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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! – eMARS Year-End System  Availability Schedule 
[image: image6.png]Senice From : [17/01/2008
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eMARS year-end maintenance is scheduled to occur on Friday, July 4.  As a result of the pending maintenance, eMARS will be unavailable Friday, July 4, 7:00 AM through Saturday, July 5 7:00 AM.  
COT has scheduled a power outage for Saturday, July 12 that will begin at 12:00 Noon and run through Sunday, July 13.  The outage is anticipated to be completed by 12:00 Noon on July 13.  Users should monitor the eMARS News and Alerts Web site for updates regarding system availability during this time.


Year-End Close and New Year Changes 
Frequently Asked Questions

Financial/Accounting FAQs
Q:      When will General Fund allotments “collapse?”

A:
All General Fund balances at the close of the fiscal year shall lapse to the surplus account of the General Fund, with the exception of statutory or budget bill authorized allotments.  Beginning July 1, the Division of Statewide Accounting Services (SAS) may override documents paid from the General Fund (i.e., Fund 0100) provided combined funds are available in Object Types 01 (Personnel), 03 (Operating), 04 (Grants), and 06 (Capital Outlay).  Please contact your Statewide Accountant for an override.

Q:
How are new accounting structures established?

A:
New accounting structures (Fund, Function) are established on an SAS-14 form and processed through the Office of the State Budget Director (OSBD).  

Q:
When will encumbrances “rollover” to the New Year?

A:
All 2008 budget fiscal year encumbrances (other than Capital Funds) will roll to Fiscal Year 2009 (FY09) at close of business on Thursday July 3, 2008.  Capital Project encumbrances require no action since their budget fiscal year remains the same throughout the life of the project.

Q:
When is the last day to make payments from FY08?

A:
The last day to make any type of payment for FY08 is Thursday, July 10.  Payments made after July 10 will pay from FY09 funds. The last day to make payments against encumbering awards will be Thursday, July 3.
Q:
Can FY08 payments post after June 30?

A:
FY08 payments may be made via eMARS until close of business on Thursday, July 10.  The Budget Fiscal Year (BFY = 2008); Fiscal Year (FY = 2008) and Period (Period = 13) must be entered on the payment document.[image: image7.wmf]                       -Continued-
Q.
When is the Hard Close for June (Period 12)?

A:
The June Hard Close will be Thursday, July 3.
Q:
When are the closing dates for period 13?

A:
The Period 13 Soft Close will be Thursday, July 10.  The Hard Close will be Thursday, July 17.  

Q:
Can FY08 receipts post after June 30?

A:
FY08 revenue for the General Fund (0100) and Transportation (1100) Funds cannot post to FY08 after June 30.  Receipts for all other funds (done on CR documents) must be in the Treasury no later than the COB on Wednesday, July 9.

Q:
Where can I find a listing of the last dates that documents may be processed?

A:
Refer to the Closing Memo FY2008 document posted one the eMARS Web site @ http://finance.ky.gov/internal/eMARS/ for Last Day to Process Old Year documents. 

Procurement FAQs
Note:  In each FAQ scenario in this section the amount of the payment must not exceed the balance amount of the contract.

Q:
How do I liquidate encumbrances that should not roll over to the new fiscal year?  
A:
For all encumbering awards (PON2/PO/CT/DO), Copy Forward and create a zero dollar PRC.  Mark it Final in the Reference section, Ref Type field on both Commodity and Accounting lines.  This PRC must be processed by COB July 3, 2008.

Q.
How do I pay the balance of an award (PON2/PO/CT/DO) in the New Fiscal Year that expired on 6/30/2008 for services/commodities received prior to 6/30/2008?

A.
The service dates on the payment document should reflect the actual dates of service, and will occur within the service dates of the award.  Payments against expired award are permitted.

Q.
How do I pay against a Master Agreement in the New FY that expired on 6/30/2008 for services/commodities received prior to 6/30/2008?

