, ATL

Estimated Duration/Resource Requirements:
 Not known

Due Dates:
See “Key Dates” section on the agency implementation website at http://finance.ky.gov/internal/emars/.

Description:
To generate an agency network diagram that will show a network relationship between the Commonwealth and the Cabinet or Agency.  It will also provide information on the network relationship between the Cabinet or Agency and all Building/Locations associated with the Cabinet or Agency that will be or plan to be implementing eMARS.

Below is a sample agency network diagram, which is preceded by a description.

eMARS Example of Current Agency Network Diagram

The purpose of this diagram is to provide an example of a network diagram that must be generated for each Cabinet or Agency.   All buildings/locations associated with a Cabinet or Agency must be included in the diagram.  A cabinet or agency may need to generate multiple diagrams to adequately depict the current state of network connectivity in their organization.

It is not critical that the diagram look “nice”.  It is very important that the information on the diagrams be as accurate as possible.  The diagrams can be hand drawn, if they are legible.  It would be preferable to have the diagrams done with a software package, such as VISIO, if possible.

DIAGRAM DESCRIPTION

Cabinet or Agency Name – this is where the Cabinet or Agency Name is to be placed.

Commonwealth Wide Area Network Connection – the information needed here is the type of connection to the Commonwealth Wide Area Network.  For example, a T1 line is shown here.

Building/Location 1…. Building/Location n – this refers to the first building/location through the last building/location that is represented by n, whatever the number of the last building/location may be.  As indicated by building/location 3 and building/location 6, there may be other buildings/locations that are not directly linked to the Cabinet or Agency Name.  What is important here is to make sure that all buildings/locations are accounted for and show how they relate to Cabinet or Agency Name.  For each building/location you must provide the appropriate information on an eMARS Network and User Questionnaire.

Legend - this shows what type of connection there is between Cabinet or Agency Name and Building/Location.  You are to indicate the speed of the connection (e.g. T1, 56KB, 256KB, etc.), if there is a connection.  If no connection exists, then indicate that with a dotted line.  For clarity you may want to write “not connected” on the dotted line.  It is not necessary to provide a legend.
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Figure 6.10-2  Example of Current Agency Network Diagram

Workproducts and Results:

· ID 4 on the eMARS Software and Hardware Readiness Checklist – C6.10.1.

· Agency Network Diagram.

Resources and Inputs:

· None.

6.10.5 Complete eMARS Network and User Questionnaire

Responsible:
AIL, ATL

Estimated Duration/Resource Requirements:
 Not known

Due Dates:
See “Key Dates” section on the agency implementation website at http://finance.ky.gov/internal/emars/.

Description:
Complete the eMARS Network and User Questionnaire – F6.10.5 -  with as much information as possible for each building/location indicated on the Agency Network Diagram(s).

Workproducts and Results:

· ID 5 on the eMARS Software and Hardware Readiness Checklist – C6.10.1.

· eMARS Network and User Questionnaire – F6.10.5.

Resources and Inputs:

· Agency Network Diagram(s).

6.10.6 Determine Network Needs

Responsible:
AIL, ATL, eMARS Network Lead

Estimated Duration/Resource Requirements:
 Not known

Due Dates:
See “Key Dates” section on the agency implementation website at http://www.state.ky.us/agencies/adm/mars/mars.htm.

Description:
The purpose of this task is to determine what steps must be taken to ensure that the network that connects the cabinet or agency and its remote offices with the Commonwealth Wide Area Network, is capable of handling the traffic that will be generated by the eMARS application.  Benchmark tests conducted during the implementation analysis phase indicated that the majority of the eMARS transactions produce less network traffic than their respective eMARS counterparts.  However, all eMARS users must have internet access, and the speed of the internet connection will have a direct impact on the performance an end user will experience. 

Workproducts and Results:

· The outcome of this activity will be to document at a high level indicating the current status of infrastructure within a cabinet or agency.  This information will then be used by the ATL and eMARS Project Team to configure a network upgrade plan for the agency in concert with Commonwealth infrastructure resources.

· ID 6 on the eMARS Software and Hardware Readiness Checklist – C6.10.1.

Resources and Inputs:

· Agency Network Diagram(s).

· eMARS Network and User Questionnaire – F6.10.5.
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6.11 Agency Reporting Tasks

In MARS, reports are created utilizing the information in the MARS Management Reporting Database (MRDB).  For eMARS, infoAdvantage will be used to generate reports.  The eMARS Project Reporting Team will be developing the state-wide reports identified through the reports analysis process that was conducted during the implementation analysis phase of the project.  In MARS, many agencies have created their own reports and/or external databases and spreadsheets utilizing information from the MRDB. For eMARS, agencies will be responsible for recreating their agency-specific reports and/or external databases and spreadsheets.  

eMARS security will be used to control access to infoAdvantage.  Initially, ODBC links to the infoAdvantage database will be restricted to the chart of accounts reference tables for reporting and data validation purposes.  However, data will be available to be extracted from infoAdvantage to external databases and/or spreadsheets.  Agencies will also want to review the information in Section 6.6, Agency Interfaces Implementation Tasks.  Some of the information that currently requires data extracts from the MRDB in MARS may be achieved through an interface.  In addition, some of the data you receive today via an interface, may now require an extract using infoAdvantage.

The eMARS Project Reporting team has identified a series of tasks that agencies will need to complete in order to validate which agency-specific reports and/or database and spreadsheets they will need for eMARS.  Additionally, completing the identified tasks will help agencies prioritize the development of identified reports and/or databases and spreadsheets, train report developers; and effectively plan their resources.

6.11.1 Assign eMARS Reports Lead, Team and Schedule Meetings

Responsible: AIL, Reports Team Lead

Estimated Duration/Resource Requirements: One day

Due Dates:
See “Key Dates” under the AIL Documentation section on the eMARS website at http://finance.ky.gov/internal/emars/. 

Description: 
The Reports lead should be familiar with Agency operations and will understand the reporting and/or external database and spreadsheet needs that are currently utilizing MRDB information.  This team will be responsible for verifying the agency-specific reports, prioritizing development, and developing and implementing a workplan.

Work Products and Results:

· Completed Form F6.11a – Identify eMARS Reports Lead.

· Complete ID 1 on the eMARS Reports Tasks Checklist – C6.11

· eMARS Reports team member names and meeting schedule

Resources and Inputs:
· None

6.11.2 Attend eMARS Agency-Specific Reporting Process Meeting

Responsible: AIL, Reports Team Lead and Team Members

Estimated Duration/Resource Requirements:  ½ day

Due Dates:
See “Key Dates” under the AIL Documentation section on the eMARS website at http://finance.ky.gov/internal/emars/. 

Description: 
The eMARS Project Reporting team will conduct these meetings to review the reports verification and development process, and to train Agency Reports Team Leads in the process of reviewing and updating agency reports development assignments.  These sessions will cover:

· Introduction to eMARS reporting key changes

· Overview of the Agency-Specific Reporting Development process

· Review of methodologies available for training agency report developers in the data model for eMARS

· Questions and Answers

.

Work Products and Results:

· Complete ID 2 on the eMARS Reports Tasks Checklist – C6.11

Resources and Inputs:
· None

6.11.3 Validate Agency-Specific Reports and/or external databases and spreadsheets for eMARS 

Responsible: AIL, Reports Team Lead and Team Members

Estimated Duration/Resources Required: One to two weeks.

Due Dates:
See “Key Dates” under the AIL Documentation section on the eMARS website at http://finance.ky.gov/internal/emars/. 

Description:
As part of the implementation analysis, as well as a follow-up survey conducted by the eMARS Project Reports team, agencies identified their MARS agency-specific reports and/or external databases and spreadsheets.  Agencies need to review this information and validate which reports and/or external databases and spreadsheets are needed in eMARS.  As part of this effort, agencies need to identify which of their current reports are variations of a common report.  For example, some agencies have identified several reports that pull common information but differ only by sorts and filters.  In this situation, one report may be able to be generated for implementation.
Workproducts and Results:

· Verified Agency Specific Reports Worksheet

· Verified Agency Specific External Databases and Spreadsheets Worksheet, if applicable

· Complete ID 3 on the eMARS Reports Tasks Checklist – C6.11

Resources and Inputs:

· None

6.11.4 Prioritize Agency-Specific Reports and/or external databases and spreadsheets 
          for eMARS 

Responsible: AIL, Reports Team Lead and Team Members

Estimated Duration/Resources Required: One week.

Due Dates:
See “Key Dates” under the AIL Documentation section on the eMARS website at http://finance.ky.gov/internal/emars/. 

