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The eMARS Newsletter is used to disseminate information to agency users on key topics associated with the system.
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Important Announcement Regarding Internet Explorer 7 and Impact to eMARS.
Microsoft (MS) will distribute Internet Explorer™ 7 as a high-priority update via Automatic Updates for Windows XP and Windows Server 2003 soon after the final version of the browser is released (planned for fourth quarter 2006). 
How does this affect eMARS?  Internet Explorer 6.0 is currently the only certified version compatible with eMARS as previously stated in the August 2006 eMARS Newsletter (Issue 6).   The Commonwealth Office of Technology has since issued a memo to agency contacts on Sept. 8, 2006 alerting departments of the incompatibility issues with eMARS and cautioned that IE 7.0 is not part of the commonwealth’s standard desktop image and should not be downloaded to desktops.  A reminder memo was also sent out on October 19th.  Each department utilizing eMARS MUST take the necessary steps to prevent the automatic update of IE 7.0 from occurring on your eMARS users’ computers.
How to block automatic update?  Microsoft has issued a blocker toolkit for enterprise customers who wish to block automatic delivery of Internet Explorer 7.  The toolkit may be downloaded at:  Toolkit to Disable Automatic Delivery of Internet Explorer 7.


[image: image9.wmf]Matching Requirements Relaxed
Since the implementation of eMARS, certain award documents have required Matching as a form of payment.  Awards such as the Delivery Order (DO), Purchase Order (PO) and Contract (CT) are Three-Way Matching documents that require completion of both an Invoice (IN) and Receiver (RC) document for payment.  Awards such as the DO2, PO2 and CT2 are Two-Way Matching documents that require completion of an IN for payment.  Although matching is still encouraged where possible, the matching requirements have been relaxed to allow users an optional method of payment.  
Users may now use the Copy Forward feature on any award document to Copy Forward to a Payment Request (PRC) document.  Previously, using the Copy Forward to a PRC on matching award documents required a Level 5 Override when the IN and/or RC documents were not created under the matching process.  These errors have been changed to warning messages and will no longer require an override. 
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Reimbursements to Employees for Official Business Expenses

Recently, several reimbursements to employees for notary applications, renewals and the associated notary bond fees have been processed with a Payment Request (PRC) using object code E135 Bonds-Surety, Fidelity, Law, etc.  In eMARS, workflow routes these documents to the Office of Insurance, Division of State Risk and Insurance Services in EPPC and the Office of Policy and Audit in the Finance Cabinet for approval.  These approvals are not required for notary and associated bond fee reimbursements to employees.  Therefore, a new object code, E137 Notary and Bond Fee Reimbursement, has been set up for the purpose of reimbursing employees for these fees.  E137 has been restricted for use with the TP document. 
As a reminder, 200 KAR 2:006 Employees’ Reimbursement for Travel provides for the reimbursement to employees of incidental minor expenses authorized by an agency head as a matter of efficiency or convenience.  Please note that the Travel Payment (TP) document must be used to reimburse employees for official business expenses paid by the employee.  Reimbursements to employees should not be made with a PRC or other eMARS documents unless approved by the Office of the Controller.   Major expenses should be paid directly to the vendor by the agency and should not be paid for by employees. 

The table below lists some appropriate object codes to use for reimbursing employees and other authorized individuals for official business expenses:  

	Object Code
	Object Name
	Comment

	E133
	Employee Training –State Employee Only
	

	E137
	Notary and Bond Fee Reimbursement
	

	E138
	Automobile Liability Insurance
	Used by State Police

	E361
	In-State Travel
	

	E362
	Out-of-State Travel
	

	E363
	Travel for Non-state Employee
	


In addition, the following Sub Objects have been established for use with E361 and E362 to further define the reimbursement of travel or other official business expenses to employees.  The use of these Sub Objects is totally optional and may be used at the agency’s discretion.  
	Sub Object Code
	Sub Object Name

	ARFR
	Airfare

	DINN
	Dinner (W2 Reportable)

	ENTR
	Entertainment

	LODG
	Lodging

	MISC
	Miscellaneous

	MTPL
	Motor Pool

	PARK
	State Park Lodging

	POVE
	Personally Owned Vehicle

	PRDM
	Per Diem

	REGT
	Registration

	SUBS
	Subsistence

	TRAN
	Transportation

	TRNG
	Training
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PCARD Used with Cardinal and Utilities 
Agencies are encouraged to use their Procurement Card (PCARD) to pay for utilities and purchase goods from Cardinal Office Supply.  The PCARD provides a simple method of payment.  Vendors are paid immediately while the commonwealth receives the benefit from postponing payment to PNC Bank until the due date of the PCARD cycle.
Currently, most agencies use the PCARD to pay for purchases from Cardinal Office Supply.  However, there are still many agencies that are making payments via eMARS using the Universal Requestor (UR) Catalog Search (URCATS).  Since the catalog for Cardinal is so large, creating a UR can be quite cumbersome.  In addition, there are other documents that are often created and approved in the process such as Delivery Orders (DO), Receivers (RC), Invoices (IN) and/or Payment Requests (PRC).  A more simplified and less time consuming way to order and make a payment is to use Cardinal’s Web site @ https://state.cardinalos.com/.  A one-time registration is required that includes a User ID, password, billing information and a PCARD number.  Once registered, all orders made by that user will be paid via the PCARD number on file.  The PCARD administrator receives the information for payment to PNC Bank on one system generated document.  It would be beneficial to the agency to evaluate the payment method for Cardinal and consider using the PCARD.
Utility payments are another area where agencies should consider the PCARD as a form of payment.  Again, this is a very simple payment method.  In addition, vendors are paid immediately, avoiding late payment penalties that may occur.  Talk to the utility company to see if PCARD is an option for payment.

