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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 
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eMARS year-end maintenance is scheduled to occur on Thursday, July 2, 2009.  As a result of the pending maintenance, eMARS will be unavailable Thursday, July 2, 5:00 PM through Monday, July 6, 7:00 AM.  

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
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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.  The General Fund is divided among allotments based upon expenditure types (Object Types 01-Personnel, 03-Operating, 04-Grants, and 06-Capital Outlay).  “General fund allotments collapse” means that the general fund balance for all allotment types may be used to make allowable general fund payments, regardless of allotment (or expenditure type).  eMARS will still produce processing errors associated with the allotments, but beginning July 1, the Division of Statewide Accounting Services (SAS) may override the documents.  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:
Beginning close of business (COB) (5:00 pm) Thursday, July 2, 2009, all 2009 Budget Fiscal Year encumbrances greater than $1,000 (other than Capital Funds) will roll to Fiscal Year 2010 (FY10).  In addition, encumbrances less than or equal to $1,000 will lapse, thus closing the respective award.  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 FY09?

A:
The last day to make any type of payment for FY09 is Friday, July 10, 2009.  Payments made after July 10 will pay from FY10 funds.  The last day to make payments against encumbering awards will be Thursday, July 2.  The last day to make internal payments via IET; ITI/ITA is Tuesday, June 30.
-Continued-

Q:
When is the Hard Close for June (Period 12)?

A:
The June Hard Close will be Thursday, July 2, 2009.

Q:
When are the closing dates for Period 13?

A:
The Period 13 Soft Close will be Friday, July 10, 2009.  The Hard Close will be Friday, July 17, 2009.  

Q:
Can FY09 payments post after June 30?

A:
FY09 payments may be made via eMARS until COB (7:00 pm) on Friday, July 10.  The Budget Fiscal Year (BFY = 2009), Fiscal Year (FY = 2009) and Period (Period = 13) must be entered on the payment document.

Q:
Can FY09 receipts post after June 30?

A:
FY09 revenue for the General Fund (0100) and Transportation (1100) Funds cannot post to FY09 after June 30.  Receipts for all other funds (done on CR documents) must be in the Treasury no later than the COB on Friday, July 10.

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

A:
Refer to the Closing Memo FY2009 document posted on 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.  In addition, all required EO1s must be approved prior to procurement activity.

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 Payment Request (PRC) document.  Mark it “Final” in the Reference field on both Commodity and Accounting lines.  This PRC must be processed by COB (5:00 pm) on Thursday, July 2, 2009.

Q:
How do I pay the balance of an award (PON2/PO/CT/DO) in the New Fiscal Year that expired on 6/30/2009 for services/commodities received prior to 6/30/2009?

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 awards are permitted provided the goods or services were incurred prior to the award expiration date. 
Q:
How do I pay against a Master Agreement in the New FY that expired on 6/30/2009 for services/commodities received prior to 6/30/2009?

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) and ensure all approvals are applied and the DO is in “Final” Status prior to the MA expiration if payment is not anticipated until after June 30.  Should an agency fail to create a DO prior to the MA expiration date and they have a payment they must make, they will have to create a stand alone PRC and have a “Memo” reference to the MA. 

Q:
How do I make a FY09 payment against an encumbering award once the 


encumbrance rolls on July 2?

A:
Once the encumbrances roll to FY10, the payment must reference the award and be paid from FY10.  However, you still have an opportunity to JV the funds back to FY09 on a JV2E document until Friday July 17, 2009.
Q:
How do I make a payment against an award that “lapsed”?

A:
All encumbrances less than or equal to $1,000 will lapse beginning COB (5:00 pm) July 2, 2009.  If a payment for goods received or services rendered on non-PON2 awards is required after the lapse, Copy Forward to a PRC document; select “Memo” as the Reference Type; and use the “Small Purchase Authority” as the Cited Authority.  For PON2 payments on lapsed PON2 awards, Copy Forward to a PRC document; select “Memo” as the Reference Type; and use the Cited Authority on the referenced PON2 as the Cited Authority on the PRC.