Description:
Using the Agency Specific Reports worksheet and Agency Specific External Databases and Spreadsheets worksheets, agencies need to prioritize the development of these reports and/or external databases and spreadsheets.  The eMARS Project Reports team will provide suggested priorities for this task.
Workproducts and Results:

· Prioritized Agency Specific Reports Spreadsheet

· Prioritized Agency Specific External Databases and Spreadsheets, if applicable

· Complete ID 4 on the eMARS Reports Tasks Checklist – C6.11

Resources and Inputs:

· None

6.11.5 Develop Reports Development Workplan and Make Assignments

Responsible: AIL, Reports Team Lead 

Estimated Duration/Resources Required: One to two weeks.

Due Dates:
See “Key Dates” under the AIL Documentation section on the eMARS website at http://finance.ky.gov/internal/emars/. 

Description:
Using the prioritized Agency Specific Reports worksheet and Agency Specific External Databases and Spreadsheets worksheets, develop a workplan and make assignments.  The eMARS Project Reports team will provide a workplan model as a template.
Workproducts and Results:

· Reports Development Workplan and Assignments

· Complete ID 5 on the  eMARS Reports Tasks Checklist – C6.11

Resources and Inputs:

· Agency Specific Reports Spreadsheet

· Agency Specific External Databases and Spreadsheets, if applicable

6.11.6 Reports Developer Training Completed 

Responsible: AIL, Reports Team Lead and Team Members

Estimated Duration/Resources Required: One to two days

Due Dates:
See “Key Dates” under the AIL Documentation section on the eMARS website at http://finance.ky.gov/internal/emars/. 

Description:
Reports Developers will receive training necessary for them to complete the development of prioritized reports.  This training may include a combination of completion of Independent Study Guides and participation in facilitated learning sessions.  Additionally, agencies may have the opportunity to identify report developers to receive training earlier by participating in the development of state-wide eMARS reports.

Workproducts and Results:

· Complete ID 6 on the eMARS Reports Tasks Checklist – C6.11

Resources and Inputs:

· Reports Development Workplan and Assignments

· Training Materials

· infoAdvantage Data Model

· eMARS infoAdvantage Universes

6.11.7 Develop Agency-Specific Reports and/or external databases and spreadsheets for eMARS

Responsible: AIL, Reports Team Lead and Team Members

Estimated Duration/Resources Required: On-going

Due Dates:
See “Key Dates” under the AIL Documentation section on the eMARS website at http://finance.ky.gov/internal/emars/. 

Description:
Implement the workplan developed in 6.11.5 to develop agency-specific reports and/or external databases and spreadsheets. 

Workproducts and Results:

· Updated Reports Development Workplan and Assignments

· Agency-specific reports

· Agency-specific external databases and spreadsheets, if applicable

· Complete ID 7 on the eMARS Reports Tasks Checklist – C6.11

Resources and Inputs:

· Reports Development Workplan and Assignments

· Training Materials

· infoAdvantage Data Model

· eMARS infoAdvantage Universes

6.12 eMARS Security and Workflow Tasks 

During the initial implementation of MARS, the security and workflow processes were significantly different than what was available in STARS.  A lot of effort was spent with this implementation in identifying security and workflow models.  In going from MARS to eMARS, some enhancements and changes are available in security and workflow.  However, the scope of change is much less than with the initial MARS implementation.  The eMARS Security and Workflow Plan describes the approach for eMARS application security and approval workflow and describes how the setup will occur.  You may access this plan from the eMARS project website at http://finance.ky.gov/internal/emars/.  Information from this paper will be used to prepare the Central and Agency Security Administrators Guide.  

The security setup process is one of the most critical functions required of the Agency Implementation teams as security must be in place before eMARS implementation on July 1, 2006, and in some cases, prior to the May 15, 2006 startup. Without the information gathered from this set of tasks, agencies will not be provided the system access they will need to use eMARS.

Workflow is the general procedures involved in processing a document to completion.  Processing a document usually involves review and/or approval of the document by multiple people in an organization.  Currently in the Commonwealth, document workflow is handled in different ways, from electronic routing of documents (in Procurement Desktop) to passing paper documents from person to person for review and approval.

This section outlines the steps that each Agency needs to take to determine which users will need eMARS security, what access these users will need, and the information that is required for setup by the eMARS Security and Workflow team. 

6.12.1 Assign eMARS Security and Workflow Lead and Schedule Meetings

Responsible: Agency Implementation Lead

Estimated Duration/Resource Requirements: One day

Due Dates:
See “Key Dates” under the AIL Documentation section on the eMARS website at http://finance.ky.gov/internal/emars/. 

Description: 
The assignment of security roles and approval roles to users is one of the most critical tasks required for the successful operation of eMARS.  Therefore each Agency should appoint a security and workflow lead and, if applicable, a security and workflow team to review the requirements of their users and assign security and approval roles.  

The security and workflow lead should be familiar with Agency operations and will understand the access requirements for users in the Agency.  The security team will have primary responsibility for assigning roles to future eMARS users, determining their system access requirements and obtaining the appropriate approvals for the security requests.  The security and workflow lead should have, or be granted, the authority to approve the creation of these security and approval roles.  The size of the team should be determined by the AIL and be consistent with the size of the Agency and nature of its security requirements.  We recommend that the person who is likely to handle Agency security requests post-implementation would be a good candidate for team lead.

Workproducts and Results: 

· Completed Form F6.12a – Identify eMARS Security and Workflow team lead

· Complete ID 1 on the eMARS Security and Workflow Tasks Checklist – C6.12
· eMARS Security Implementation Lead and team member names, meeting schedule

Resources and Inputs:

· eMARS Security and Workflow plan
6.12.2 Attend eMARS Security and Workflow Training Session

Responsible: Agency Security and Workflow Lead and/or Agency Implementation Lead

Estimated Duration/Resources Required: One half day.

Due Dates: November/December 2005

Description:
The eMARS Security and Workflow team will hold training sessions to train Agency Security and Workflow Leads in the process of reviewing and updating agency security and workflow assignments.  These sessions will cover:

· Introduction to eMARS Security and Workflow key changes;

· Overview of the eMARS Security and Workflow model;

· Review of Workflow spreadsheets with default workflow rules;

· Questions and Answers.

Workproducts and Results:

· Complete ID 2 on the eMARS Security and Workflow Tasks Checklist – C6.12
Resources and Inputs:

· eMARS Security and Workflow Plan
6.12.3  Identify Agency Specific Workflow Rules

Responsible: Agency Security and Workflow Lead and/or Agency Implementation Lead

Estimated Duration/Resources Required: Two to three weeks.

Due Dates:
See “Key Dates” under the AIL Documentation section on the eMARS website at http://finance.ky.gov/internal/emars/. 

Description:
The agency will use Form F6.12b – Agency Specific Workflow Rules that will be distributed at the Security and Workflow training sessions to define the workflow and approval rules for the agency.  The Agency Security and Workflow Lead and the AIL will work with the eMARS Security and Workflow team and the ALMs to resolve any questions.  

Forms 6.12f and 6.12g are optional. 6.12f allows you to establish approval rules below the department level (department-level rules were created on F6.12b). You may establish rules at the Division or Group level for any document in Workflow. Please work with your Chart of Accounts team to verify that you are using the correct Division and/or Group codes.

Form 6.12g allows you to assign “conditions” to approvals. If there is no condition applied to an approval, that approval level is always activated in Workflow. If, however, you only want an approval level activated if it meets a certain condition (For example, total dollar amount is greater that $1,000) then you can assign that “condition” to an approval level. 

Workproducts and Results:

· Completed Form F6.12b - Agency Specific Workflow Rules 

· Complete Form F6.12f (Agency Specific Workflow Rules (Includes Division and Group)

· Form F6.12g – Approval Rules with Conditions

· Complete ID 3 on the eMARS Security and Workflow Tasks Checklist – C6.12
Resources and Inputs:

· eMARS Security and Workflow Plan
· eMARS Security and Workflow team

6.12.4 Identify Team Members to Test Workflow Rules

Responsible: Agency Security and Workflow Lead and/or Agency Implementation Lead

Estimated Duration/Resources Required: 1 day.

Due Dates:
See “Key Dates” under the AIL Documentation section on the eMARS website at http://finance.ky.gov/internal/emars/. 

