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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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Year-End Closing Memo

The Fiscal Year 2010 (FY10) Year-End Closing Memo is now available on the eMARS and Office of the Controller Web sites.  Please refer to this memo for important dates and deadlines related to year-end close processes and procedures.  If you have questions concerning this process, please contact the Customer Resource Center at Finance.CRCGroup@ky.gov or via phone at 502.564.9641 (Toll-Free 877.973.4357).
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Fiscal Year (FY) 2010/2011    
Encumbrance Roll/Lapse
The encumbrance roll process to move encumbrances from FY10 to FY11 is scheduled to begin the evening of Friday, July 2, 2010.  Only encumbrances greater than $1,000 will roll to the new-year (FY11).  Encumbrances less than or equal to $1,000 will lapse upon close of business (COB), 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 (FY10) encumbrances prior to COB July 2.  The 2302 Outstanding Encumbrance report within infoAdvantage may be used to aid in clean up efforts. 

It is likely that eMARS will be unavailable Saturday, July 3, 2010 through Monday, July 5, 2010 in order to complete the encumbrance roll/lapse process. 

Beginning Tuesday, July 6, payments against lapsed PON2s will be made using a PRC document with a Memo reference to the award and citing the authority reflected on the PON2.  
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All other payments against lapsed awards (other than PON2s) will be made using a PRC document with a Memo reference to the award and citing FAP 111-55-00 Small Purchase.  Please ensure that personal service payments cite the proper authority per the PON2 and not the small purchase authority.


Important Information for AILs and 
Other Agency Contacts
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The Office of the Controller recently found that important communications sent from our office regarding eMARS issues did not reach the intended audience.  The Office uses agency delegated contacts as the central point of contact for communications regarding eMARS and related issues and relies on the delegated contacts to forward the information to all impacted users within their agency.  A list of current agency delegated contacts is available on the eMARS Web site at: http://finance.ky.gov/internal/eMARS/Agency+Contacts.htm.  If your name is included in this list, it is imperative that you forward any communications from the Office of the Controller to the impacted users within your agency.  If contacts are incorrect on this list, then the AIL for the agency must complete the appropriate Agency Delegation and Contact Information Packet located at: http://finance.ky.gov/internal/eMARS/Agency+Contacts.htm and submit the updated packet to Connie.Camden@ky.gov. 

Additionally, the Office of Procurement Services maintains a separate, internal list of purchasing contacts.  If you need to be informed of procurement-related issues and you are not on the purchasing contacts distribution list, please e-mail Tracy.Gritton@ky.gov.

Your cooperation and teamwork to ensure your users are informed is greatly appreciated.  Please feel free to contact the Customer Resource Center (CRC) if you have questions or concerns.
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OB1 Document Updates - Change in Modification Process
Due to reporting complications, users are no longer able to create modifications to OB1 documents.  If it is necessary to correct an existing OB1 entry then create two separate lines on either the OB1 spreadsheet or document (if created directly in eMARS).  Use Line 1 to record the negative amount to back out the existing OB1 data and Line 2 to record the positive amount to reflect the correct OB1 data.
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Grainger Industrial Supply - MA 758 0700002266
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All commodities provided by Grainger Industrial Supply are included in the Kentucky Master Agreement (MA).  However, not all supplier part numbers are listed individually within the Universal Requestor Catalog Search (URCATS).  Part numbers included in URCATS are cataloged on Line 16 of the MA.  While those not included are represented on Line 17, a miscellaneous line.  For those supplier part numbers not found in URCATS, users should search and select the part number, SPN%, as shown in the screenshot, then generate the appropriate DO or PRC document.  
When completing the generated DO or PRC document be sure to include the following:
· a description of the item in the Extended Description field within the Commodity Section
· change the List Price from $0.01 to the actual price of the item.  
If you have questions concerning this process, please contact the CRC at Finance.CRCGroup@ky.gov or via phone at 502.564.9641 (Toll-Free 877.973.4357).
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EO1 Blanket Waivers

On Jan. 22, 2010, a memo was sent to purchasing contacts from the Office of Procurement Services concerning changes to the EO1 process for blanket waivers.  The changes detailed below are necessary due to the current budget situation and pending Smart Government Initiative outcomes.  