Completing Payment Documents During Period 13
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With the Fiscal Year-End 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 may have the option to be paid from either 2009 Old Year (OY) funds or 2010 New Year (NY) funds.  Users who intend for the payment document to post to Fiscal Year 2009 (FY09), Period 13 (OY) must enter the entire fiscal period on the payment document: Budget FY (2009); Fiscal Year (2009); 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, 2010) will infer upon final approval.

[image: image10.jpg]



Note:  Payments created during June (Period 12, 2009) must be submitted and all approvals applied before COB June 30.  Otherwise, Period 1, 2010 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, 2009 will be inferred.  If the final approval is not applied until July 1, then Period 1, 2010 will be inferred.

In summary, please 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=2009, FY=2009, Period=13) must be entered on the document.  If the BFY is left blank, a staging error is returned.

· Fiscal Period 13 (BFY=2009, FY=2009, 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=2009, FY=2009, Period=13) must be entered on the Header section of a PRCI document.

· Fiscal Period 13 (BFY=2009, FY=2009, 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 (7:00 pm), Friday, July 10.  Fiscal Period 13 payments against encumbering awards must be submitted to final by COB (5:00 pm), Thursday, July 2.
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Matching Payments During Period 13

During Fiscal Period 13 (July 1 – July 10) the Fiscal Year and Period on Payment Request Matching (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 (2009<2010), then Fiscal Period 13 (BFY=2009, FY=2009, Period=13) will infer on the PRM.  If the BFY is greater than (9999>2009) or equal to (2010=2010) the current BFY, then the current fiscal period (new-year) will infer on the PRM.

Once encumbrances roll the evening of July 2, the BFY on encumbered awards will change from 2009 to 2010.  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.  If the encumbrance is lapsed, the award will close.  However, the PRM will continue to generate in “Reject” Status until the user pays via a Copy Forward to a PRC or cancels the eMARS Invoice IN document.


[image: image12.png]


           Budget Fiscal Year (BFY) 2009 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) 2009 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 (7:00 pm) Friday, July 10.  

· All BFY 2009 encumbering documents, modifications and cancellations (other than Capital Projects) MUST be posted (submitted to Final phase) or rejected back to “Draft” phase by COB (5:00 pm), Thursday, July 2.  

Any BFY 2009 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 FY 2009 eMARS Pending Transactions.xls file posted under the 2009 Year-End Information link on the eMARS Web site @ http://finance.ky.gov/internal/eMARS/.
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The encumbrance roll process to move encumbrances from FY09 to FY10 is scheduled to begin the evening of Thursday, July 2, 2009.  This year, only encumbrances greater than $1,000 will roll to the new year (FY10).  Encumbrances less than or equal to $1,000 will lapse on July 2, thus closing the awards.  This process applies to ALL non-capital fund encumbrances on all award documents including PON2s.  

Users should make every effort to clean up or pay old year (FY09) encumbrances prior to COB (5:00 pm) July 2, 2009.  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 lines.  The 2302 Outstanding Encumbrance report within infoAdvantage may be used to aid in clean up efforts.  
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Payments Against Lapsed Awards

Remember all non-capital encumbrances less than or equal to $1,000 will lapse after COB (5:00 PM), Thursday, July 2, 2009.  Please adhere to the following when making payments against these awards after July 2:

· Payments against lapsed PON2s

· Copy Forward to PRC
· Select “Memo” Reference Type
· Enter exact Cited Authority from PON2 on PRC 


-Continued-
· Payments against all other awards (non-PON2)

· Copy Forward to PRC
· Select “Memo” Reference Type
· Enter FAP 111-55-00 Small Purchase as the Cited Authority
Note:
Lapsed awards with an open Invoice (IN) document will generate a Reference Type of “Reject” Status until the user makes payment via a Copy Forward to a PRC per instructions above. 



[image: image15.jpg]Pending



Moving Expenditures Between Fiscal Years
A JV2E document may be used to move expenditures between Budget Fiscal Years.  

Example:  $100 expenditure was paid from BFY 2010 (new year) and should have been paid 
                   from BFY 2009 (old year).  
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Accounting Line 1 shows a negative ($100.00) and the 2010 Fiscal Period (BFY=20010; FY=2010; Period=1).
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Accounting Line 2 shows a positive $100.00 and the 2009 Fiscal Period (BFY=2009; FY=2009; 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 2009 reference may be processed within the department up to COB (7:00 pm) July 10.