A.
If you generally make payments directly referencing a Master Agreement (MA) document, the MA will not be found on URCATS after the expiration date.  It will be necessary to create a Delivery Order (DO), prior to MA expiration if payment is not anticipated until after June 30.  
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Encumbrance Clean Up

All Budget Fiscal Year (BFY) 2008 encumbrances will roll to BFY 2009 the evening of July 3.  Departments should review all open encumbrances and clean up any that are no longer needed.  Encumbrances may be liquidated by modifying the award document; or, creating a zero dollar PRC by using the Copy Forward functionality and selecting Final from the Ref Type drop-down box on all commodity and accounting lines.  The 2302 Outstanding Encumbrance Report in infoAdvantage may be used to assist departments in locating all outstanding encumbrances.  
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Matching Payments During Period 13

During Fiscal Period 13 (July 1 – July 10) the Fiscal Year and Period on PRM documents are determined by the Budget Fiscal Year (BFY) on the referenced award at the time the PRM is generated.  For example, if the BFY on the referenced award is less than the current BFY (2008<2009), then Fiscal Period 13 (BFY=2008, FY=2008, Period=13) will infer on the PRM.  If the BFY is greater than (9999>2008) or equal to (2009=2009) the current BFY, then the current fiscal period (new-year) will infer on the PRM.

Once encumbrances roll the evening of July 3, the BFY on encumbered awards will change from 2008 to 2009.  Users should verify their PRM documents to ensure they are paid from the appropriate fiscal period, which may be done by looking at the Accounting and Posting lines on the PRM document. 



Budget Fiscal Year (BFY) 2008 Pending Transactions

Documents submitted with a phase of Pending affect cash and budget balances.  Therefore, expenditure and encumbrance transactions must be cleared by the following dates:
· All Budget Fiscal Year (BFY) 2008 pending expenditure documents, modifications and cancellations (other than capital projects) MUST be posted (submitted to Final phase) or rejected back to Draft phase prior to COB Thursday, July 10.  

· All BFY 2008 encumbering documents, modifications and cancellations (other than capital projects) MUST be posted (submitted to Final phase) or rejected back to Draft phase by COB, Thursday, July 3.  

Any BFY 2008 documents in Pending phase after the dates specified above will be rejected back to Draft phase by the Office of the Controller.

Note:  Departments may utilize the Doc Phase Universe in infoAdvantage to assist with locating pending documents or reference the eMARS Pending Transactions.xls file that will be produced and made available closer to year end; at which time the file will be posted under the 2008 Year-End Information link on the eMARS Web site @ http://finance.ky.gov/internal/eMARS/.
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Establishing Biennium Contracts
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Many users are now beginning to enter contracts for the Biennium that will cross two fiscal years (FY2009 and FY2010).  When creating these contracts in eMARS, users should utilize the commodity section of the document to build separate commodity lines for each Fiscal Year of the contract.  It is recommended that when the contract is created, it be set up with two commodity lines with the Contract Amounts for each line reflective of the amount allotted by fiscal year.  The Service Dates for each Commodity Line should identify the full date range of the biennium contract.

	The first Commodity Line of the document should reflect the first Fiscal Year of the Biennium with the Contract Amount set for that FY.  The Accounting Line for that Commodity Line should encumber the current Fiscal Year funds using the Event Type of PR05.  
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	The second Commodity Line of the document, that is set up for the future Fiscal Year and include the Contract Amount allotted for that FY should carry the same service dates as Commodity Line 1.  The Accounting Line, however, should be established as a non-encumbering (PR07) line.
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Note:  Screenshots provided in the above instructions were taken from the eMARS Development environment.  eMARS Production screens will not show up in red, but will appear in the traditional eMARS blue color scheme. 



Completing Payment Documents During Period 13
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With the Fiscal Year-End deadline fast approaching, users who create payment documents should be reminded that the fiscal period may need to be entered on their documents.  Payments made between July 1 and July 10 have the option to be paid from either 2008 Old-Year (OY) funds or 2009 New Year (NY) funds.  Users who intend for the payment document to post to Fiscal Year 2008 (FY08), Period 13 (OY) must enter the entire fiscal period on the payment document: Budget FY (2008); Fiscal Year (2008); and Period (13).  These fields may be entered on the Header of the payment document or on each accounting line.  If entered on the Header, the Fiscal Period will apply to all accounting lines on the document.
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If the fiscal period is not entered on the payment document, then the current fiscal period (Period 1, 2009) will infer upon final approval.