Description:
Identify team members who will conduct on-line tests of the agency workflow rules that are setup by the eMARS Security and Workflow team.  It is important to identify team members who have process knowledge in the area they will be verifying.  For example, if the workflow rule involves processing Journal Vouchers (JVs), your team member needs to have process knowledge in how JV processing works in your agency

Workproducts and Results:

· Complete Form F6.12c – eMARS Workflow Verification Team Members

· Complete ID 4 on the eMARS Security and Workflow Tasks Checklist – C6.12
Resources and Inputs:

· eMARS Security and Workflow Plan
6.12.5 Attend Workflow Rule Testers Training 

Responsible: Agency Security and Workflow Lead and/or Agency Implementation Lead

Estimated Duration/Resources Required: ½ day.

Due Dates:
See “Key Dates” under the AIL Documentation section on the eMARS website at http://finance.ky.gov/internal/emars/. 

Description:
Workflow Testers will receive training necessary for them to complete the testing of workflow rules.  This training may include a combination of completion of Independent Study Guides (ISGs) and participation in facilitated learning sessions. 

As part of the training, the eMARS Security and Workflow team will review the process for on-line testing of workflow rules that are different from the defaults provided by the eMARS Security and Workflow team.  The process for developing test scripts, tracking test results, submitting changes to workflow rules, and retesting submitted changes will be reviewed.  

Workproducts and Results:

· Complete ID 5 on the eMARS Security and Workflow Tasks Checklist – C6.12
Resources and Inputs:

· eMARS Security and Workflow Plan
· eMARS Security and Workflow Team

6.12.6 Develop Workflow Rule Testing Scripts

Responsible: Agency Security and Workflow Lead and/or Agency Implementation Lead

Estimated Duration/Resources Required: One to two weeks

Due Dates:
See “Key Dates” under the AIL Documentation section on the eMARS website at http://finance.ky.gov/internal/emars/. 

Description:
Document the scenarios that will need to be tested to assure the agency specific workflow rules have been implemented correctly.  The Workflow Testers should assist in identifying and documenting the situations that would invoke the agency’s specific workflow rules.  It is important to create and review the test scripts to assure the testing will be comprehensive for the agency

Workproducts and Results:

· Form F6.12d – Agency Workflow Test Scripts

· Complete ID 6 on the eMARS Security and Workflow Tasks Checklist – C6.12
Resources and Inputs:

· eMARS Security and Workflow Team

· Form F6.12b – Agency Specific Workflow Rules

· Form F6.12f – Agency Specific Workflow Rules (includes Division and Group)

· Form F6.12g – Approval Rules with Conditions
· eMARS Security and Workflow Plan
· Agency Workflow Testers

6.12.7 Complete Initial Workflow Rule On-Line Testing 

Responsible: Agency Security and Workflow Lead and/or Agency Implementation Lead

Estimated Duration/Resources Required: One to two weeks.

Due Dates:
See “Key Dates” under the AIL Documentation section on the eMARS website at http://finance.ky.gov/internal/emars/. 

Description:
The eMARS Security and Workflow team will setup workflow in a testing environment based on Form F6.12b – Agency Specific Workflow and the optional forms (F6.12f and F6.12g) submitted by each agency.  Each Agency’s Workflow Testers will access the testing environment to complete workflow rule testing for the agency’s workflow rules setup by the eMARS Security and Workflow team.  Results of the tests will be documented and requested changes will be submitted to the eMARS Security and Workflow Team via an updated Form F6.12b (and F6.12f and F6.12g if these optional forms were submitted).  Once the changes have been implemented, the Workflow Testers will retest the changes following the process outlined in the Workflow Rule Testers Training.

Workproducts and Results:

· Completed Workflow Rule On-Line Testing

· Updated Form F6.12b – Agency Specific Workflow Rules

· Updated Form F6.12f – Agency Specific Workflow Rules (includes Division and Group)

· Update Form F6.12g – Approval Rules with Conditions
· Complete ID 7 on the eMARS Security and Workflow Setup Tasks Checklist – C6.12
Resources and Inputs:

· eMARS Security and Workflow Plan
· Form F6.12d – Agency Workflow Test Scripts

6.12.8 Assignment of Security Roles and Workflow Approval Roles Process Meeting 

Responsible: Agency Security and Workflow Lead and/or Agency Implementation Lead

Estimated Duration/Resources Required: ½ day

Due Dates:
See “Key Dates” under the AIL Documentation section on the eMARS website at http://finance.ky.gov/internal/emars/. 

Description:
The eMARS Security and Workflow team will conduct meetings to review the process to assign users to security roles and workflow approval roles.   This will include information on the initial identification and setup processes for the security roles and workflow approval roles.  Additionally, the process for submitting changes once the initial form has been submitted will be discussed.

Workproducts and Results:

· Complete ID 8 on the eMARS Security and Workflow Tasks Checklist – C6.12
Resources and Inputs:

· eMARS Security and Workflow Plan
· Form F6.12b – Agency Specific Workflow

· Form F6.12f – Agency Specific Workflow Rules (includes Division and Group)

· Form F6.12g – Approval Rules with Conditions
· Form F6.12e – Security and Workflow Approval Roles

6.12.9 Assignment of Users to Security Roles and Workflow Approval Roles 

Responsible: Agency Security and Workflow Lead and/or Agency Implementation Lead

Estimated Duration/Resources Required: Two to three weeks

Due Dates:
See “Key Dates” under the AIL Documentation section on the eMARS website at http://finance.ky.gov/internal/emars/. 

Description:
Associate users with security roles and with workflow approval roles identified on the Security Roles and Workflow Approval Roles spreadsheet.  During this task, the agency will identify all the users who will require access to eMARS.  Once the users have been identified, they will be matched to the security and workflow roles appropriate for the users.  The Agency Security and Workflow Lead and the AIL will work with the eMARS Security and Workflow team and the ALMs to resolve any questions.  

Workproducts and Results:

· Complete Form F6.12d - Security and Workflow Approval Roles

· Complete ID 9 on the eMARS Security and Workflow Tasks Checklist – C6.12
Resources and Inputs:

· eMARS Security and Workflow Plan
· Form F6.12b – Agency Specific Workflow Rules 
· Form F6.12f – Agency Specific Workflow Rules (includes Division and Group)

· Form F6.12g – Approval Rules with Conditions
6.12.10 On-Going Maintenance and Testing of Security and Workflow Information

Responsible: Agency Security and Workflow Lead and/or Agency Implementation Lead

Estimated Duration/Resources Required: One to two weeks

Due Dates:
See “Key Dates” under the AIL Documentation section on the eMARS website at http://finance.ky.gov/internal/emars/. 

Description:
Submit any changes to workflow rules and complete the on-line testing process.  

Workproducts and Results:

· Updated Form F6.12b – Agency Specific Workflow

· Updated Form F6.12d - Security and Workflow Approval Roles 
· Update Form F6.12f – Agency Specific Workflow Rules (includes Division and Group)

· Update Form F6.12g – Approval Rules with Conditions
Resources and Inputs:

· eMARS Security and Workflow Plan
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6.13 eMARS Acceptance Testing 

There are no tasks associated with this section of the Agency Implementation Guide. Agencies that will be involved in User Acceptance Testing will be notified by the eMARS Project Team.  The intent of this section of the AIG is to provide enough information for agencies to be assured that the eMARS testing process will meet expectations and specifications.

6.13.1 Purpose of User Acceptance Testing

The purpose of eMARS User Acceptance Testing is to determine if the eMARS system meets all established Commonwealth business requirements, performance, and security standards.  Acceptance testing will be guided by a document called The User Acceptance Test Plan (UAT Plan).  This plan defines:

· User acceptance testing methodology

· Plans for performing and managing the User Acceptance Test

· Each component of the eMARS system to be tested

· The roles and responsibilities for the Commonwealth and CGI-AMS

· The resources required to perform the User Acceptance Test

· The timing of test activities

· The acceptance testing process and sets forth guidelines and procedures that will govern the testing execution

The scope of the User Acceptance Test includes testing the accuracy, functionality, and performance of the eMARS System.  The following specific areas will be subjected to testing:

· eMARS system business functionality (modifications and baseline)

· Operational cycles

· Interfaces and the integration of all subsystems and cross-system functions

· Data conversion

· Management reporting for eMARS standard, and custom-developed, reports

The User Acceptance Test Plan will be available on the Internet at: 

http://finance.ky.gov/internal/emars/.

6.13.2 User Acceptance Test Methodology and Staff
The eMARS System will be tested against how eMARS will be used by the Commonwealth to accomplish business functions.   To do this, the eMARS Project Team will execute test case scenarios that represent actual business events or processes.  Test cases will be organized into test cycles to simulate actual operational and functional processes.  UAT will be guided by a workplan detailing testing activities and schedules.