Complete information on the EO process, may be found under Executive Order 2008-011 Procedures located at:  http://finance.ky.gov/business/procurementservices/procurementhowto.htm. 
· Goods & Non-Professional Services
Effective immediately, ALL new EO1s requesting blanket waivers for ALL goods and non-professional services (not Personal Service Contract or Memorandum of Agreement) will be approved through June 30, 2010.  ALL previously approved blanket waivers for goods and non-professional services will expire on June 30, 2010, regardless of the time specified on the EO1.  Agencies should review and resubmit blanket requests as appropriate, based on Fiscal Year 2011 budgets.  

· Non-discretionary, Routine Purchases and Expenditures  

The Purpose and Justification section on EO1 blanket waiver requests for non-discretionary, routine purchases and expenditures should provide a detailed explanation and justification for the special situation requiring the need for the waiver as well as a realistic cost estimate.  Be sure to include how the estimated amount was determined (e.g. budgeted amount, previous purchases/payments, etc.).  If the waiver request includes multiple commodities, services or locations, detail realistic estimated amounts and determinations for each commodity, service or location in the EO1 Purpose and Justification section.

It is also important to check and select the most accurate Type of Request from the drop down box on the EO1.  Regardless of EO1 type, agencies are to provide full, but concise information on the exact nature of the request; how it relates to specific program requirements; how it is critical to your agency’s delivery of services or necessary ongoing operations; and how the agency will be impacted if the purchases are not made. 

· Task Orders
EO1 blanket waivers regarding Task Orders for IT contractors to be hired through Master Agreements for IT System Design/Development Services may be submitted to be effective March 01, 2010 through June 30, 2011.  Please be sure and attach the SDS Task Order spreadsheet located at: http://finance.ky.gov/business/procurementservices/procurementhowto.htm and reference the appropriate effective dates.

· PSC, MOA and Grants
Contingent upon budget approval for the period of July 1, 2010 through June 30, 2011, EO1s for Professional Services (PSCs, MOAs, and Grants) will be approved on a fiscal-year basis.  All PSC, MOA and Grants on PO2 and PON2 contracts established for the two-year biennial period will require a separate EO1 for each fiscal year of the contract.  The PO2 or PON2 should have one commodity line for each fiscal year of the contract period.  The commodity line amounts must correspond to the EO1 amount approved for that fiscal year.  All PSCs shall include a standard funding out clause and all MOAs shall include a standard cancellation clause.  See below. 

· Funding Out Provision:

The state agency may terminate this contract if funds are not appropriated to the contracting agency or are not otherwise available for the purpose of making payments without incurring any obligation for payment after the date of termination, regardless of the terms of the contract.  The state agency shall provide the contractor thirty (30) calendar days written notice of termination of the contract.

· Cancellation Clause:

Either party may cancel the contract at any time for cause or may cancel without cause on 30 days' written notice.
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On Feb. 28, 2010 the IT System Design/Development Services (SDS) Master Agreements expired.  New SDS contracts have been awarded and are effective as of March 1, 2010.  The new contract holders are:

· Keane (MA – 758 - 1000000412)

· Pomeroy IT Solutions (MA – 758 - 1000000413)

· TEK Systems (MA – 758 - 1000000414)
The Executive Order (EO) process for all new task orders is as follows:
1. All task order requests must be submitted to the Executive Order (EO) Committee on an EO1 document using the System Design/Development Services (SDS) Task Orders spreadsheet template located @ http://finance.ky.gov/business/procurementservices/procurementhowto.htm.  The SDS Task Order spreadsheet must be attached to the header of the EO1 and the dollar amount must be included on both the SDS Task Order spreadsheet and EO1. 
  