Note:  Payments created during June (Period 12, 2008) must be submitted and all approvals applied before COB June 30.  Otherwise, Period 1, 2009 will be inferred.  
For example, a PRC is created and submitted on June 25 with the Budget FY, Fiscal Year and Period left blank; if the final approval is applied before COB on June 30, then Period 12, 2008 will be inferred.  If the final approval is not applied until July 2, then Period 1, 2009 will be inferred.

In summary, pay attention to the following points when completing payment documents during Period 13.  
Note:  These rules do not apply to Capital Funds (BFY=9999).

· The entire Fiscal Period 13 (BFY=2008, FY=2008, Period=13) must be entered on the document.  If the BFY is blank, a staging error is returned.

· Fiscal Period 13 (BFY=2008, FY=2008, Period=13) may be entered on the Header section or on the Accounting line of the document.

· Fiscal Period entered on the Header will infer on all blank Accounting lines.

· Fiscal Period entered on an Accounting line will always override Fiscal Period on Header.

· Fiscal Period 13 (BFY=2008, FY=2008, Period=13) must be entered on the Header section of a PRCI document.

· Fiscal Period 13 (BFY=2008, FY=2008, Period=13) must be entered on the Header section of a PRC2 document.

· Any Fiscal Period other than Fiscal Period 13 should never be entered on the payment document.  If left blank the Fiscal Period will properly infer based on the calendar date at the time the document is submitted to Final phase.
· Fiscal Period 13 payment documents must be submitted to final by COB Thursday, July 10.  Fiscal Period 13 payments against encumbering awards must be submitted to final by COB, Thursday, July 3.
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Moving Expenditures Between Fiscal Years
A JV2E document may be used to move expenditures between Budget Fiscal Years.  

Example:   A $100 expenditure was paid from BFY 2009 (new-year) and should have been paid from BFY 2008 (old year).  
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Accounting Line 1 above shows a negative ($100.00) and the 2009 Fiscal Period (BFY=2009; FY=2009; Period=1).
Accounting Line 2 above shows a positive $100.00 and the 2008 Fiscal Period (BFY=2008; FY=2008; Period=13).

-Continued-

When processing JV2E documents during the fiscal year end, remember the following:

· JV2Es to move expenditures between BFYs require the Fiscal Period (BFY, FY and Period) to be entered on the Accounting Line.

· JV2Es with BFY 2008 reference may be processed within the department up to COB July 10.

· JV2Es with BFY 2008 reference processed between July 11 and July 17 will require approval by the Office of the Controller, Statewide Accounting Services. 
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Fixed Asset Highlights 