· eMARS project management will identify Commonwealth staff who will perform the UAT.  The selected staff will be drawn from various cabinets and agencies across the Commonwealth.  Acceptance testing staff will posses unique knowledge and experience regarding the planned functionality of the eMARS system, and of the existing systems and processes that eMARS will replace.

· The test staff will consist of two groups


1. Central testers, and

2. Agency testers.

· The central testing group will include the following agencies and will take place in the Capital Center Building at 1025 Capital Center Drive: 

· Finance Controller/Office of Material and Procurement Services for eMARS purchasing functions

· Finance Controller/Statewide Accounting Services for eMARS financial management

· Office of the State Budget Director (OSBD) for eMARS budget functionality

· Treasurer's Office for disbursements and checkwriter functions

6.13.3 Agency Participation in UAT

As part of the User Acceptance Test Plan, the eMARS Central Team will solicit agency participation during user acceptance testing.  This testing will be conducted primarily on site at the Capital Center Building at 1025 Capital Center Drive by specific agency staff who have been designated and properly prepared to perform user acceptance testing.  It is expected that some agencies will want to test a variety of eMARS components, while others may want to focus testing efforts on their particular area of operation. There are no specific tasks that agencies need to perform related to acceptance testing.  Agencies will be notified by the eMARS Project Team if their assistance is needed to perform UAT.  In the event agencies offer more testers than the project team can utilize, there will be other opportunities, such as eMARS training, to assist in equipping those resources with additional expertise in eMARS prior to implementation.  

6.14 eMARS Post-Implementation Support Tasks

The Office of the Controller recognizes the need for a centralized customer support facility for administrative service activities and will continue to provide such support and services through the Customer Resource Center (CRC).  eMARS will constitute a majority of the CRC resources during the final 3 quarters of fiscal year 2006 when eMARS goes live in production.  The eMARS support will be the primary focus when the system upgrade goes live in FY2007.

Customer Resource Center

The proposed organizational structure for the Customer Resource Center is based primarily on the need to serve the agencies of the Commonwealth in three perspectives:

· Daily needs

· Employee skill development
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Figure 5.  CRC Organization

6.14.1 Training

The CRC will provide training services ranging from Finance and Administration policies and procedures to assistance with new procurement and financial practices of the eMARS software.  Identification of the training subject matter and audience will be guided by the problems identified by agencies and through inquiries to the Help Desk.

6.14.2 Help Desk
The Customer Resource Center will continue to provide help desk support that serves as the primary point of contact for customers, both agencies and vendors, regarding the financial and procurement processes and the eMARS software designed to support them.

eMARS Financial and Procurement Document Assistance:
The financial and procurement document assistance function of the Help Desk will provide guidance or assistance for the following areas:

· Understanding Finance and Administration Policies and Procedures

· Gather feedback on the practical application of policies and procedures

· Integration of financial and procurement management into agency operations

· On-line document completion assistance

· Task specific assistance such as travel vouchers, payment status, electronic funds transfer, fixed assets, contract management, year-end close out, and approval

· Reporting of financial  and procurement activity

· Assistance in establishing accounting temples/profiles for eMARS documents

· Analysis to move business problems to solutions

Pcard Support:

The Help Desk would provide support for procurement card through programmatic aspects such as:

· Understanding Finance and Administration Procurement Card Policy and Procedure

· Facilitating the use of Pcard for appropriate purchases

· Facilitating the reconciliation and payment process to ensure compliance of Pcard program

· Serving as a liaison between agencies and the issuing bank to ensure appropriate problem resolutions

Vendor Support:

This activity provides vendors with general assistance in matters such as vendor registration procedures, payment status, access to bids and other procurement documents, and policies and procedures for conducting business with the Commonwealth.

6.14.3  Continuous Improvement
The CRC is charged conducting continuous improvement activities to ensure that the Commonwealth is operating with the best business practices available and that these practices are institutionalized across the Commonwealth. 
6.14.4 Obtaining eMARS Help

Most eMARS customers will obtain help through the CRC Help Desk.  The Help Desk is accessible through a toll-free number (1-877-973-HELP) where the customer will speak to a Help Desk Analyst rather than an interactive telephone menu system or voice mail.  The analyst who answers the call will attempt to resolve the problem with the caller immediately.  For more difficult problems, the caller’s problem will be logged and escalated to a functional or technical expert.  CRC will track these incidents to ensure a timely resolution is reached.

In some cases, the call will not pertain to an activity supported by the CRC Help Desk.  In those situations, the CRC Help Desk will direct the call to the appropriate help desk or agency.  However, the CRC Help Desk will act as the customer’s advocate in these situations and follow-up with the caller to ensure that their problem has been addressed and resolved in a timely and professional manner.

In rare cases, a problem may require that a team of experts go to the agency location to observe the problem firsthand.  The CRC Help Desk will assemble the appropriate team of experts and manage their deployment to the customer’s site.

Telephone access is only one method of obtaining help from the CRC Help Desk.  CRC may also be reached via e-mail @ Finance.CRCGroup@ky.gov.
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6.15 eMARS Cost Accounting, Projects, and Grants 

The tasks in this section reflect two types of activities related to cost accounting, projects, and grants.  The first set of tasks (6.15.2 – 6.15.5) reflect the determination of which projects and grants will and will not be converted into eMARS and the “clean up” of data related to each category of projects and grants.  The second set of tasks (6.15.6 – 6.15.11) relates to the data collection and testing related to projects and grants that will be converted into eMARS.  The eMARS Project team will conduct a meeting to review the MPS (Major Program Structure) database that agencies will use for this set of activities.

6.15.1 Assign eMARS Cost Accounting, Projects, and Grants Team Lead
Responsible: AIL

Estimated Duration/Resource Requirements: 1/2 day

Due Dates:
See “Key Dates” under the AIL Documentation section on the eMARS website at http://finance.ky.gov/internal/emars/. 

Description: 
The Cost Accounting, Projects, and Grants team lead should be familiar with Agency projects and grants.  They will need to help determine the actions needed to be taken on current projects and grants in preparation for the implementation of eMARS.

Workproducts and Results:

· Completed Form F6.15a – Identify eMARS Cost Accounting, Projects, and Grants team Lead.

· Complete ID 1 on the eMARS Cost Accounting, Projects, and Grants Tasks Checklist – C6.15

· eMARS Cost Accounting, Projects, and Grants team member names and meeting schedule

Resources and Inputs:
None

6.15.2 Attend Projects and Grants Cash Balance Cleanup meeting

Responsible: AIL, Cost Accounting, Projects, and Grants Team Lead

Estimated Duration/Resource Requirements:
½ day.  

Due Dates:
See “Key Dates” under the AIL Documentation section on the eMARS website at http://finance.ky.gov/internal/emars/. 

Description:  
The eMARS project team will conduct a meeting with the agencies to review the eMARS Federal Fund Cash and Related Balances Guide and associated MS Access database.  The guide and database will be used to identify active grants subject to conversion to eMARS, and assist agencies in the cleanup of cash balances related to these grants and projects.  

Workproducts and Results:
· Attendance of the Projects and Grants Cash Balance Cleanup meeting.

· Complete ID 2 on the eMARS Cost Accounting, Projects, and Grants Tasks Checklist – C6.15

Resources and Inputs:
· eMARS Federal Fund Cash and Related Balances Guide

6.15.3  Identify Grants to be Converted to eMARS

Responsible: AIL, Cost Accounting, Projects, and Grants Team Lead

Estimated Duration/Resource Requirements:
One to Two weeks.  This may require more than one meeting with time for evaluation and research between meetings.

Due Dates:
See “Key Dates” under the AIL Documentation section on the eMARS website at http://finance.ky.gov/internal/emars/. 

Description:  
The eMARS Federal Fund Cash and Related Balances Guide will detail the process to identify grants to be converted to eMARS. Criteria is outlined to determine which grants are considered active and need to be reviewed for conversion into eMARS and which grants are considered inactive and need not be converted into eMARS.
Workproducts and Results:
· Complete ID 3 on the eMARS Cost Accounting, Projects, and Grants Tasks Checklist – C6.15

Resources and Inputs:
· eMARS Federal Fund Cash and Related Balances Guide.

6.15.4 Update and Submit T_GrantstoConvert table

Responsible: AIL, Cost Accounting, Projects, and Grants Team Lead

Estimated Duration/Resource Requirements:
One week.  The specific time required for this task will be dependent upon the number of grants an agency needs to convert.

Due Dates:
See “Key Dates” under the AIL Documentation section on the eMARS website at http://finance.ky.gov/internal/emars/. 

