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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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Information Vendors Need to Record Our Payments

When creating payment documents in eMARS agencies should ensure that the Vendor Invoice and Check Description fields are completed with information that will assist the vendors in identifying how to apply the payment to their accounts.  The Vendor Invoice Number and Check Description fields will print on the check stub.  Up to 24 characters in the Check Description field and all 30 in the Vendor Invoice Number field will print on the check remittance.  Please note that any spaces and line returns are counted as characters as well.  When entering text in these fields do not add line returns.


Fixed Asset Reports Now Available in InfoAdvantage 

The statewide reports for Fixed Assets (comparable to previous 5003 Seagate reports) are now available in infoAdvantage.  There are several versions of this report available that include:

1. Fixed Assets – All Types 

2. Fixed Assets – All Types by FA Type 

3. Fixed Assets – All Types (CAFR) 

4. Fixed Assets – Equipment (CAFR) 

5. Fixed Assets – Real Property (CAFR) 

To open a Fixed Assets statewide report: 
1. [image: image9.png]


Login into infoAdvantage. 

2. Select Shared Documents. 

3. Under Statewide Daily Reports, select Fixed Assets. 

4. Select the report you wish to open. 

5. Respond to the prompts accordingly.  The Department must be specified.  The percent “%” symbol may be used in other prompt fields if all values are desired. 

As with all new reports, as users begin to utilize these reports they may identify potential improvements or issues.  If you have feedback or questions regarding these reports, please email the Customer Resource Center (CRC) @ Finance.CRCGroup@ky.gov and provide as much detail as possible.


eMARS Fixed Asset Selling Price Change (FP) Document Now Available in Production 
Input errors made to the disposition method, date or authority on the Fixed Asset Disposition (FD) document may be corrected using the Fixed Asset Selling Price Change (FP) document. The FP document will issue three Informational errors that requires no action by the user.  These errors are shown in the screen shot below:  
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Standard instructions for completing the FP document include the following: 
1. Click Search from the Secondary Navigation panel. Select Document Catalog then enter the following values. 
	Required Fields
	Values

	Code
	FP

	Dept
	Enter the responsible center Department number.

	Unit
	Enter the responsible center Unit and click on Create.

	ID
	Select Auto Numbering.


2. Click Create.  The new FP document opens to the Header, General Information section.

	Required Field
	Values

	Fixed Asset Number
	Enter the Fixed Asset Number.


3. Click Auto Apply (in the upper right hand corner.)

4. Click Component from the Secondary Navigation panel.  Enter data corrections.

	Fields to be corrected. 
	Values

	Correct disposition Date
	Optional field. If this information is to be corrected, enter new value.

	Correct disposition Method
	Optional field. If this information is to be corrected, enter new value.

	Correct disposition Authority
	Optional field. If this information is to be corrected, enter new value.


5. Click on Validate located at the bottom of the document. Note the Informational error messages. This will be standard for this document.  Information errors do not keep the document from posting.  
6. Click on Submit located at the bottom of the document.

7. The document status should now be Submitted Pending Approval.
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2007 eMARS Training Schedule

A copy of the 2007 eMARS Training Schedule has been posted to the eMARS Web site @ http://finance.ky.gov/internal/eMARS/ under the Training section.   If you are interested in registering for any of these courses, please contact your agency’s Training Team Lead (TTL).  A list of TTLs is also available on the eMARS Web site under the Agency Contacts link.
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eMARS Document Structure  
Based upon calls received by the CRC and the review of eMARS documents it is apparent that there are still questions regarding the structure of eMARS documents.  In order to explain the eMARS document composition, let’s take a look at the PRC, which is one of the more complex eMARS documents.  The PRC is used to pay vendors while identifying the commodities that were bought.  This document is comprised of six different sections that include the Header, Vendor, Accounting Distribution, Commodity, Accounting and Posting sections.  Each section may be accessed by clicking on the appropriate Secondary Navigation link as indicated in the screen shot to the right.   The following provides a brief description on each section and what it contains:

Header - Every document in eMARS has a Header section.  There may never be more or less than one.  The Header section stores information about the entire document.  While some of the data included in the Header section differs depending on the document, there will always be a Document Information component that stores descriptive data about the document, such as when it was created and when it was last changed.

Vendor - eMARS documents that have a Vendor section usually accept the entry of multiple vendor records.  This is not a requirement, but occurs most frequently when the user desires to pay multiple vendors on the same document.

Accounting Distribution - The Accounting Distribution section is used to enter accounting strings that may then be applied to all the commodity lines in the document.  This is not a required section, but instead a section that may be used as a coding reduction method.  This section is not available on most eMARS documents.

Commodity - The Commodity section is only available on procurement-type documents and is related to a specific vendor record.  If there are multiple vendors on a procurement-type document, the user would have to enter commodities related to that specific vendor.  On the right side of the screen, between the grid and scalar sections the system displays the vendor the commodity is referencing.