There has been a lot going on with Fixed Assets in eMARS in the past couple of months.  Below is a list of highlights and updates regarding Fixed Assets.  
· Inventory Observation – Inventory Observation reports were due May 31, 2008.  If your department has not submitted one, please do so now.  Forms and instructions are available on the Controller’s Office Web site @ http://finance.ky.gov/ourcabinet/caboff/OOC/inventorycontrol.htm.  Please send all forms, reports and a cover letter to the Finance and Administration Cabinet, Statewide Accounting Services (SAS), ATTN: Fixed Assets Branch, Room 484 Capitol Annex as soon as possible.  
· Generated Shell Listing – There is now a weekly spreadsheet posted to the eMARS Web page @ http://finance.ky.gov/internal/eMARS/fixed_assets.htm each Monday to list all Fixed Asset shell documents generated during the previous week.  If you have any questions please contact Jennie Wolfe (jennie.wolfe2@ky.gov or 502-564-6693). 
· Deadline - All fixed asset documents for Fiscal Year 2008 fixed asset transactions, including those paid during July with old year money, need to be processed no later than Sept. 30, 2008.  This includes all fixed asset shell documents.
· Real Property Closing Packages – Real property closing packages will be mailed the week of June 16th and must be returned no later than Aug. 18, 2008.  Please include all real property transactions that occurred during Fiscal Year 2008 including those paid during July with old-year money.  Please send all forms, reports and a cover letter to the Finance and Administration Cabinet, SAS, Room 484 Capitol Annex as soon as possible.  
· Discarding Fixed Asset Acquisition (FA) Documents – You may now discard Fixed Asset Acquisition (FA) documents in eMARS.  This includes FA shell documents and FA documents created from scratch.  SAS will post summary balance sheet account entries annually to eliminate the need for unpending shells.  Please be careful when discarding generated shells (FA documents with User ID = emarsprd) because they include references to the corresponding payment document that may be useful for reports and audits.  Once a shell is discarded, it cannot be recovered. 
· Uploadable Spreadsheets for Mass Changes – There are now uploadable spreadsheets available for FA, FM, FT or FD documents where the number of documents exceeds 200.  If your Cabinet participates in a reorganization or other activity affecting more than 200 of your Fixed Assets, contact SAS for assistance in using the uploadable spreadsheets.  (Because the upload process requires more than one batch job, these generally cannot be set up as interfaces.)   
· Custodian Code Assignments – Custodians for Fixed Assets are maintained on the Custodian (CUSD) table in eMARS.  As described in training, responsibility for maintenance of this table falls to agencies.  Therefore, your Department’s Property Officer needs to identify a procedure for the assignment of new Custodian codes.  A Custodian code may be up to 10 characters long, and the first three digits must be the Department number.  The suggested procedure for assigning new Custodian codes is to take the next sequential number.  Therefore, for Department 758, if the last Custodian code used was 7580000010, the next Custodian code assigned would be 7580000011. 

-Continued-

· Custodian Code Changes - The Custodian code is intended to identify the person responsible for inventory of Fixed Assets.  It may represent an individual or a staff position.  Assigning Custodian codes to a staff position allows for flexibility when a position becomes vacant – instead of processing FM documents to reassign Fixed Assets, the Custodian Name may be changed to a supervisor’s name until the position is filled.  Note that although maintenance of Custodian codes is generally agency responsibility, requests for deletions must still be submitted to SAS. 
· Fixed Asset Transfers and BLNK – Users are now able to clear undesired fields when processing a Fixed Asset Transfer (FT) document to transfer a Fixed Asset from one Department to another.  For example, suppose a Fixed Asset was purchased in Department 721, funded by a federal grant.  Later, when it is transferred to Department 736, the Responsibility Center Fund is changed to the general fund.  Since the federal grant (Program code) does not exist for the New Department, the FT document will reject unless BLNK is entered in the Responsibility Center Program field.  Note also that FT documents no longer require central approval from SAS. 
· Updated Training – The eMARS 901 Fixed Assets training materials have been updated to include this information and other updates.  In particular, several appendices were added to describe error correction and reports design.  Additionally, an exercise was added to provide step-by-step instructions for maintaining the Custodian (CUSD) table.  The updated materials are available on the eMARS Web page @ http://finance.ky.gov/internal/eMARS/manuals.htm.
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Task order forms for Systems Design/Development Services (SDS) contracts must be attached at the Header of the EO1 document.  The task order form is to include hourly rate, classification, start and end date, and the contract number. 


CRC Training Announcement

The eMARS Training Schedule for the next quarter (July-Sept.) will soon be posted to the eMARS Web site @ http://finance.ky.gov/internal/eMARS/training_resources.htm.   Please frequent this site for information on upcoming eMARS training opportunities.  

If you are interested in registering for any eMARS course, 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. 



eMARS Newsletter Articles Archive Document

Finding historical eMARS Newsletter articles has just gotten easier.  You may now search for historical articles by accessing the List of eMARS Newsetter Articles Published to Date Excel file provided on the eMARS Web site under the Newsletter link.  This xls file contains two worksheet tabs; one tab sorts the articles by category, and the other tab sorts them by the Issue number the article appeared in.  Also included in this file, are the eMARS Web links to each article published along with the links to the MS Word version of each eMARS Newsletter Issue.  If you have questions regarding this new resource, please contact the CRC @ Finance.CRCGroup@ky.gov. 
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