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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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The Fiscal Year 2008 (FY08) Year-End Closing Memo is now available and has been published to the eMARS Web site @ http://finance.ky.gov/internal/eMARS/ as well as the Office of the Controller Web site.  Please refer to this memo for important dates and deadlines related to year-end close processes and procedures.


New Mileage Reimbursement Rate 

T[image: image10.jpg]


he mileage reimbursement rate beginning April 1, 2008 through June 30, 2008 is 45¢ per mile.

Please refer to the Controller’s Web page for all related travel information at http://finance.ky.gov/internal/travel/.
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Fiscal Year 2007 Close Out—Notice for Report Developers

Ending Balances for Fiscal Year 2007 (FY07) will soon post to Accounting Period 0 (AP0) in Fiscal Year 2008 (FY08).  For those developing reports, a condition should be included in queries to exclude AP0 in order to pull true FY08 activity.  For developers creating their own reports, AP0 may now be used to show beginning cash balances for FY08.
Statewide Cash Reports will be modified to exclude the KY TempFYDAD Universe and begin using Period 0 to compile Beginning Cash Balances.  The modified reports will be re-published to the Statewide Daily/Monthly Cash Reports folders once balances are posted to FY08 Period 0.  Those report developers who have built reports using KY TempFYDAD or who have modified any existing Statewide Cash Reports will need to modify their reports accordingly.  

Report Developers with Business Objects Thick Client may retrieve and modify the Statewide Cash Reports to meet their departmental needs if necessary and republish the modified reports to their departmental folders.  
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Professional Service Multi-Vendor (PSM1) Document Update

At the eMARS User Group Meeting on Feb. 12 and Feb. 15, the Office of Procurement Services (OPS) announced the new Professional Service Multi-Vendor (PSMV) document was forthcoming.  Now called PSM1, the document is designed to be used for multi-vendor Personal Service Contracts and Memoranda of Agreement.  After careful review and testing, OPS decided to pilot the document with the Education Cabinet.  With the fiscal year end fast approaching, the decision was made to pilot the document in order to better test and evaluate its effectiveness.  All other departments are to resume creating multi-vendor documents as previously directed.  OPS will continue to work with all departments to test the PSM1 document so that it may be available for all departments beginning Fiscal Year 2010.
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BRASS Budget Execution Training

The Budget Reporting and Analysis Support System (BRASS) is the software used to establish the operating budget in the eMARS system.  Appropriations and Allotments are entered into BRASS and subsequently loaded to eMARS.  Training for new users to BRASS Budget Execution is scheduled for April 2008.  These training classes are limited to new users only.  Registration for these classes is available through Pathlore and you will need to contact your Training Team Lead (TTL) to register.  A list of TTLs is provided on the eMARS Web site @ http://finance.ky.gov/internal/eMARS/ under the Agency Contact link. 

The following classes will be offered at the CRC Training Center located at 1049 US 127 South.
	DATE
	TIME
	TITLE
	CLASS CODE
	CLASS LOCATOR

	Tue.  -  April 22
	8:30 a.m.  - 12:00 p.m.
	New User's BRASS Budget Execution
	EMARSBR02
	158491

	Tue. -   April 22
	1:00 p.m.  -   4:30 p.m.
	New User's BRASS Budget Execution
	EMARSBR02
	158494

	Wed. -  April 30
	8:30 a.m.  - 12:00 p.m.
	New User's BRASS Budget Execution
	EMARSBR02
	158493

	Wed. -  April 30
	1:00 p.m.  -   4:30 p.m.
	New User's BRASS Budget Execution
	EMARSBR02
	158495


Please contact your Training Team Lead (TTL) to register for these classes. 
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Training for Business Objects Thick Client Reporting 
The Customer Resource Center will be offering a three-day Business Objects Thick Client training class Tuesday, June 10, through Thursday, June 12.  The eMARS Training Schedule for April through June may be found on the eMARS Web site at http://finance.ky.gov/internal/eMARS/training_resources.htm.  When registering for this training, please use the information shown below.
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Prior to attending training, users are required to have purchased the Thick Client software, have the software installed on their machine and functioning, and have their User ID granted access to the Universes via Thick Client.  At this point in time, neither the CRC nor Statewide Accounting Services (SAS) will grant user’s access to Thick Client unless the request is sent via e-mail from the department’s Security Lead to the CRC.  Access will only be granted once the software has been set up on the user’s computer.   
-Continued-

