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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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Executive Order 2008-011 signed by Governor Steve Beshear on Jan. 4, 2008 provides directives to immediately reduce administrative costs in state government.  It includes provisions for equipment and furniture purchases, printing, personal services contracts, travel, energy efficiency, and the sale of surplus property.

Finance and Administration Cabinet Secretary Jonathan Miller sent memos to Cabinet Secretaries, Agency Heads, and Constitutional Officers on Jan. 10, with follow-up on Jan. 25, establishing the procedures to implement each of these directives.  
Please note that any requests for exceptions to these cost saving provisions will require the signature of Cabinet Secretaries or Agency Heads before the Finance and Administration Cabinet would consider that request.

The Executive Order mandates the following cost-saving measures:

1. All new contracts, including personal service contracts and leases, must be justified as essential to the delivery of services and must demonstrate that the service cannot be provided with existing personnel.  All existing contracts shall be reviewed for cost savings and potential elimination.  The Finance Secretary must approve all new and amended contracts;

2. A moratorium has been placed on all purchases of furniture and equipment by state agencies.  Agencies with critical needs must justify those needs to the Finance Secretary, who may approve exceptions if conditions warrant;

3. State agencies are directed to review their inventories of state owned assets such as real property, equipment, furniture, and vehicles, and to work with the Finance Cabinet’s Division of Surplus Property as to disposal of surplus property.  This will require involvement from agency management to force a comprehensive analysis of assets that may be surplus to the Commonwealth’s needs.  The Finance and Administration Cabinet can assist in assessing the value and marketability of both real property and equipment items;  

4. The Finance Secretary is directed to work with all state agencies to identify strategies to reduce or mitigate increasing utility costs.  The Finance Cabinet is forming new strategies and a team of experts to assist agencies in reducing utility costs.  Both state-owned and leased locations are to be examined for economies.  Again, involvement and buy-in by agency leadership is critical to success in generating and sustaining savings in this area; and,

-Continued-
5. All out-of-state travel must be approved by the Finance Secretary.  Requests for out-of-state travel are to continue to be electronically submitted to the Office of the Controller in the Finance and Administration Cabinet through eMARS.  In-state travel is the responsibility of each Cabinet Secretary under the Executive Order; however, procedures will be issued to assure restrictions are applied uniformly and effectively.  
Below is a summary of the new procedures:
1) General Process.  In order to make this process as efficient as possible, a new Request Form has been designed.  The EO 2008-11 Request Form will replace the letters and memos and the Computer Acquisition Form (CAF) that agencies had been submitting for approval of all purchases.  The submittal process is as follows: 

· All information technology (IT) requests should be electronically submitted on the Request Form to:  COT.ComputerAcquisitions@ky.gov. 

· All non-information technology requests should be electronically submitted on the Request Form to:  Finance.EO2008-11@ky.gov. 