2. After EO1 approval, any changes in the duties/responsibilities of the contractor and/or if the contractor is replaced with a new contractor, the previously approved EO1 must be modified and submitted to the Executive Order (EO) Committee for the approval of the modified task order(s).  The modified SDS Task Order spreadsheet must be attached at the header of the EO1 modification document and reflect all new information.  Enter the reason for modification on the EO1 at the beginning of the Purpose and Justification field.   
3. Copies of all task orders must be sent to Jerome Mueller (COT) after the Executive Order (EO) Committee’s approval.  
4. Given the current fiscal condition of the Commonwealth, agencies must review all task orders carefully to determine the necessity of such task orders. 

If you have questions, please contact Jerome Mueller, COT at 502-564-4740 or Jerome.Mueller@ky.gov.  
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Personal Service Contracting in Kentucky
Kathy Robinson, Personal Service Contract Administrator, Office of Procurement Services, presented a class at the Kentucky Public Procurement Association’s Annual Conference in November 2009.  Several attendees requested a copy of this presentation.  Therefore, the 2009 KPPA Presentation PSC and MOA has been posted on the Finance and Administration Cabinet’s Office of Procurement Services Web site under the Procurement How-To’s link @ http://finance.ky.gov/business/procurementservices/procurementhowto.htm. 
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Fixed Assets Update

Physical Inventory Is Underway!
The FY10 Physical Inventory is currently underway.  Property Officers need to print off the procedures and report.  Do not forget to give the Auditor’s Office 10 days notice before you conduct your inventory!  Physical Inventory Observations are due to the Office of the Controller by May 28, 2010.  This year’s procedures and samples are on the Office of the Controller Web site at http://finance.ky.gov/ourcabinet/caboff/OOC/inventorycontrol.htm.
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Time Is Running Out – Copy Your Personal Reports to “My Favorites”
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If you published your Personal Documents as part of the BO XI Upgrade, you need to copy these from the Personal Reports Imported folder into My Favorites or another appropriate location, such as an agency folder.  The Personal Reports Imported folder is located in infoAdvantage by clicking Document List and looking under All -> Public Folders -> eMARS Financial  -> Personal Reports Imported.
Please also note that any reports located in the Uncategorized Personal Reports folder must be relocated prior to COB Friday, April 2, 2010.  At that time, both the Personal Reports Imported and Uncategorized Personal Reports folders will be removed from infoAdvantage and reports residing in those folders will no longer be accessible.

Detailed instructions for copying reports may be found at http://finance.ky.gov/internal/eMARS/boxi.htm in the Resources section.
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Report Redevelopment is Underway – Sign Up for a Workshop Today!

Thick Client users, if you have not already begun to redevelop your Thick Client/DesktopIntelligence (DeskI) reports using the new WebIntelligence (WebI), please make plans to do so soon!  Reports needed for year-end closeout should be redeveloped by June 1, 2010 in order to allow time for testing.  Coordinate with your users to run the redeveloped reports for testing purposes as soon as possible.  All other thick client reports must be redeveloped by calendar year end, Dec. 31, 2010.

To facilitate the process of report redevelopment, the CRC is offering a series of workshops for Thick Client/DeskI users in April.  Report developers should come to the workshop prepared with the following:
· Documentation of the report to be redeveloped, including query objects, filters, SQL, and report layout/formatting, and/or

· A partially developed WebIntelligence query for troubleshooting.
Please note that these are workshops and NOT training classes; although training materials may be available for reference purposes they are not reviewed during the sessions.  The workshops are intended to help report developers resolve redevelopment issues and are NOT intended to replace the Reporting classes.  In addition, there will be very limited access to the DeskI environment since development must be done using WebI.

Pathlore information for the workshops is provided below; please register for a session through your Training Team Lead (TTL).
	