Description:  
The eMARS Federal Fund Cash and Related Balances Guide will detail how to complete this task.  This data will be used to facilitate the creation of grant-related setup data in time to test prior to the final entry into eMARS.
Workproducts and Results:
· Complete ID 4 on the eMARS Cost Accounting, Projects, and Grants Tasks Checklist – C6.15

· Update and submit t_GrantstoConvert table

Resources and Inputs:
· eMARS Federal Fund Cash and Related Balances Guide.

· Active grants identified in tasks 6.15.3

6.15.5 Dispose of Cash Balances for Grants that Will Not be Converted to eMARS

Responsible: AIL, Cost Accounting, Projects, and Grants Team Lead

Estimated Duration/Resource Requirements:
Four weeks.  The specific time required for this task will be dependent upon the number of grants an agency will not be converting.

Due Dates:
See “Key Dates” under the AIL Documentation section on the eMARS website at http://finance.ky.gov/internal/emars/. 

Description:  
The eMARS Federal Fund Cash and Related Balances Guide will detail the process to identify grants to be converted to eMARS. This will ensure that cash balances for grants that are not to be converted will be disposed of prior to the implementation of eMARS.
Workproducts and Results:
· Complete ID 5 on the eMARS Cost Accounting, Projects, and Grants Tasks Checklist – C6.15

· Disposition of cash balances for grants not converted to eMARS

Resources and Inputs:
· eMARS Federal Fund Cash and Related Balances Guide.

· Inactive grants identified in tasks 6.15.3

6.15.6 Correct and Clean Up data for grants to be Converted into eMARS

Responsible: AIL, Cost Accounting, Projects, and Grants Team Lead

Estimated Duration/Resource Requirements:
The duration of this task is dependent upon the number of grants that will require data clean up.  The date by which the correction and clean up of data for grants to be converted needs to be completed is identified in the “Key Dates’ document.  

Due Dates:
See “Key Dates” under the AIL Documentation section on the eMARS website at http://finance.ky.gov/internal/emars/. 

Description: 
the eMARS Federal Fund Cash and Related Balances Guide will detail the process to identify grants to be converted to eMARS. This will correct any occurrences where the sum of the grant’s debit transactions does not equal the sum of its credit transactions.  These will need to be identified and corrected prior to conversion into eMARS.

Workproducts and Results:
· Complete ID 6 on the eMARS Cost Accounting, Projects, and Grants Tasks Checklist – C6.15

· Corrected and clean up of data for grants to be converted into eMARS.

Resources and Inputs:
· eMARS Federal Fund Cash and Related Balances document.

· Inactive grants identified in tasks 6.15.3

6.15.7 Attend Projects and Grants Data Collection and Testing Meeting

Responsible: AIL, Cost Accounting, Projects, and Grants Team Lead

Estimated Duration/Resource Requirements:
½ day.  

Due Dates:
See “Key Dates” under the AIL Documentation section on the eMARS website at http://finance.ky.gov/internal/emars/. 

Description:  
The eMARS project team will conduct a meeting with the agencies to provide guidance in the data collection and testing process.

Workproducts and Results:
· Complete ID 7 on the eMARS Cost Accounting, Projects, and Grants Tasks Checklist – C6.15

· Attendance of the projects and grants data collection and testing meeting.

Resources and Inputs:
· Updates and submitted t_GrantstoConvert table in 6.15.4

6.15.8 Complete and Submit Initial Projects and Grants Cross-Walk Table

Responsible: AIL, Cost Accounting, Projects, and Grants Team Lead

Estimated Duration/Resource Requirements: 
One to Two weeks.  The specific time required for this task will be dependent upon the number of grants an agency will be converted

Due Dates:
See “Key Dates” under the AIL Documentation section on the eMARS website at http://finance.ky.gov/internal/emars/. 

Description:  
Completion and submission of the initial projects and grants cross-walk tables.  This will be done utilizing the eMARS Major Program Structure (MPS) database that will be provided by the eMARS Project team and reviewed in 6.15.7. These cross-walk tables be will utilized in User Acceptance Testing (UAT).  This information will need to be maintained and final production data submitted.  See Tasks 6.15.10-11 for more information about maintenance and submission of final production data..

Workproducts and Results:
· Complete ID 8 on the eMARS Cost Accounting, Projects, and Grants Tasks Checklist – C6.15

· Updated Major Program Structure database

Resources and Inputs:
· MPS database with cross-walk table and 15 Major program setup tables.

· Updated and submitted t_GrantstoConvert table in 6.15.4

6.15.9 Complete and Submit Initial Major Program Structure tables

Responsible: AIL, Cost Accounting, Projects, and Grants Team Lead

Estimated Duration/Resource Requirements:
One to Two weeks.  The specific time required for this task will be dependent upon the number of grants an agency will be converting.  

Due Dates:
See “Key Dates” under the AIL Documentation section on the eMARS website at http://finance.ky.gov/internal/emars/. 

Description:  
Completion and submission of the Major Program tables, including grant agreement amounts, for UAT testing.  This will be done utilizing the eMARS MPS database that will be provided by the Project team and reviewed in 6.15.7.

Workproducts and Results:
· Complete ID 9 on the eMARS Cost Accounting, Projects, and Grants Tasks Checklist – C6.15

· Updated Major Program Structure database.

Resources and Inputs:
· MPS database with cross-walk table and 15 Major program setup tables.

· Updates and submitted t_GrantstoConvert table in 6.15.4

6.15.10 Maintain and Submit Final Major Program structure tables

Responsible: AIL, Cost Accounting, Projects, and Grants Team Lead

Estimated Duration/Resource Requirements:
The duration of this task is dependent upon the amount of maintenance needed for the initial Major Program structure tables submitted in 6.15.9.  The date by which these are due is identified in the “Key Dates’ document.    

Due Dates:
See “Key Dates” under the AIL Documentation section on the eMARS website at http://finance.ky.gov/internal/emars/. 

Description:  
Completion and submission of the final Major Program tables, including grant agreement amounts, that reflect any changes identified as part of UAT testing.  This information will be used for Production data load.

Workproducts and Results:
· Complete ID 10 on the eMARS Cost Accounting, Projects, and Grants Tasks Checklist – C6.15

· Updated Major Program Structure database

.

Resources and Inputs:
· Initial Major Program structure tables submitted in 6.15.9

6.15.11 Maintain and Submit Final Projects and Grants Cross-Walk Table

Responsible: AIL, Cost Accounting, Projects, and Grants Team Lead

Estimated Duration/Resource Requirements:
The duration of this task is dependent upon the amount of maintenance needed for the initial Projects and Grants cross-walk tables submitted in 6.15.8.  The date by which these are due is identified in the “Key Dates’ document.    

Due Dates:
See “Key Dates” under the AIL Documentation section on the eMARS website at http://finance.ky.gov/internal/emars/. 

Description:  
Completion and submission of the final projects and grants cross-walk tables.  This will be done utilizing the eMARS Major Program Structure (MPS) database that will be provided by the eMARS Project team and reviewed in 6.15.7. These cross-walk tables be will utilized for determining final Production information.

Workproducts and Results:
· Complete ID 11 on the eMARS Cost Accounting, Projects, and Grants Tasks Checklist – C6.15

· Final Projects and Grants cross-walk table

Resources and Inputs:
· Initial Projects and Grants cross-walk table in 6.15.8

7 Glossary

This glossary provides a listing of some of the more commonly used terms and acronyms used on the eMARS project and referenced within this AIG.  This glossary is not intended as an exhaustive listing and does not include definitions of the various eMARS documents.  Definition of the eMARS documents will be made available in a separate document that will be posted on the eMARS web site.

Table 1.  Functional/Technical Terms Associated with the Project

	Functional/Technical Terms

	Term
	Definition

	Agency System
	A system external to eMARS that is maintained by an agency and not the Commonwealth Office of Technology (COT), as opposed to a legacy system described below.

	eMARS (AMS Advantage 3 Financials)
	The “e” in eMARS stands for “enhanced”, in access, functionality, and in the technical environment.  eMARS (Advantage 3 Financials) is a significant upgrade to MARS, which now consists of Financial, Procurement Desktop (PD), and the Management Reporting Database (MRDB).  eMARS combines each of these separate applications into a single, integrated, and web-enabled application.  

	External System
	Any application that is not part of the eMARS family of applications.

	Historical Data
	Inception-to-date data that must be converted to the MARS financial database for reporting purposes.

	infoAdvantage
	eMARS reporting database

	Legacy System
	An external, fiscal-related system that is currently maintained by COT or Agency IT staff.