FAC review occurs weekly on Thursdays -- requests must be received by noon Wednesdays.  
2) Threshold for Approval.  The Request Form is designed to permit agency submittal of all types of new and modified contracts, and any other procurement method for the acquisition of items or services.  The form allows the agency to clearly state the circumstances and need for the proposed purchase, and to specify the planned approach for making the acquisition.  The threshold for submission of requests for any contract or purchase is set at $1,000.  If the contract or purchase exceeds $1,000, it must be submitted on the form.  Agencies shall not use split purchasing, or any other methods, to artificially circumvent this requirement.
3) Examples of Contracts.  Contracts and modifications to be submitted for review include any contract for professional or non-professional services, construction, leases, or commodities, when the contract exceeds $1,000.  Agencies shall obtain FAC approval prior to the issuance of any solicitation for such contracts.  Memoranda of Agreement (MOAs) also require review by the FAC.  Agencies are reminded that all Personal Service Contracts (PSCs) for legal services must still be first approved by the General Counsel in the Governor’s Office.
4) Examples of Purchases and Payments.  Purchases to be reviewed include equipment and furniture, delivery orders, Kentucky Correctional Industries (KCI) and Surplus Property purchases, vehicles, and all commodities and services.  Replacement items, even for items that are lost or damaged are to now be submitted.  Agencies must obtain approval prior to their submission of a procurement or payment document in eMARS.  For purchases and payments less than $1,000, authority is delegated to each Cabinet Secretary or Agency Head to establish procedures for careful internal review and approval.  In addition, purchases/payments of utilities (water, sewer, gas, electric, trash disposal, etc) will not require FAC approval.  However, Cable TV service is still to be submitted, if the cost exceeds $1,000 annually.  Any payments that reference an already established contract, other than an MA, do not need to have forms submitted to the EO 2008-011 Committee.  These can be processed without a form submission.  The existing contracts that are in place do not require EO review, unless an amendment is made to them, which would increase the dollar amount that was approved by more than $1000.  Delivery orders or payments made directly against MAs > $1000 do require an approval from the EO Review Committee.
5) Cabinet Secretary Approval.  All Request Forms, although electronically submitted, must indicate the personal approval from the appropriate Cabinet Secretary or Agency Head, and a signed hard copy of the document shall be maintained in the agency.  When FAC approves, an electronic copy of such will be returned to the agency and must be attached to the eMARS document submitted to the Office of Procurement Services to execute the procurement (such as the DO or RQS).  The requirements are the same if the purchase involves special authority awards -- PO, PO2, CTT, CTT2 documents --or direct payments (PRCs). 
-Continued-
6) Blanket Waivers.  Recognizing that some contracts and purchases represent routine expenditures, agencies may request a blanket waiver from recurring submittals.  The Request Form provides agencies the opportunity to apply for a waiver from review and provide explanation and justification of the special situation.  For instance, there may be specific federal or state statutory requirements that mandate disbursements through MOAs with other public entities, or the agency may have the need to make ongoing purchase of certain commodities, such as food items for Parks cafeterias.  These must be specific and limited to clearly defined situations or programs.

7) Steps after Approval.  FAC approval of a Request Form means the review required by the Executive Order has been completed, and the items or services have been authorized to begin the procurement process.  It does not mean that any procurement rules are dispensed with.  Agencies must procure these items or services with approved methods (i.e., Requisition, Order from Existing Agreements, Small Purchase, Agency Authorization, Approved Special Authority, etc).  All documents > $1000 require the approved EO 2008-011 form to be attached at the header to verify that these procurements have been reviewed and approved as essential to the delivery of service.  If a blanket waiver has been approved, a copy of the approved EO 2008-011 form must be attached to each applicable document.  Attach the approved Excel version of the form since PDF and JPEG files take up more space on the eMARS server.  If creating a payment for a contract that had previously been approved, enter document comments that the EO form is attached to the contract.  This will save space on the server too. 

8) Procurement Cards.  ProCards shall not be utilized to circumvent the Executive Order and this approval process.  If a purchase being made with a procurement card is for furniture or equipment or a purchase of like items over time totaling $1,000 or more, the purchase must be submitted in advance on a Request Form. 
The Executive Order, this memorandum, an electronic version of the EO 2008-011 Request Form, and detailed instructions for completing the Request Form are posted on the FAC webpage at http://www.finance.ky.gov/.  Additional requirements relating to the Executive Order’s mandates on travel and printing will be provided in the next few weeks.


Change to eMARS Workflow Rules[image: image16.jpg]



On Jan. 30, 2008 some workflow/approval changes were implemented in concurrence with the EO Review procedures for DO, DO2 and PRC eMARS documents.  The following changes were made:

· DO and DO2 documents:  Documents greater than $1,000 will now go to Finance and Administration Cabinet’s Office of Procurement Services (OPS) for final approval.  All of these documents require the approved EO 2008-011 Request Form to be attached at the header to verify that these procurements have been reviewed and approved as essential to the delivery of service.  If a blanket waiver has been approved, a copy of the approved EO 2008-011 Request Form must be attached to each applicable DO/DO2. 