Verification of an individual license for the named user may be requested prior to authorizing access to the Universes via Thick Client.  As well, so that the CRC and SAS may stay in compliance with Business Objects licensing agreements, users may not attend Thick Client training until the purchased software is installed and access is granted for Thick Client reporting.  Each enrollment in the Thick Client training class is followed up with verification of an individual Named User License.
If you have questions related to the purchase and installation of Thick Client please review the newsletter article Business Objects “Thick (Full) Client” Software: Important Information for Purchase and Installation located at http://finance.ky.gov/internal/eMARS/newsletter/Sept+07/default.htm. 
NOTE:  If you plan to procure or have procured a Business Objects Thick Client license for use with eMARS, please be advised that you have accepted or will accept the following Terms and Conditions associated with this Named User License:

Named User License (NUL).  When the Product is licensed on a Named User basis, each individual Named User must be specifically identified as the sole holder of a NUL.  A Named User means one specifically identified individual authorized to access the Product.  The individual Named User may access only those Product components for which he or she has obtained a NUL.  The sharing of the NUL by more than one individual is expressly prohibited and is a material breach of this License Agreement.  In addition, NUL(s) may not be transferred from one individual to another unless the original end-user no longer requires, and is no longer permitted, access to the Product.  NUL(s) are assigned to a single Deployment, and may not be shared among different Deployments.  A Deployment means for Business Objects products an installation utilizing a single Repository and/or Security Domain, and for Crystal products a single Crystal Management Server ("CMS") or CMS Cluster.  (Excerpt taken from license_agreement.rtf provided with the Business Objects Thick Client Software.)
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CRC Training Announcement

The eMARS Training Schedule for the next quarter (April-June) has been posted @ http://finance.ky.gov/internal/eMARS/training_resources.htm. 
Please note that CRC will be working with COT to address some much needed maintenance and updates to the eMARS Training Region.  As a result, only Budget Execution and infoAdvantage reporting classes will be offered from April 1 through May 15.  We appreciate your patience during this time and look forward to better serving your training needs in the future.
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Reporting Leads Listing Verification
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A list of Reporting Leads Listing (by Department) may be found on the eMARS Web site at http://finance.ky.gov/internal/eMARS/reports.htm.  This file contains two spreadsheets listing the report developers assigned to each department for both infoAdvantage and Business Objects applications.  
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The names appearing in this file are also added to the eMARS Report Developers or eMARS Thick Client Users e-mail distribution lists.  The CRC and SAS utilize these distribution lists to send specific communications to the report developers.  eMARS end-users are also encouraged to reference this list to identify their department’s report developers in the event a custom report is needed.  Therefore, verification of this list is vital to ensure your department’s report developers are receiving communications sent out by CRC or SAS; and that your end-users are able to locate the resources needed to assist them with their custom reporting needs. 
All corrections, additions or deletions to the Reporting Leads Listing information must be submitted to Connie Camden in the CRC, by your department’s AIL or Security Lead.  Requests received from individual users will not be accepted.
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Two New Statewide Vendor Reports Now Available
Two new versions of the 2160 Monthly Vendor Report are now available within eMARS infoAdvantage.  These reports may be located under the Shared Documents Statewide Monthly Report link.  The new versions of this report include a department prompt that will allow users to enter a single department code or multiple department codes.  Simply type in the department code in the prompt box to run the report for a single department.  If you require multiple departments in your report then click the Show Values to view a list of available department codes.  To select multiple codes from the available values list, hold down the Shift key and click on the desired values.
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.
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infoAdvantage:  Deletion of Inbox Documents

In a previous publication of the eMARS Newsletter (Issue 16 published Sept. 27), the article titled infoAdvantage:  Purging Reports Prior to Saving/Publishing instructed users to begin saving report data to a local network directory on their own computer; then purge the data in the report prior to saving it within infoAdvantage.  To obtain current data the report may then be refreshed as needed.  The newsletter article in its entirety may be located on the eMARS Web site @ http://finance.ky.gov/internal/eMARS/newsletter/Sept+07/.
At this time, all users who utilize the infoAdvantage (Webi) or Business Objects (Thick Client) reporting tools are required to purge data from all reports they have created and are currently storing in infoAdvantage.  This includes those reports stored under the links for Shared, Personal and Inbox Documents.  Statewide Accounting Services (SAS) has been alerted that the report storage has become increasingly large.  As a result, to help alleviate potential storage space issues, SAS has also implemented the following process: 