	MARS
	Management Administrative and Report System (MARS), comprised of an integration of the ADVANTAGE 2000 financial system, Procurement Desktop (PD) procurement system, BRASS budgeting system, , and the Management Reporting Database, all specifically modified to support the Commonwealth of Kentucky.  

	Replaced System
	System whose functionality will be performed using the eMARS system.  The use of these systems will be terminated at some point in time based on requirements.


Table 2.  Acronyms Associated with the Project

	Acronym
	Explanation

	AIG
	Agency Implementation Guide

	AIL
	Agency Implementation Lead

	ALM
	Agency Liaison Manager

	AR
	Accounts Receivable

	ATL
	Agency Technical Lead

	BRASS
	Budget Reporting and Analysis Support System

	CAFR
	Comprehensive Annual Financial Report

	CASS
	Coding Accuracy Support System

	CGI-AMS
	Formerly American Management System.  Vendor for Advantage3

	CMIA
	Cash Management Improvement Act

	COA
	Chart of Accounts

	COT
	Commonwealth Office of Technology

	CRC
	Customer Resource Center

	EDI
	Electronic Data Interchange

	EFT
	Electronic Fund Transfer

	FAS
	Functional Agency Support

	FTP
	File Transfer Protocol

	FY
	Fiscal Year

	GA
	General Accounting

	GAAP
	Generally Accepted Accounting Principles

	GASB
	General Accounting Standard Board

	GOPM
	Governor’s Office for Policy & Management

	HTTP
	HyperText Transmission Protocol

	HTTPS
	HyperText Transmission Protocol, Secure

	ILT
	Instructor Lead Training 

	ISGs
	Independent Study Guides

	IT
	Information Technology

	KAPS
	KY Automated Purchasing System

	LAN
	Local Area Network

	LRC
	Legislative Research Commission

	MARS
	Management & Administrative Reporting Systems

	MRDB
	Management Reporting Database

	NSF
	Non Sufficient Fund

	OMPS
	Office of Material and Procurement Services

	OSBD
	Office of State Budget Director

	PD
	Procurement Desktop

	PP&D
	Purchasing, Payable, & Disbursement

	RFP
	Request for Proposal

	SME
	Subject Matter Expert

	SUA
	System Usage Analysis

	SW/HW/NW
	Software/Hardware/Network

	TAS
	Technical Agency Support

	UAT
	User Acceptance Testing

	UPPS
	Unified Personnel & Payrolls System

	VSS
	Vendor Self Service

	WBS
	Work Breakdown Structure

	XML
	Extensible Markup Language
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	eMARS Implementation Checklist

Checklist ID: C6.5

Checklist Name: Agency System Usage Analysis (SUA)

	Agency Name:_________________________________________________

Agency/Dept. Location:_________________________________________

	Check here when all applicable sections of this checklist are complete:   

	ID
	Action
	Comments/Notes
	Finish

Date
	Initial

	1
	Complete Agency Goals & Objectives
	
	
	

	2
	Complete Planning Questionnaire
	
	
	

	3
	Refine Staff Assignments/ Schedule Meetings
	
	
	

	4
	Complete Gathering of MARS Agency COA Codes
	
	
	

	5
	Complete Review of Usage  Analysis Technique 
	
	
	

	6
	Complete Review of Current Processes
	
	
	

	7
	Review eMARS COA/Budget Control Model
	
	
	

	8
	Complete Definition of eMARS Agency COA Usage
	
	
	

	8a
	Complete Definition of eMARS Function/Sub-Function Usage
	
	
	

	8b
	Complete Definition of eMARS Centrally Maintained COA Usage
	
	
	

	8c
	Complete GOPM approval of eMARS Centrally Maintained COA Usage
	
	
	

	9
	Complete Definition of Purchasing/ Payables Usage
	
	
	

	10
	Complete Definition of Revenue/ Receivables Usage
	
	
	

	11
	Complete Definition of Internal Orders & Billing Usage
	
	
	

	12
	Complete Definition of Grants and Projects Usage
	
	
	

	13
	Complete Definition Cost Allocation Usage
	
	
	

	14
	Complete Definition of Inventory  Usage
	
	
	

	15
	Complete Definition of Fixed Assets Usage
	
	
	

	16
	Complete Definition of Budget Preparation, Execution, and Control Usage
	
	
	

	17
	Complete Definition of Disbursement Usage
	
	
	

	18
	Complete Definition of Travel Usage
	
	
	

	19
	Consolidate Agency-Specific Interface Requirements (for Interface Team)
	
	
	

	20
	Consolidate Agency-Specific Conversion Requirements (for Conversion Team)
	
	
	

	21
	Consolidate Agency-Specific Reporting Requirements (for Reporting Team)
	
	
	

	22
	Consolidate Agency-Specific Security and Workflow Requirements (for Security Data Gathering Team)
	
	
	

	23
	Consolidate Agency-Specific Training Requirements (for Training Team)
	
	
	

	24
	Consolidate Agency-Specific Procedures Requirements (for Procedures Team)
	
	
	

	25
	Develop Agency Implementation Plans
	
	
	


	eMARS Implementation Checklist

Checklist ID: C6.6

Checklist Name: eMARS Agency Interfaces Implementation

	Agency Name:_________________________________________________

Agency/Dept. Location:_________________________________________

	Check here when all applicable sections of this checklist are complete:   

	ID
	Action
	Comments/Notes
	Finish

Date
	Initial

	1
	Organize Interface Development 
	
	 
	 

	2
	Design Agency System Changes
	
	
	

	3
	Modify the Agency/Legacy System to Use eMARS Codes
	
	
	

	4
	Program and Unit Test Interface Software
	
	
	

	5
	System Test Interfaces with the Modified Agency/Legacy System
	
	
	

	6
	Collect Agency Accounting Templates
	
	
	


	eMARS Implementation Checklist

Checklist ID: C6.7a
Checklist Name: eMARS Conversion

	Agency Name:_________________________________________________

Agency/Dept. Location:_________________________________________

	Check here when all applicable sections of this checklist are complete:   

	ID
	Action
	Comments/Notes
	Finish

Date
	Initial

	1
	Assign eMARS Conversion Team Lead
	
	 
	 

	2
	Determine Agency-Specific Data Conversion Requirements
	
	
	

	3
	Design Data Extract Programs/Manual Procedures
	
	
	

	4
	Develop and Test Data Extract Programs/Manual Procedures
	
	
	

	5
	Extract Data to be Loaded into eMARS
	
	
	


	eMARS Implementation Checklist

Checklist ID: C6.8

Checklist Name: Data Preparation, Setup, & Loading Tasks

	Agency Name:_________________________________________________

Agency/Dept. Location:_________________________________________

	Check here when all applicable sections of this checklist are complete:   

	ID
	Action
	Comments/Notes
	Finish

Date
	Initial

	1
	Identify Data Preparation, Setup, and Loading Forms to Populate
	
	 
	 

	2
	Determine Population Method
	
	
	

	3
	Perform Manual Population
	
	
	

	4
	Perform Automatic Population
	
	
	

	5
	Data Verification of Manually Populated Information
	
	
	

	6
	Verification of Automatically Populated Information
	
	
	


	eMARS Implementation Checklist

Checklist ID: C6.9

Checklist Name:  eMARS Agency-Specific Training Tasks

	Agency Name:_________________________________________________

Agency/Dept. Location:_________________________________________

	Check here when all applicable sections of this checklist are complete:   

	ID
	Action
	Comments/Notes
	Finish

Date
	Initial

	1
	Attend Training Team Lead Meetings
	
	 
	 

	2
	Determine Access to Pathlore LMS Database
	
	
	

	3
	Identify and Register Training Participants
	
	
	

	4
	Record Completion of Self-Paced Training Courses
	
	
	

	5
	Identify Specific Functional Areas for which Agency-Specific Training Needs to be Developed
	
	
	

	6
	Develop Outlines for Agency-Specific Training Courses
	
	
	

	7
	Identify Target Audiences for Agency-Specific Training
	
	
	

	8
	Develop Agency-Specific Training Materials
	
	
	

	9
	Develop Detailed Agency-Specific Training Schedule
	
	
	

	10
	Establish/Secure Training Facilities
	
	
	

	11
	Agency-Specific Training Database
	
	
	


	eMARS Implementation Checklist

Checklist ID: C6.10.1

Checklist Name: eMARS Software, Hardware, and Network Readiness

	Agency Name:_________________________

Agency/Dept. Location:_________________

	Check here when all applicable sections of this checklist are complete

	ID
	Action
	Comments/Notes
	Finish

Date
	Initial

	Software and Hardware Activities

	1
	Evaluate Existing Software & Hardware
	 
	 
	 