· PRC documents:  Documents will route to OPS for final approval if one of the following criteria is met: 
1) Greater than $1,000 and references an MA directly or,  
2) Stand-alone payments greater than $1,000 that do not reference anything.  All of these documents require the approved EO 2008-011 Request Form to be attached at the header to verify that these procurements have been reviewed and approved as essential to the delivery of service.  If a blanket waiver has been approved, a copy of the approved EO 2008-011 Request Form must be attached to each applicable DO/DO2 document. 
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New Document Type for Personal Service Multi-Vendor Contracts

A new document type will be ready for use by Mar. 15, 2008 for new year personal service contracts that have multiple vendors associated with it.  The new document type is a PSMV – Personal Service Multi-Vendor.  More information will be forthcoming. 


[image: image18.png]infoADVANTAGE

0 @& -|@ | GFeditauery [[E Edtrepot

]
=87 Document
=@l Query 1 - General Accounting
7 Fund
@ variables

ameOf([Fund])~NameOfi[Fund |

Fund Name]



New Master Agreements in Effect

The following master agreements are in effect and should be utilized:
· Cardinal Office Products has once again been selected as the provider of Office Supplies.  The new master agreement number is MA 758 0700002429.

· Clem’s Refrigerated Foods has been selected as the food provider for Meats.  The new master agreement number is MA 758 0800002493.

· Gordon’s Foodservice has replaced Sysco as the food provider for Canned and Dry Foods.  The master agreement number is MA 758 0800002492.  Please be aware the Sysco contract is no longer active.
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eMARS User Group Meeting Scheduled – Registration Required[image: image20.png]Filter, Editor
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Mark your calendars and make plans now to attend the upcoming eMARS User Group Meeting scheduled Tuesday, Feb. 12 at the Transportation Office Building Auditorium, 200 Mero Street, in Frankfort, KY.  There will be two sessions; one in the morning from 10:00 a.m. to 12:00 Noon; and a second session in the afternoon from 2:30 p.m. to 4:30 p.m.  You only need to attend one session.  
Registration is required to ensure adequate seating is available for this session.  If you plan to attend, please contact your Training Team Lead (TTL) to register.  A list of TTLs is available on the eMARS Web site @ http://finance.ky.gov/internal/emars/ under the Agency Contacts link.  The normal process for registering individuals for eMARS training courses should be followed.  Please register for this meeting through your TTL using Class Locator number 157320 (AM) or 156483 (PM) for thin Pathlore as shown below.
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Contact Donna Hall at 564-9641 ext 459 if you need assistance registering for the session.
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Attention Property Officers and Inventory Officers
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The time for the annual statewide Physical Inventory of Fixed Assets has come again!  The procedures for this year have been updated based on recommendations and feedback received after last year’s inventory observation.  An eMARS Physical Inventory User Group Meeting is scheduled for Monday, Feb. 25 from 1:00 p.m. to 4:00 p.m. to review procedures to follow for the 2008 inventory.  The meeting will be in Room C117 of the Transportation Office Building, 200 Mero Street, in Frankfort, KY.  

Registration is required to ensure adequate seating is available for this session.  If you plan to attend, please contact your Training Team Lead (TTL) to register.  A list of TTLs is available on the eMARS Web site @ http://finance.ky.gov/internal/emars/ under the Agency Contacts link.  The normal process for registering individuals for eMARS training courses should be followed.  Please register for this meeting through your TTL using Class Locator 156734 in Pathlore as shown in the above.

Contact Donna Hall at 564-9641 ext 459 if you need assistance registering for the session.


2008 eMARS Training Schedule
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A copy of the 2008 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.  
Users should note that eMARS 101 Intro to eMARS Independent Study Guide (ISG) and eMARS 110 Chart of Accounts found on the eMARS End-User Training site @ http://finance.ky.gov/internal/eMARS/training.htm are prerequisites for all eMARS classes. 
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Several new Statewide Reports have recently been published to the eMARS infoAdvantage Shared Documents link.  These reports cover a wide range of business reporting needs with the majority of the reports addressing Travel and Procurement information.  Also published were Disbursements, Payroll, ePay, and Security and Workflow reports.
In the screen shots below, you will find the names and location of the new Statewide Reports.  
As always, we urge users to notify the CRC of any problems experienced when running the reports.  If you suspect discrepancies in the report data, please document the information in question and e-mail your findings to Finance.CRCGroup@ky.gov for further review.