· SAS will delete reports that are older than 30 days from users’ Inbox Documents on the first business day of each month.  ONLY INBOX DOCUMENTS WILL AUTOMATICALLY BE DELETED.  IMPORTANT NOTE:  Once reports have been deleted from the Inbox Documents they cannot be restored.

· CRC will post an alert on the eMARS News and Alerts Web site and send out an e-mail notice approximately one week prior to the deletion of the reports to the eMARS Agency Implementation Leads (AILs), the eMARS Report Developers and the eMARS Thick Client Users e-mail distribution lists. 
· Users will be responsible for saving reports from their Inbox Documents to their Personal Documents if the report is needed for future use.  Users will also need to purge data from the report if a saved copy of the report is needed.  

Prior notice of this action was sent via e-mail to the Report Developers, AILs and Communication Leads on Friday, Oct. 12, 2007 @ 3:35 P.M.  If you have questions regarding anything covered in article, please contact the CRC via e-mail @ Finance.CRCGroup@ky.gov.
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infoAdvantage Travel Accounting Universe—Utilizing Doc Max Version Number

An issue exists in the Travel Accounting Universe that prevents distinguishing between the Final and Final Historical versions of a document.  The result is, instead of the Final version of a document appearing within a travel report, both versions are included.  The Doc Phase Cd data dimension reportedly only contains one value, which will not allow a condition to be built that will extract only Final documents. 
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To address this issue a new Dimension Object, Doc Max Version Number, was created that will pull only the Final version of a document.  This new Dimension Object was added to the following Classes within the Travel Accounting Universe:  Travel Vendor, Travel Payment, Travel Encumbrance, Travel Header and Travel Info.  

When creating a report against the Travel Accounting Universe, the Doc Max Version Number should always be included in your Result Objects Panel.  

Depending on the Class you pull the document information from (i.e. Doc Cd, Doc Dept Cd, etc.), you should pull Doc Max Version Number from the same Class.  If you do not use objects such as Doc Cd, Doc Dept Cd, etc, you should still include Doc Max Version Number in the Result Objects Panel and pull it from the same Class as any Measure Objects that you use.  
Note:  Doc Max Version Number only needs to be included in the Query Panel; it does not need to be included in the actual report.
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infoAdvantage Corrupted File Errors


Recently, users have been experiencing issues when trying to run reports stored in the Shared Documents folder in infoAdvantage.  Due to some technical issues, several infoAdvantage Webi and Business Objects Thick Client reports that had been published to either the Statewide Reports folders or any departmental folders were corrupted.  

If a report is corrupted the following errors will be generated when attempting to run the report in infoAdvantage:
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Business Objects Thick Client corrupted report error
InfoAdvantage Webi corrupted report error
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As well, for Thick Client users trying to Retrieve reports from Corporate Documents (Shared Documents), if a report is corrupted the following error messages will be generated:
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At this time, the only way to resolve the problem is to republish a saved copy of the corrupted report to the Shared Documents folder.  SAS is currently looking into other options such as restoring reports from backups.  However, in the meantime, it is important that users first save all Webi reports to their Personal Documents-purged of data prior to saving (publishing) to any Shared Documents folders.  Thick Client users should be sure to save any Business Objects reports to their local machine or a shared network folder prior to publishing to any Shared Documents folders.  Unfortunately, several users have lost reports because a backup of the report was not saved in their Personal Documents folder.  

