eMARS System Inventory Assessment 
Instructions

A System Inventory Assessment will need to be completed for each agency you are responsible for as the Agency Implementation Lead (AIL).  

How to Complete the System Inventory Assessment

1. GENERAL INFO TAB 

Section 1—Cabinet & Agency Information

· Select the Cabinet and Agency from the dropdown list.

Section 2—Agency Contact Information
· Enter the contact information requested for each contact type identified in this section.  
NOTE:  The eMARS Project Team considers the AIL as the primary point of contact.
· Enter the contact information requested for the technical lead within your agency.

Section 3— Agency System Inventory
· Provide information relating to external systems your agency uses to collect/process/track information as indicated.  In this case a system can be as simple as a spreadsheet/ledger that require data entry, or as complex as a mainframe on-line application.
	Type of Data Tracked
	Examples of Data Tracked

	Accounts Receivable
	Detailed information on monies owed to your agency (i.e. licenses and registration fees, customer billings for service)

	Budget to Actual
	Comparing actual expenditures to budget amounts

	Procurement Management
	Contract establishment, amendments, payments, original contract amount, details on purchase requests such as requesting agency, description information, estimated cost, funding, status, etc. 

	General Ledger
	Accounting activity for your agency such as journal entries, internal billing details, etc.

	Fixed Assets
	Detailed information on assets (i.e. asset value, description, location, depreciation, funding strip information used to acquire assets)

	Grants and Projects
	Grant/Project balances, project budgets, expense details, other information not currently captured in MARS, etc.

	Inventory
	Consumable items such as supplies, maintenance items, food, blankets, spare parts, oil, guardrails, salt, etc.

	Travel (Employee)
	Travel expenses and trip information, reimbursement status, etc.


How to Submit the Completed System Inventory Assessment
· Save the completed file using the File/Save As command.

· Edit the file name to reflect your Cabinet and Agency number by replacing the “XX” with your Cabinet number and the “YYY” with your Agency number.
· E-mail your completed file to Connie.Camden@ky.gov by Friday, September 16, 2005.
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