	2
	Determine Hardware & Software Needs
	 
	
	

	3
	Acquire Appropriate Software & Hardware
	
	
	

	Network Activities

	4
	Generate Current Agency Network Diagram(s)
	
	
	

	5
	Complete eMARS Network and User Questionnaire
	
	
	

	6
	Determine Network Needs
	
	
	


	eMARS Implementation Checklist

Checklist ID: C6.11
Checklist Name: eMARS Reporting Implementation

	Agency Name:_________________________________________________

Agency/Dept. Location:_________________________________________

	Check here when all applicable sections of this checklist are complete:   

	ID
	Action
	Comments/Notes
	Finish

Date
	Initial

	1
	Assign eMARS Reports Lead, Team and Schedule Meetings
	
	 
	 

	2
	Attend eMARS Agency-Specific Reporting Process Meeting
	
	
	

	3
	Validate Agency-Specific Reports and/or external databases and for eMARS
	
	
	

	4
	Prioritize Agency-Specific Reports and/or external databases and spreadsheets for eMARS
	
	
	

	5
	Develop Reports Development Workplan and Make Assignments
	
	
	

	6

	Reports Developer Training Completed
	
	
	

	7
	Develop Agency-Specific Reports and/or external databases and spreadsheets for eMARS
	
	
	


	eMARS Implementation Checklist

Checklist ID: C6.12
Checklist Name: eMARS Security and Workflow Implementation

	Agency Name:_________________________________________________

Agency/Dept. Location:_________________________________________

	Check here when all applicable sections of this checklist are complete:   

	ID
	Action
	Comments/Notes
	Finish

Date
	Initial

	1
	Assign eMARS Security and Workflow Lead and Schedule Meetings
	
	 
	 

	2
	Attend eMARS Security and Workflow Training Session
	
	
	

	3
	Identify Agency Specific Workflow Rules
	
	
	

	4
	Identify Team Members to Test Workflow Rules
	
	
	

	5
	Attend Workflow Rule Testers Training
	
	
	

	6
	Develop Workflow Rule Testing Scripts
	
	
	

	7


	Complete Initial Workflow Rule On-Line Testing

	
	
	

	8
	Assignment of Security Roles and Workflow Approval Roles Process Meeting
	
	
	

	9
	Assignment of Users to Security Roles and Workflow Approval Roles
	
	
	

	10
	On-Going Maintenance and Testing of Security and Workflow Information
	
	
	


	eMARS Implementation Checklist

Checklist ID: C6.15

Checklist Name: eMARS Cost Accounting, Projects, and Grants Tasks 
                             Implementation

	Agency Name:_________________________________________________

Agency/Dept. Location:_________________________________________

	Check here when all applicable sections of this checklist are complete:   

	ID
	Action
	Comments/Notes
	Finish

Date
	Initial

	1
	Assign eMARS Cost Accounting, Projects, and Grants Team Lead
	
	 
	 

	2
	Attend Projects and Grants Cash Balance Cleanup meeting
	
	
	

	3
	Identify Grants to be Converted to eMARS
	
	
	

	4
	Update and Submit T_GrantstoConvert table
	
	
	

	5
	Dispose of Cash Balances for Grants that Will Not be Converted to eMARS
	
	
	

	6


	Correct and Clean Up data for grants to be Converted into eMARS
	
	
	

	7
	Attend Projects and Grants Data Collection and Testing meeting
	
	
	

	8
	Complete and Submit Initial Projects and Grants cross-walk table
	
	
	

	9
	Complete and Submit Initial Major Program Structure tables
	
	
	

	10
	Maintain and Submit Final Major Program structure tables
	
	
	

	11
	Maintain and Submit Final Projects and Grants cross-walk table
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	Form ID: F6.5.4
Form Name: Agency COA Code Usage 
	

	Agency Name:_________________________

Agency/Dept. Location:_________________
	

	MARS Element


	Element Length

(Used to define the number of characters of each element.)
	Element Description

(Used to detail the functional use of the element.  In other words, what type of information is being stored by the descriptive information for this element?  Include description of any “smart-coding” information contained in the element value.  For example, if the first part of the element defines one thing [e.g. county] and the second part defines another thing [e.g. building], please describe.)
	eMARS Attribute 



	Activity
	4
	
	

	Function
	4
	
	

	Reporting Category
	4
	
	

	Sub Object
	2
	
	

	Sub Revenue Source
	2
	
	

	Project/Sub-Project/Phase
	8
	
	Reserved for Grants & Projects

	Job #
	5
	
	

	Termini
	7
	
	

	Other – Other elements may be identified if potential eMARS applicability exists, whether or not MARS currently supports.
	
	
	


Form ID: F6.5.8a

Form Name: Agency Accounting Templates Usage Form
Agency Name: ___________________________________________________


Agency/Dept. Location: ___________________________________________
	Template Name
	Template Description
	Template ID (Length 6 Char)
	eMARS Unit Code

	Central Billings

	Billed using PVI MARS Document

	COT Printing Services
	     
	     
	     

	COT Computer Services
	     
	     
	     

	Public Protection Fire and Tornado
	     
	     
	     

	Finance MARS
	     
	     
	     

	Finance Postal Charges
	     
	     
	     

	Facilities Management Property Fund
	     
	     
	     

	Commerce Creative Services
	     
	     
	     

	Transportation Fleet Charges
	     
	     
	     

	Personnel Governmental Services
	     
	     
	     

	Billed using JV MARS Document

	Attorney General – Legal Services
	     
	     
	     

	State Police – Security Services
	     
	     
	     

	COT  – Printing charged to capital projects (this will not have to be billed separately from other printing charges in eMARS)
	     
	     
	     

	Controller’s Office – Westlaw Contract Billing
	     
	     
	     

	Controller’s Office – Cingular phone charges 
	     
	     
	     

	Attorney General (040) – Legal Services
	     
	     
	     

	Payroll

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	Pcard

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	Interfaces

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     


	Form ID: F6.5.8b
Form Name: Agency Program Budget (Function) Usage 

	Agency Name:_______________________________________________________________________________

Agency/Dept. Location:_______________________________________________________________________

	Include On-Budget Only – Non-Capital.


	MARS from PRFT
	

	eMARS

	Fund
	Agency
	AP
	AL
	PBU
	Cash Control Indicator
	Name
	
	Fund
	Dept
	**Function
	Sub Function

	
	
	
	
	
	
	
	
	*Fund
	Fund Name
	
	Function
	Group
	Type
	Name
	Sub Funct
	Name

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


	*Fund:  The first two digits of the eMARS Fund should represent the 
             current MARS Fund number (i.e. 01, 13, 29)

	** Function:  Group/Type extract from GOPM APAL Crosswalk


	Form ID: F6.5.8c

Form Name: Agency Organization Usage 

	Agency Name:_______________________________________________________________________________

Agency/Dept. Location:_______________________________________________________________________


    KY
eMARS

Structure
Structure


[image: image52]

To complete this form, draw a sample organization chart for your department.  This organization chart should only go as low as the department will record and report accounting activity.   For example, your actual departmental organization chart may go as low as Section (i.e. Department / Division / Branch / Section), however, your department only requires the ability to record and report on accounting activity at the Branch level.   If so, this organization chart only needs to be drawn to the Branch level.
	Form ID: F6.5.19

Form Name: Agency Interface Requirements

	Agency Name:__________________________________________________

Agency/Dept. Location:__________________________________________

	Produced by Team:  

Page # ___  of  ___

	#
	Comments:

	
	


	Form ID: F6.5.20

Form Name: Agency Conversion Requirements

	Agency Name:__________________________________________________

Agency/Dept. Location:__________________________________________

	Produced by Team:  

Page # ___  of  ___

	#
	Comments:

	
	


	Form ID: F6.5.21

Form Name: Agency Reporting Requirements

	Agency Name:__________________________________________________

Agency/Dept. Location:__________________________________________

	Produced by Team:  

Page # ___  of  ___

	#
	Comments:

	
	


	Form ID: F6.5.22

Form Name: Agency Security and Workflow Requirements

	Agency Name:__________________________________________________

Agency/Dept. Location:__________________________________________

	Produced by Team:  

Page # ___  of  ___

	#
	Comments:

	
	


	Form ID: F6.5.23

Form Name: Agency Training Requirements

	Agency Name:__________________________________________________

Agency/Dept. Location:__________________________________________

	Produced by Team:  

Page # ___  of  ___

	#
	Comments:

	
	