The technical issues that caused some reports to be corrupted have been resolved; however, the possibility exists for users to continue finding corrupted reports over time.  If you receive any of the above error messages please follow the steps listed below:

a.) If the report was created by a report developer in your department, contact that report developer and ask them to republish their report.

b.) If the report was created by you, republish a good copy of the report.
c.) If the report is a Statewide Report, send an e-mail to the CRC @ Finance.CRCGroup@ky.gov stating the error message received, the name of the report, and the location of the report.
NOTE:  It is a best practice to always save Webi reports to Personal Documents prior to saving to Shared Documents.  Users should always follow this procedure in case restoring individual reports from a backup is not an option.  Thick Client users should save backup copies of all reports to a location where nightly backups are performed by their department.
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infoAdvantage--Duplicate Document Issue Workaround

When developing a report, depending on where the document information is being pulled from, report developers need to start carefully analyzing the need for utilizing the Duplicate Rows and No Duplicate Rows options in infoAdvantage Webi or Business Objects Thick Client.

The simplest approach to determining which option should be selected lies in where you pull the document information.  For example, in the General Accounting Universe,
	a. If Dimension Objects are pulled from the Document Class, do not return duplicate rows.  
[image: image33.png]



If you select Dimension Objects from the Document Class, below are screen shots of the option you should select in either infoAdvantage Webi or Business Objects Thick Client.
· Webi (uncheck the Retrieve duplicate rows):
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· Business Objects Thick Client (select No Duplicate Rows):
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	b. If Dimension Objects are pulled from the Accounting Journal Class, return duplicate rows.
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If you select Dimension Objects from the Accounting Journal Class, below are screen shots of the option you should select in either infoAdvantage Webi or Business Objects Thick Client.
· Webi (check the Retrieve duplicate rows):
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· Business Objects Thick Client (select Duplicate Rows):
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Note:  Dimension Objects cannot be pulled from both the Document Class and the Accounting Journal Class if the option No Duplicate Rows is selected.  

As for other universes, the key to deciding the correct option is to build your report, run it and verify that the data matches back to eMARS Financial.  If you notice that your results are doubled or quadrupled, you should go back into your query and choose to not return duplicate rows.  If this option does not solve your problem, it is possible that there is something else that needs to be changed in the query.  At that point, you should contact the CRC via e-mail for assistance.
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Business Objects Thick Client Tip:  Steps to Restore the Menu Bar
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If your Business Objects Thick Client menu bar has ever disappeared with no explanation, there is now a way to restore it.  
However, after testing, it appears that this is a temporary fix and the restoration is only valid while you are logged into Thick Client.  Steps to restore the menu bar would have to be performed each time a user logs into Thick Client.  

Until further notice, users may apply the following steps to restore the menu bar each time they log into Thick Client or for a more permanent fix, they may contact their technical support and have Thick Client uninstalled and reinstalled. 
The CGI infoAdvantage Newsletter: AMS Advantage Program 2007 provided steps to restore the menu bar but did not give an explanation as to why this may occur.  Below are the steps to restore the menu bar in Business Objects if it has disappeared. 

1. [image: image41.jpg]


Login to Business Objects Thick Client 

2. When it is open, press Alt +F11 to activate the VBA Window. 
3. press CTRL + G for the Immediate Window if it is not already open. 
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4. Type, or copy and paste, the following line into the 
Immediate Window: 
 application.cmdbars.activemenubar.visible = true
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5. Press Enter. 
6. Close the VBA Window.
The menu bar should be visible in Thick Client.  
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However, once you close Thick Client and log back in, the menu bar may no longer be visible and these steps will need to be repeated.  If you have questions or concerns regarding this process, please e-mail the CRC @ Finance.CRCGroup@ky.gov. 
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New eMARS Executive Order Request Document (EO1)

A new eMARS document is being developed to replace the current Microsoft Excel version of the Executive Order request form.  The new eMARS Executive Order Request Document (EO1) contains the same fields as on the current Excel form, with one exception.  The field currently identified as the Request Title in the Excel form is being identified in the eMARS EO1 document as the Short Description field. 

The EO1 is a very simple, easy to understand document that is routed via workflow, and may be tracked by agency users.  Approvals or rejections are applied through eMARS.  However, if the Cabinet Secretary or Authorized Agency Head is not an eMARS approver, a hard copy of the signed EO1 must be printed and the signed copy maintained at the agency level. 

Approvals/rejections are applied every Friday following the Exceptions Committee weekly meeting.  It will be the responsibility of the agency users to check the status of their requests through eMARS. 

Provided below are some easy to follow instructions for creating and completing the EO1 document.