Accounting - The Accounting section on the PRC defines the accounting strip to pay for a specific commodity record that is related to a specific vendor record.  This is a hierarchical one-to-many relationship between the commodity and the accounting lines that means on the PRC you must have one or more accounting lines for each commodity line.  Like the commodity section, the system displays on the right side of the screen between the grid and scalar sections the commodity line that the accounting line(s) are referencing.
Posting - The Posting section identifies the accounting entries that will be made for the specific accounting line referenced.  Again, the posting section references a specific accounting line that is displayed on the right side of the screen between the grid and scalar sections.  There may be multiple pairs of accounting postings displayed on the screen that are generated through the combination of the event type and accounting elements entered on the accounting line.  No data will ever be entered into this section.
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Using Multiple Accounting Distributions 

As addressed in the previous article entitled eMARS Document Structure, the Vendor component allows multiple entries.  However, for every vendor line that exists on the document, a check will be cut to the vendor.  In some instances this may be the desired result.  Likewise, there may be times when only one vendor is to be paid but multiple accounting lines are needed to cover the payment.  When this occurs the user should enter the one vendor line and then insert the appropriate number of lines in the Accounting component of the document for each accounting string needed.  For example:  If a utility bill is to be paid and charged to multiple accounting strings, the user should use a GAX document with one vendor record and multiple accounting lines.  Similarly, if a user needs to pay for one commodity on a PRC and charge it to five accounting lines, the user should create a PRC with one vendor record, one commodity line and five accounting lines.
Note, if the user had created the GAX document by entering multiple vendor lines with one accounting line each, the vendor would have received multiple checks.  So to avoid multiple checks being cut when only one vendor is to be paid, the document should contain only one vendor line, the appropriate number of commodity and accounting lines.  
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Process for Correcting Management Budget (OB1) Documents 

The eMARS Management Budget (OB1) document uses the accounting period to designate the budgetary period for the Management Budget.  For example, a quarterly Management Budget would use accounting periods one, two, three and four to designate the four quarters.  A monthly Management Budget would use accounting periods one through 12 to designate the 12 months.
When an OB1 document is in Final phase within eMARS and is discarded, the cancellation document reverses the original entries.  However, the accounting period on each of the lines in the discard document default to the current accounting period.  For example, assume that an OB1 document was processed with $100 in accounting periods one, two, three and four and is cancelled in December.  The December cancellation will post a credit of $400 in accounting period six.  Therefore, the Management Budget is then left with a status: Accounting Period one of $100, Accounting Period two of $100, Accounting Period three of $100, Accounting Period four of $100 and Accounting Period six of -$400.
Because of this problem, the ability to Cancel an OB1 document has been removed.  If the intent is to discard the entries from an OB1 and the original document was created through the interface process, the easiest method is to change the sign on the lines in the Excel spreadsheet from the original entry and interface the file again.  This will create multiple documents but will zero out each accounting period correctly.  Another way is to copy the OB1 document in the on-line application, but this method will require that the accounting period be manually entered on each line in the document.  The key to this method is to get the correct accounting period on each line.  Lastly, a manual OB1 document may be created in eMARS and the adjusting accounting lines entered.  Again, with this method the key is to get the correct accounting period on each line.


New Event Types Added to the JV2E and JV2R Documents
Internal Revenue and Expenditure Correction Event Types have been added as allowable event types to the JV2R and JV2E documents, respectively.  These event types are used to correct internal expenditure and revenue transactions.  The XXIE Internal Cash Expd/Expense Correction event type is used to correct posting code D025 through the JV2E and the XXIR Internal Collected Revenue Correction is used to correct posting code R024 through the JV2R.


eMARS Interface Upload Policy Change  

In looking for changes that could be undertaken to improve on-line eMARS system availability at 7:00 a.m. each day, staff from the Office of the Controller reviewed the times that agencies uploaded interface files into the eMARS Interface Content Manager to be picked up in that night’s cycle.  A visual review of the files uploaded during the last month did not reveal any files that were uploaded to eMARS after 5:00 p.m.  While there may be an occasional need by agencies to upload a file after 5:00 p.m., this need is outweighed by the needs of our online users to have the system available at 7:00 a.m.  Therefore, effective Tuesday, Jan. 16 interfaces to be loaded during the nightly cycle had to be uploaded through the Interface Content Manager before 5:00 p.m. on weekdays.  Interface files uploaded between the hours of 5:00 p.m. and 7:00 p.m. will be loaded to eMARS on the following night.


Visa Information Source Update

Federal Financial Institutions Examination Council (FFIEC) guidelines were expanded to require additional authentication for Internet-based applications offered by financial institutions. To meet these new guidelines, an additional layer of security has been added to better protect VIM/VIS users and administrators.  
As part of the login process, users are now required to further authenticate themselves by answering a security question when logging into the application.

When users first log into the Visa Web site, they are presented with an additional screen displaying a list of ten new security questions.  Users will select and answer four questions from the list.  During subsequent login attempts, after users have entered their user ID and password, they are presented with one of their questions selected at random.  Users will need to correctly answer the question in order to validate their identity.  Users will be allowed three attempts to correctly answer.  After the third failed attempt, the user will be denied access to the Web site and will need to have their password reset by the Finance CRC Group.  Whenever a password is reset, the user will also need to select and answer the questions again.

All password reset requests need to be requested via e-mail (by the user) to Finance.CRCGroup@ky.gov. If a user does not have an e-mail address, their administrator may request a reset on their behalf.


Cingular Report Updates
The 0113 Cingular Detail Roaming Calls and 0115 Detailed Credits 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.  



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