	· Statewide Monthly Reports >  Procurement Reports

[image: image4.png]Pl B Bl Y B E e E R

6110-Contract Usage Sunmary
6120 Active taster Aceenerts

6150 - Master Acpeement Manacenert Al
200 - Cortracts by Vedor Nunber

6210 - Cortracts by Vendor

5250 - PE Documerts by Vendor

6700 - A Expration by Buer

6710 - A Exprtion by Department

6810 - Person Service Cortracts (PONZ
520 - Non Professionsl Serice Cortracts

8830 - Lniversty Cortracts

5540 - MO Service Contracts




	· Statewide Monthly Reports > Payroll Reports
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· Statewide Monthly Reports > Security and Workflow Reports
[image: image6.png]3] 3010 eMARS Workist Users by Fole D
3] 3020 eMARS User Securty Roles by Lser D

3 3030 MARS Users and Fole Ds by Departnert




· Statewide Travel Reports
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infoAdvantage:  User Created Prompts That Use ‘*’ for All 

Predefined Filters have been the only way to allow users to input an asterisk ‘*’ into a prompt field to retrieve all available records.  When using the Operator InList with prompts, users still have to select all the values to return data in the report.  However, there is another way for users to create a prompt that will allow the use of ‘*’ for All Records.
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For example, if you create a report that allows users to pick the Funds to be seen on their report, you may create a prompt that will allow them to input ‘*’ to retrieve all Funds they have access to view instead of having to select the ones to be viewed. 
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In order to create a prompt that would allow a user to input ‘*’, you first must create a prompt for Fund and then a prompt for Asterisk.  To create a prompt for Fund, drag the Dimension Object Fund into the Query Filters Panel.  You need to choose InList for the Operator and Prompt for the Operand Type, as shown in the screenshot to the right.  Whatever Prompt Text you decide to use for this prompt must be used for the Asterisk prompt as well.

Next, a prompt must be created for Asterisk.  The Asterisk Dimension Object may be found in the Class Created from User Objects.  Drag Asterisk into the Query Filters Panel.  You need to choose InList for the Operator and Prompt for the Operand Type, as shown in the screenshot to the right.  Remember to use the same Prompt Text as used for the Fund prompt.
When you click on OK after creating the Asterisk prompt, the following error will appear.
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Click on Close.  This message is just a notification that you will only see one Prompt when you run your report.
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Be sure to use Or for your condition. 
-continued-
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When you run your query, you will notice there is only one prompt.  You may now input ‘*’ to retrieve all Funds that you have security to view on your report.
In this instance, using the Predefined Optional Fund Prompt would also allow you to use ‘*’ to retrieve all Funds. This would save time because you do not have to create two prompts.  However, there could be an instance where there is no Predefined Filter available that uses ‘*’.

Please note:  Some of the Kentucky specific universes do not have the Asterisk Dimension Object so this would not be an option in some universes.


Saving Reports in infoAdvantage Prior to Running Query
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If you have ever created a report in infoAdvantage (Webi) and needed help troubleshooting, but you could not save the report to send it because infoAdvantage timed out; you will be happy to know there is now a way to save your report before running it.

While in the Query Panel in infoAdvantage, click on Edit Report before clicking on Run Query.

By clicking on Edit Report, this will switch to the Report Panel without actually running the query.  While in the Report Panel, you may save the report as a Personal Document before proceeding with actually running the report to retrieve data or before sending your report to the CRC for troubleshooting.

To return to the Query Panel after clicking on Edit Report, go to the Report Panel and simply click on Edit Query. 


FYI--Procard Report Number Series Changed

The Procard Report--7010 - Procard Monthly Settlement Report has been renamed to 8010 - Procard Monthly Settlement Report.  As new Procard reports become available, the 8000 series (i.e. 8010, 8020, etc.)  numbers will be used.



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