NOTE:  The screenshots provided in the following instructions are from the eMARS Development environment.  When the EO1 document is available in eMARS Production the screens colors will not show up in red, but will appear in the traditional eMARS blue color scheme.  
1. Go to the Document Catalog.

2. Click on Create.

3. Enter the EO1 for Document Code. 

4. Enter Department and Unit., 

5. Check Auto Numbering.

6. Click Create.  
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Wm@'zz Customer Resource Center

Class
Date Class Code Locator Class Duration _ Location
41908 |EMARS1101 | 155841 |Into to infoAdvantage 1Day| 1043U81278
4B/08_|EWARST111 | 158498 |infoAdvantage Custom Reports 1Day| 1043081278
4722/08_|EWARSBROZ | 158491 |New User Budgel Execution AM 530 1200 1049081278
4722/08 _|EWARSBROZ | 158404 |New User Budget Execution P T:00-430] 1049081278
Wed 4/30/08_|EWARSBROZ | 158493 |New User Budget Execution AM 530 1200 1049081278
Wed 4/30/08_|EWARSBROZ | 158405 |New User Budget Execution P T.00-430] 109U 1278
Tues S/B/08_|EMARS1101 | 158486 [Intro to infoAdvantage 1Dy 1043U81278
Tues 513/08 |EMARST111__| 158504 |infoAdvantage Custom Reports 1Day| 1045081278
Tue 5720/08 _|EMARSTTT 158496 _|Charts of Accounts/ Budget and Cash Control 1Day| 1043081278
Wed 5721/08_|EMARSZ0T 158505 _|General Accounting (&) 830-1200] 1043US1278
Thurs 5/22/08_|EMARSB0T 158511 _|General Procurement 1Day| 1045081278
Wed 5/28/08 _|EWARSE03 | 158512 |Personal Sendce Contratts 1Day| 1043081278
Thurs 5/20/08 |EWARSE10 | 158513 |Procurement Card Adminisiraion (i) 8:30-1200] 1043US 1275
Tues /Y08 |EMARS1202 | 158506 [Travel (AM) 830-1200] 1043US1278
Tues 6/3/08__|EMARS420 | 168500 |Accounts Recevanle (P 100-430] 1043081278
Wed 6/4/08__|EMARS1320 | 168507 |Accounts Payable TDay| 1045081278
Thurs 6/5/08__|EMARSA0T 158514 |Fixed Assets 1Day| 1043081278
Tues—Thurs | 611012 |EARS1120 | 158505 |Business Objects Thick Client Reporting 3Days| 1043U8 1278
Fi 5/13/08 _|EWARS50T 158510 |Cost Accouniing Projects & Grants 1Day| 1043U5 1275
‘The Customer Resource Center training site is located at 1043 US 127 South
(between the Franiort Animal Clinic and the Days Inn Motel)




The Requesting Department field populates from the Department Code entered upon creation of the document.  
8. The Record Date will populate with current date upon submit.  

9. The Requestor Name and Phone Number will populate from the eMARS User ID selected from the Requestor ID pick list field. 
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Enter a concise Short Description of the request (this field holds 60 characters.)

11. All other drop-down lists replicate those currently provided in the Excel form.            

12. The Purpose and Justification is in a separate section, and holds up to 4000 characters.  If additional space is needed, then a WORD document may be used and attached to the Header of the EO1 document.  If an attachment is applied, do not just enter “see attached” in the Purpose and Justification field.  The report generated for Executive Committee review will not include information from attachments.  
-Continued-
Therefore, you must enter as much information as possible in the Purpose and Justification section, and include a statement indicating “Additional information attached at the Header.” 
13. The For Agency Use section includes an Extended Description field that will holds up to 1500 characters. 

This document is targeted to be available in eMARS Production by April 14, 2008.  Security Leads should contact Donald Sweasy to begin set up of Workflow and Approvals.  Work Lists may be set up based on specific conditions; e.g. a request type of Personal Service Contract,  Memoranda of Agreement, and University Agreements may route to a specific individual(s) Work List.

Procedural change information will be issued by the Finance Cabinet as soon as dates are finalized.  



If you have questions regarding any of the articles contained in this newsletter, please contact the Customer Resource Center via e-mail @ Finance.CRCGroup@ky.gov, or by phone @ 502.564.9641 (toll-free 877.973.4357).  



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