· JV2Es with BFY 2009 reference processed between July 11 and July 17 will require approval by the Office of the Controller, Statewide Accounting Services.
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                                 American Recovery and Reinvestment Act (ARRA)

· Specific Guidance for the use of American Recovery and Reinvestment Act (ARRA) funds was distributed on May 11, 2009.  If you have not yet seen this, you may access it at http://eprocurement.ky.gov/.  This site will be updated as new information becomes available from the federal government.  Links under the heading ARRA are: Memo to Agencies 5-11-2009; Initial Guidance for Procurement Requirements; and Standard Terms and Conditions.

· Please note that a federal requirement is that the ARRA terms and conditions must be included in every solicitation and every contract that utilizes ARRA funds. 

· These terms and conditions may change as more information becomes available from the federal government, so check this Web site often. 

· Individual federal agencies may have unique terms and conditions for ARRA grants that must also be included. 

· Since reporting requirements are stringent, agencies need to determine whether it is worthwhile to use their ARRA funds for small purchase amounts.

· Each state agency is responsible for following the reporting requirements when using ARRA funds, as well as the inclusion of the required terms and conditions.

· Another federal requirement is for grantees to register in the Central Contractor Registration Database.  The Kentucky Procurement Assistance Program will assist anyone with this process.  They may be reached at 800-838-3266 or 502-564-4252; by fax 502-564-5932; or email: ced.kpap@ky.gov.   
· The following is an excerpt taken from the Initial Guidance for Procurement Requirements (posted on the eProcurement Web site) that addresses Registration Requirements for Grants.
REGISTRATION REQUIREMENT FOR GRANTS

In accordance with ARRA, Section 1512(h), recipients (i.e. state agencies) of grants and first-tier recipients of such funds (i.e. grantees) are specifically required to maintain current registrations in the Central Contractor Registration (CCR) Database: http://www.ccr.gov/. 

Please note that a Dun and Bradstreet Data Universal Numbering System (DUNS) number is required for such registration.  The DUNS Number for the state is 007 002 959.
· All procurement documents (requisitions and awards) that involve the use of federal stimulus funds: 

· Shall note “ARRA” or “Federal Stimulus” in the Document Name field. 

· Shall note the project name in the Document Description field. 

· Shall indicate “12FS” as the Fund under the fund accounting section, even if a non-accounting event type is being used.
· New fields have been added to the EO1 for use with ARRA funds. 

· The Type of Request drop down box now contains a selection for ARRA – Federal Stimulus.  If your purchase will use ARRA funds, in any part, this request type needs to be selected.

· The Funding Source drop down box now contains a selection for ARRA – Federal Stimulus.  If your purchase will use ARRA funds, in any part, this is the funding source that needs to be selected.

                      
-Continued-
· A new Program Code field has been added which is a required field 
when the Funding Source selection is “ARRA – Federal Stimulus.”  This field is not required otherwise.

· The Purpose and Justification field, while not a new field, must fully describe the program that will be conducted, the types of expenditures that are anticipated, and the outcomes that are expected for use of ARRA funds.  

· This needs to be in “layman’s terms”, so that if the EO1 information is used for the Kentucky eTransparency Web site (http://opendoor.ky.gov/), the average citizen can understand it.

· Note: EO1s previously approved by the Committee, which would not have had these selections made and utilize ARRA funds will need to be modified with these changes, for reporting purposes.  Review the Purpose and Justification for the details required.  Previously approved EO1s may still be used as the attachment to subsequent procurement/payment documents until the modified version is approved. 


[image: image19.wmf]EO1 Changes and Reminders
· The EO1 Funding Source drop down box has had a couple of other additions: ARRA – Federal Stimulus, Tobacco, and Road Fund selections. 

· The EO1 document changes went into eMARs Production Monday, June 8, 2009.

