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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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eMARS User Group Meeting Scheduled – Registration Required

Mark your calendars and make plans now to attend the upcoming eMARS User Group Meeting scheduled Thursday, March 26 from 2:30 to 4:30 PM at the Transportation Office Building Auditorium, 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 number 0000167518 in Pathlore as shown below.
	EMARSUSER1 EMARS USER GROUP MEETING
	0000167518
	3/26/09


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


Business Objects XI Upgrade Announcement
Due to unforeseen circumstances, the Business Objects XI upgrade Go-Live date scheduled for March 9, 2009 has been delayed until further notice.  More information will be provided in future eMARS Newsletter articles.  All training scheduled for February 2009 will be cancelled and dates for rescheduling will be provided when the new Go-Live date has been determined.  Users already scheduled for training who have received a class confirmation letter will receive a cancellation notice.[image: image6.png]


  In the meantime, agencies should continue implementing the list of Next Steps provided below to ensure the upgrade is a success throughout their department(s), as it relates to the conversion of their custom reports.  
NEXT STEPS:

Clean Up
1. Agency Report Developers

· Review all Agency Corporate Documents and delete any reports not utilized.
· Document complex reports.
2. All infoAdvantage Users

· Delete any reports no longer utilized that would not need to be converted.  Review all Inbox Documents and save any reports you want to keep to your Personal Documents.
· Review all Personal Documents and purge data from the reports.  Note:  Purging does not affect the reports structure (formatting) it deletes the data from the report to make the file size smaller.


[image: image7.wmf]News on the EO1 Process
EO1 Request for Printing Services

Printing has been added in the drop down box for Type of Request on the eMARS EO1 document.  Users should select this type for all EO1 requests for printing.  This will allow the request to be routed to the Finance and Administration Cabinet’s Division of Printing Services for recommendations prior to being placed on the agenda for the EO Committee meeting.  Adequate specifications for the print job should be included in the Purpose and Justification field in order for the Division of Printing Services to determine if the service should be performed in-house or by a private sector vendor.   
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EO1 Blanket Waiver Reminder

Blanket Waivers may be approved for routine “non-discretionary” expenditures for ONE YEAR’S worth of similar purchases or contracts, and must be specific and limited to clearly defined situations or programs.  If your Blanket Waiver(s) are more than or close to being a year old you will need to submit a new EO1 request to avoid any lapse. Also, if you have EO1s that have reached or exceeded the estimated or actual cost, these should be resubmitted for consideration.  These may be submitted on a new EO1 or done as a modification to the original depending on the age of the original. 
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Cost Increase for a Prior Approved EO1

From time to time, cost may change from the time an EO1 is submitted and approved to the time the actual order is placed to procure the need, and we often get the question “Do we need to resubmit the EO1?”  If the change is due to a decrease in cost the EO1 does not need to be modified.  If the cost increases, but the increase is less than 15% of the actual/estimated cost on the approved EO1, the EO1 does not need to be modified.  When the cost increase is greater than 15% of the actual/estimated cost on an approved EO1 the EO1 will need to be modified with the increased amount.  Users need to enter the new cost along with an explanation for the increase in the Purpose and Justification field. 
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EO1s for Pcard Purchases

If a user routinely uses a Pcard to make purchases of similar items that total $1,000 or more annually, and the items are not covered under an existing Blanket Waiver, then an EO1 request for a Blanket Waiver for those purchases will need to be submitted.  An example of this may be a field employee that does not regularly report to an office setting but needs to make routine purchases in the field for a particular supply that they utilize in their day-to-day job duties.     
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A Few EO1 Reminders 

-Modifications to EO1s

When modifying an EO1 add the wording “Modification” and include the date of the mod with additional information to the top of the Purpose and Justification field, and resubmit the document.  Do not add additional information to Document Comments or as an Attachment.  These fields do not print on the agenda that the EO Committee reviews.  Modified documents will appear on the next week’s agenda if all agency approvals have been applied before noon on Wednesday.  

-EO1 Purpose and Justification 

Please provide full, but concise information on the exact nature of the purchase or contract, how it relates to specific program requirements, and how it is critical to your agency’s delivery of services or necessary ongoing operations.  Explain the impact on your agency’s requirements if the purchase is not made.  Not providing sufficient information delays action being taken on the EO1 by the EO Committee. 

-Continued-

 -Held EO1s 

Reasons why an EO1 document is held may be found in the Document Comments on the EO1.  Using agencies should review these on Friday afternoons as all actions from the Thursday meeting will be entered by then.  If additional information is required, a comment about what is needed will be in the Document Comments.  It is the agency’s responsibility to review and modify the EO1 with any additional information requested by the EO Committee. 

-EO1 Issues That May Delay Committee Action

· Not enough detail in the Purpose and Justification field to determine what is being requested, how many are requested, and/or why it is being requested.
· Make sure to include a cost or estimated cost.

· Do not attach the “Purpose and Justification” to the EO1 Header – attachments and document comments do not print out on the committee agenda.

· Note in the Purpose and Justification field if there are any attachments (equipment list, vendor list, etc.) to the EO1.  Do not include a vendor name when procurement method is Submit a Requisition, Agency to Issue RFP, etc.  This field now defaults to TBD (To Be Determined) but is overwriteable.

· Check Surplus and Correctional Industries (KCI) prior to submitting requests for furniture.  Note this in the Purpose and Justification field.

· Legal Services require prior approval of the Governor’s General Counsel.  Obtain and note this approval in the Purpose and Justification field.
-EO Committee Approvals 

The EO Committee approval authorizes the procurement process to begin.  Agencies MUST procure approved requests according to Statutes, Regulations and Finance and Administration Policies and Procedures (FAP).  Special Authority requests, delegations, and other methods of procurement are NOT approved through the EO Committee review – these approvals are a separate process.
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When creating a Delivery Order (DO) against a Master Agreement (MA), make sure you enter a Shipping and Billing Address in each Commodity Line for your Office.  Recently there have been some orders shipped and billed to the incorrect agency.  This occurs when default locations have been entered into the MA.  When orders are placed against the MA, the shipping and billing locations default automatically to the same locations.  It is the responsibility of the user to change the Shipping and Billing Locations to correspond with your individual office location.


[image: image14.wmf]Attention Property Officers and Inventory Officers
The time for the annual statewide Physical Inventory of Fixed Assets has come again!  An eMARS Physical Inventory User Group Meeting is scheduled for Thursday, Feb. 12 from 1:00 p.m. to 3:00 p.m. to review procedures to follow for the 2009 inventory, including those for Real Property.  The meeting will be in the Auditorium of the Transportation Office Building, 200 Mero Street, in Frankfort, KY.  
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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 167505 in Pathlore as shown below.
Contact Donna Hall at 564-9641 ext 459 if you need assistance registering for the session.


eMARS Training Announcement

The eMARS Training Schedule for the first quarter of 2009 is posted on the eMARS Web site at http://finance.ky.gov/internal/eMARS/training_resources.htm.  Please frequent this site for information on upcoming eMARS training opportunities.  

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 at http://finance.ky.gov/internal/eMARS/training.htm are prerequisites for all eMARS classes. 

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.



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