In many cases, particularly with utilities, the limits on the card may not be enough to accommodate the payment.  For the two situations mentioned above, a request can be made to the Office of the Controller to establish a card with limits high enough to make these payments.

Please contact the Customer Resource Center at 1-877-973-HELP (4357) or e-mail Finance.CRCGroup@ky.gov if you have questions.
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Record Date, BFY, FY, Period Fields Inferred Upon Final Approval
When completing the Header section of an eMARS document you should refrain from entering any data in the following fields:
· Record Date

· Budget FY

· Fiscal Year

· Period

These fields will be inferred upon the final approval of the document.  Entering data in them before the document is submitted may result in unnecessary errors during the approval process.  At the end of the fiscal year, during Period 13, users may need to enter the Budget FY, Fiscal Year and the Period in order to reference Period 13.  Otherwise, always leave these fields blank and let the system infer the data for you.
NOTE:  Within the eMARS Travel Payment (TP) document there is a Record Date field located in the Travel Expenses section.  This date (in the Travel Expenses section) is required on the TP, but should not be confused with the Record Date field in the Header section of the document.  The field in the Header section should be left blank.
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CAUTION: Do NOT Use a Hyphen (-) When Searching in URCATS
Did you know that using the hyphen (-) character when searching for items on the Universal Catalog (URCATS) table will produce undesired results?  The hyphen character when used as part of the search criteria is interpreted by the application as “minus” and will return results excluding the value you specified.  You should make it a practice never to include the hyphen character in your search criteria when searching URCATS.  For instance, if you are searching for a specific Master Agreement number like C-05989898, you should search using only the number and the wildcard character:  %05989898%.  Or, if you are searching for a supplier part number that contains the hyphen such as AB123-01, you should enter AB123% as your search criteria.


Solicitation Attachments
In processing your eMARS solicitation, you may have noticed that changes to the solicitation attachments are not always reflected in Vendor Self Service (VSS).  To avoid such problems, follow these guidelines:
a) When modifying a solicitation (RFB, RFP, etc.) to change the Terms & Conditions (T&Cs) or Attachments, be sure to also make a change in the Commodity Extended Description field located in the Commodity Section of the document.  Changes to T&Cs or Attachments are not recognized by eMARS unless there is an actual change to the solicitation document.  Making a change to the Commodity Extended Description field will send the changes to the document as well as any changes to the T&Cs and Attachments to VSS.
b) Use the Solicitation Question and Answer (SOQA) functionality to post questions and answers instead of using the T&Cs or Attachments.  By using the SOQA functionality, you may avoid complications mentioned in bullet a) above. Consult Page Help for details on SOQA.


Attention Grants Contacts!

There are several grants and programs established in eMARS as Suspended for Reimbursement.  As a result, costs are accumulating every night for these grants and programs.  Because they are never allowed to move off of the Reimbursement Suspense table, nightly processing times increase steadily each week.  This contributes to the delays in bringing eMARS up by 7:00AM.

There are legitimate reasons for marking a grant or program Suspended for Reimbursement, such as when costs are tracked prior to an award, or when draws are done less frequently than weekly.  If, however, you have set up grants or programs as Suspended for Reimbursement so documents will not be generated for the program, Statewide Accounting Services may provide you with alternatives that will not slow down the nightly cycle.  

For details, contact Diana Holberg (Diana.Holberg@ky.gov) or John Bailey (JohnD.Bailey@ky.gov) in Statewide Accounting Services @ (502) 564-7750 (phone extensions are: Diana 2120 or John 2144) Thank you for your cooperation in helping reduce the amount of data processed each night.


Cingular Report Status

The 0110 Cingular Detailed Phone Calls and 0111 Monthly Charges reports have been published to infoAdvantage.  If you should encounter questionable results when using these reports, please email the CRC @ Finance.CRCGroup@ky.gov and detail your findings.  



Fixed Assets Reporting Tips

We have successfully tested one of the classes in the existing Fixed Assets universe in infoAdvantage. Here are a few tips for queries:

· Use only attributes in the FA Registry class.  You can experiment with pulling attributes from other classes, but often the results are unpredictable.
· Identify the level of data you want by using one of the three filters (see below).  Most reports will use Retrieve only component registry.  If you don’t apply one of these filters, you will likely see duplicate data (because all three levels will be shown).
· Retrieve only accounting registry roughly corresponds to the Financial FARACTG page; Retrieve only header registry roughly corresponds to FARHDR; Retrieve only component registry roughly corresponds to FARCOMP.  All data is a “point in time” current picture of the value of the asset, etc.
· If you use Business Objects Thick Client, you must select the filter radio button located at the bottom of the attribute panel in order to see the filters.




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