	Form ID: F6.5.24

Form Name: Agency Procedures Requirements

	Agency Name:__________________________________________________

Agency/Dept. Location:__________________________________________

	Produced by Team:  

Page # ___  of  ___

	#
	Comments:

	
	



	Form ID: F6.5.25
Form Name: Agency Issue Resolution

	Agency Name:__________________________________________________

Agency/Dept. Location:__________________________________________

	Produced by Team: 

Date:  
	Resolved By:

Date:

	Need Resolution By (Person):  _______________________________

Need Resolution By (Date):  ___/____/___



	Issue Description:  



	Resolution Description:




Form ID: F6.7a

Form Name: Identify eMARS Conversion Lead

Agency Name:      
Agency/Dept. Location:      
Please identify your agency’s Security and Workflow Lead:

Name:


     



Telephone Number:
     



E-mail:


     
	Form ID: F6.8.1
Form Name:  Data Preparation Tracking Form

	Agency Name:__________________________________________________

Agency/Dept. Location:__________________________________________

	Form Number
	Form Name
	Apply

(Yes or No)

6.8.1
	Population Method

6.8.2
	Verification

6.8.5-6

	Purchasing and Payables

	F6.8.1.1a
	eMARS Agency Procurement User Form
	
	
	

	F6.8.1.1b
	Identify Agency Procurement Card Administrator Form
	
	
	

	Chart of Accounts

	F6.8.1.2.1a
	Unit.  Unit
	Yes
	
	

	F6.8.1.2.1b
	          Division
	
	
	

	F6.8.1.2.1c
	          Group
	
	
	

	F6.8.1.2.1d
	          Section
	
	
	

	F6.8.1.2.1e
	          District
	
	
	

	F6.8.1.2.2a
	Activity:  Activity
	
	
	

	F6.8.1.2.2b
	                Activity Class 
	
	
	

	F6.8.1.2.2c
	                Activity Category 
	
	
	

	F6.8.1.2.2d
	                Activity Group (not Department maintained)
	
	
	

	F6.8.1.2.2e
	                Activity Type (not Department maintained)
	
	
	

	F6.8.1.2.3
	Sub-Activity:  Sub-Activity
	
	
	

	F6.8.1.2.4a
	Location:  Location
	
	
	

	F6.8.1.2.4b
	                  Location Class 
	
	
	

	F6.8.1.2.4c
	                  Location Category 
	
	
	

	F6.8.1.2.4d
	                  Location Type 
	
	
	

	F6.8.1.2.5a
	Department Object:  Department Object
	
	
	

	F6.8.1.2.5b
	                                   Department Object Class 
	
	
	

	F6.8.1.2.5c
	                                   Department Object Category 
	
	
	

	F6.8.1.2.5d
	                                   Department Object Group 
	
	
	

	F6.8.1.2.5e
	                                   Department Object Type 
	
	
	

	F6.8.1.2.6a
	Department Revenue:  Department Revenue Source
	
	
	

	F6.8.1.2.6b
	                                       Department Revenue  Source 
                                         Class 
	
	
	

	F6.8.1.2.6c
	                                       Department Revenue Source                                        
                                         Category 
	
	
	

	F6.8.1.2.6d
	                                       Department Revenue Source
                                         Group 
	
	
	

	F6.8.1.2.6e
	                                       Department Revenue Source
                                         Type 
	
	
	

	F6.8.1.2.7a
	Task:  Task
	
	
	

	F6.8.1.2.7b
	            Sub-Task Class 
	
	
	

	F6.8.1.2.7c
	            Task Order 
	
	
	

	F6.8.1.2.8a
	Reporting Code:  Reporting Code
	
	
	

	F6.8.1.2.8b
	                              Reporting Category (not 
                                Department maintained)
	
	
	

	F6.8.1.2.8c
	                              Reporting Class (not 
                                Department maintained)
	
	
	

	F6.8.1.2.8d
	                              Reporting Group (not 
                                 Department maintained)
	
	
	

	F6.8.1.2.8e
	                              Reporting Type (not 
                                 Department maintained)
	
	
	

	F6.8.1.2.8f
	                              Sub-Reporting Code
	
	
	

	F6.8.1.2.9a
	Sub-Function:  Sub-Function
	
	
	

	F6.8.1.2.10
	Accounting Template:  Accounting Template 
	
	
	

	F6.8.1.2.11a
	Accounting Profile:  Accounting Profile (see below)
	
	
	

	Accounts Receivables

	F6.8.1.4a
	Billing Profile (BPRO)
	
	
	

	F6.8.1.4b
	Billing Rates (BRTE)
	
	
	

	F6.8.1.4c
	Collection Cycles (COLLC)
	
	
	

	F6.8.1.4d
	Collection Agency Agreements (COLLA)
	
	
	

	F6.8.1.4e
	Dunning Messages (DNGM)
	
	
	

	F6.8.1.4f
	Collection Letter (COLL)
	
	
	

	F6.8.1.4g
	Billing Instructions (BINST)
	
	
	

	F6.8.1.4h
	Adjustment Reasons
	
	
	

	F6.8.1.4i
	Vendor / Customer (VCUST or VCC)
	
	
	

	F6.8.1.4j
	Customer Account Options (CACT)
	
	
	

	F6.8.1.4k
	Receivable Documents (Outstanding Receivables) 
	
	
	


Form ID: F6.10.1

Form Name: Existing Agency Software and Hardware

Agency Name:______________________

Agency/Dept. Location:______________

Task Completion Date:_______________

Form ____ of ____

	WORKSTATION

NAME & LOCATION
	CPU (P3 – 400 Mhz or higher)
	CPU (P4 – 1 Ghz or higher) 
	Memory

(256 MB or higher (512 MB preferred))
	High Quality Display Adapter 
	Monitor Color 17”

(or greater)
	1024x768 resolution

(or greater)
	Hard Disk Capacity
(Amount of Free Space)
	Work Station Operating System

Windows XP
	Work Station Operating System

 Windows 2000
	Microsoft Internet Explorer 6.x 

 
	Netscape’s Navigator 7.2
	Microsoft Word 2003
	 Excel 2003
	Microsoft Outlook 2000 or higher
	Microsoft Word 2000
	TCP/IP With LAN Connection

(Y/N)
	Printer Access
	Access to Network Share
	Adobe Acrobat Reader 6.x

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


Form ID: F6.10.3

Form Name: Agency Software & Hardware Order Form

Agency Name:______________________

Agency/Dept. Location:______________

VENDOR INFORMATION

NAME:  _______________________________________________

POINT OF CONTACT:  __________________________________

PHONE  #:  ____________________________________________

E-MAIL (if Applicable.):  _________________________________

ORDER REQUIREMENTS

	Number of Workstations
	

	HARDWARE SECTION

	CPU
	

	Memory
	

	Display Adapter
	

	Monitor
	

	Hard Disk Capacity
	

	Network Interface Card
	

	Workstation Operating System
	

	Printer
	

	SOFTWARE SECTION

	Microsoft Office 2003
	

	Microsoft Word 2003
	

	Microsoft Excel 2003
	

	WinZip v8
	

	
	

	
	


Date Ordered: ______________________________________

Scheduled Delivery Date: _____________________________

Actual Delivery Date: ________________________________

Form ID: F6.10.5

Form Name: eMARS Network and User Questionnaire

Agency Name:______________________

Agency/Dept. Location:______________

	
	What is the Wide Area Network Connection Speed for each location
	Identify the locations that use the following functions
	For those locations that have a Network File Server, please identify the Operating System
	For Each location, please identify the following numbers
	Comments

	Building/Location
	Not Connected
	56K
	128K
	256K
	384K
	1536K (T1)
	E-Mail
	Internet Access
	Agency Specific Applications
	Novell
	Windows NT
	Are current servers meeting current needs(Y/N)
	Potential number of eMARS users
	Number of Emps Connected to the Network
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


Form ID: F6.11a

Form Name: Identify eMARS Reports Lead

Agency Name:      
Agency/Dept. Location:      
Please identify your agency’s Reports Lead:

Name:


     



Telephone Number:
     



E-mail:


     


Form ID: F6.12a

Form Name: Identify eMARS Security and Workflow Lead

Agency Name:      
Agency/Dept. Location:      
Please identify your agency’s Security and Workflow Lead:

Name:


     



Telephone Number:
     



E-mail:


     
Form ID: F6.15a

Form Name: Identify eMARS Cost Accounting, Projects, and Grants Team 
                      Lead 
Agency Name:      
Agency/Dept. Location:      
Please identify your agency’s Reports Lead:

Name:


     



Telephone Number:
     



E-mail:
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