· Note: When modifying the EO1 to increase the cost, increase the original cost by the amount of the modification.  The cost field should reflect the new total. 
· EO1s need to be in “Final” Approval Status in the agency before noon on Wednesdays to be picked up on the agenda for the committee meetings, which are held every Thursday afternoon. 
· Be sure to attach the approved EO1 to the Header of your procurement and payment documents.
· Last day to submit EO1s for FY09 activity was Wednesday, June 10.
· Note:  The Agency MUST receive an approved EO1 before items/services may be purchased by any method.  All items must be received or services completed by June 30, 2009 in order to be paid out of FY09 funds.



Fixed Assets Update
Property Officers, if you have not already submitted your FY09 Inventory Observation reports, please send them to Jennie Wolfe as soon as possible.  Real Property Closing Packages will be distributed in the coming month, as corrections are made.

Please begin cleaning up your Fixed Assets shells.  Submit them where possible, and where they cannot be used, be sure to appropriately enter documents “from scratch” to record those fixed assets.  The target date for having all fixed assets shells for $5,000 and above processed is September 1, 2009.


Vendors, Vendors, Vendors

Did you know that for one-time or infrequent payments there are miscellaneous vendors that may be used?  The following four miscellaneous vendor codes shown below are set up in eMARS for this purpose.  
Using these vendors requires more information to be entered on the payment request (i.e. name, address, and taxpayer information if the object is 1099 reportable).  However, by utilizing these vendor codes for those one-time or infrequent payments, you will save time and effort by not having to create a new vendor customer record within eMARS.
-Continued-

When creating VCC documents, there are certain fields that the Controller's Office requires completion with specific values.  This vendor checklist below shows the fields that are required and the specified values.  Any VCC or VCM document that does not have these values correct will be rejected by Statewide Accounting Services (SAS.)  Rejecting VCC or VCM documents could potentially cause delays in other documents needing to be processed that reference the vendor customer code.  Please spend a few minutes verifying the information in these fields before submitting the VCC/VCM to ensure all values are correct.  Doing so will save time and ensure accuracy of our vendor information.

The following list identifies the fields and the specified value for each as required by SAS when submitting VCC or VCM documents.
	· Vendor Customer Tab

	General Information Section

· Vendor Customer – Begins with VC or VS

· Auto Generate - Checked

· Location Name – Needs to be Address Line 1 from 
the address
· Organization Type – Must be entered
Account Indicators Section

· None of these should be checked without justification in comments
Organization Section

· Classification – Must be entered

· Taxpayer ID Number – Must be entered and valid

· Taxpayer ID Number Type – Must be entered and valid


	Disbursement Options Section

· Category – STM

· Default Priority – 99

· Default Format – REG

· Scheduled Payment Day - blank

· Single Payment Indicator- Checked

· Name on Check – Both

Prenote/EFT Section

If EFT payments are requested:

· Generate EFT Payment – Checked

· ABA Number – Entered and valid

· Account Type – Checking or Savings

· Account Number – Entered

· EFT Format – CCD

· EFT Status – Eligible for EFT

	· Address Tab

	· There must be at least two addresses (one payment and one procurement)

· For Address, Address ID should be AD001 and Phone Number is required.

· For Contact, Contact ID should be PC001, Contact, and Phone are required

· Default Record – Checked for Payment and Procurement address
· If the vendor has a single address that will be used for the Procurement and Payment address, only create one Address ID (AD001).  If two address codes are on the document with the same address, the document will be rejected.


	· 1099 Reporting Information Tab

	Taxpayer Information Section

· Vendor Customer, Taxpayer ID Number, TIN Type - Must be entered

· Name, Address, City, State, Zip Code – Must be entered

· 1099 Reportable – Checked

	· 1042-S Reportable Information 
          Section - All fields left blank

	· Business Type Tab

	· Business Type ID – Must have one business type entered


	· Certification Tab

	· Vendor Active Status – Active

· Vendor Certification Status - Complete 




Business Objects XI Upgrade Update
 As communicated in the March 2009 - Issue 25 of the eMARS Newsletter, the Business Objects XI Release 3.1 upgrade Go-Live date scheduled for August 2009 has been delayed.  We are currently waiting on Service Pack 2, which is expected to arrive toward the end of July 2009.  A new Go-Live date and additional information will be provided as soon as it is made available.  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.


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