Date
	Code
	Locator
	Name
	Duration
	Location

	04/13/10
	EMARSAGY
	164751
	DESKI TO WEBI WORKSHOP 
(THICK CLIENT USERS ONLY) PM
	1:00pm – 4:30pm
	1049 US 127S

	04/15/10
	EMARSAGY
	164752
	DESKI TO WEBI WORKSHOP 
(THICK CLIENT USERS ONLY) PM
	1:00pm – 4:30pm
	1049 US 127S

	04/20/10
	EMARSAGY
	164753
	DESKI TO WEBI WORKSHOP 
(THICK CLIENT USERS ONLY) PM
	1:00pm – 4:30pm
	1049 US 127S

	04/22/10
	EMARSAGY
	164754
	DESKI TO WEBI WORKSHOP 
(THICK CLIENT USERS ONLY) PM
	1:00pm – 4:30pm
	1049 US 127S
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Last() Function in Business Objects XI
There are times when it is necessary to correct a Chart of Account element in eMARS such as the Name field.  When the corrected Chart of Account element is controlled by fiscal year, reports pulling data from multiple fiscal years (i.e. Cash reports) return a #MULTIVALUE in the name field or may return the incorrect name.
In the Cash example below the Fund Name was corrected in FY 2009.  Therefore, the data returned for this report included one name for FY 2007 and FY 2008; and a different name for FY 2009 and FY 2010.
	Fund Type
	Dept
	Fund
	Fund Name

	7200
	758
	722F
	NIC Payments Fund

	7200
	758
	722G
	ePayment Gateway Fund

	7200
	758
	722H
	#MULTIVALUE


In this scenario to correct the #MULTIVALUE error you should use the Business Object XI Function for Last().  This function will return the last value in a dimension or measure and should be used in place of the Min() or Max() functions.  
Using the example above, when the Last() function (=Last([Fund Name])) is used in the report, the data returned in the Fund Name field will change based on the fiscal year prompt entered on the report.

FY 2010
	Fund Type
	Dept
	Fund
	Fund Name

	7200
	758
	722F
	NIC Payments Fund

	7200
	758
	722G
	ePayment Gateway Fund

	7200
	758
	722H
	OC-Escrow Account


FY 2008
	Fund Type
	Dept
	Fund
	Fund Name

	7200
	758
	722F
	NIC Payments Fund

	7200
	758
	722G
	ePayment Gateway Fund

	7200
	758
	722H
	Occupational Tax - Education Fund


Examples of other Chart of Account elements controlled by fiscal year are Fund, Function, Unit, Object and Activity.  If you are using any of these or any other Chart of Account element that is controlled by fiscal year using the Last() function will allow you to ensure the latest name on the Chart of Account element is retrieved.  It should be used in place of the Min() or Max() functions.  
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Deposit Ticket Numbers and CR Documents
Electronic deposits in eMARS do not have an actual deposit ticket number.  Because Deposit Ticket Number is a required field for Electronic Funds Transfer (EFT) cash receipts, agencies have been instructed to fill in the Deposit Ticket field using the CR document ID.  Rather than using the entire CR document ID, some agencies have used the shortcut version of the ID, such as the last few digits of the number assigned by eMARS.  These shortcut deposit numbers have caused problems because often these numbers may actually match a ticket number that already exists in the system.  When this happens, it prevents the ticket number from being used again.  Going forward, all departments using the Deposit Ticket field on a CR document for an EFT need to ensure they use the entire CR document ID to represent a Deposit Ticket.
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IE Security Option Change May Facilitate Export to Excel or PDF
If you are experiencing difficulty in saving infoAdvantage data to an Excel spreadsheet or PDF file, it may be necessary to adjust your Internet Security Options.  The best results are when the Automatic prompting for file downloads option is set to Enable.  This setting prevents Internet Explorer from blocking a download initiated by the user.

To make this change on your desktop computer:
1. [image: image23.png]%



Open Internet Explorer and select Tools->Internet Options….
2. From the Internet Options window, select the Security tab and click the Custom Level button, as shown.  
3. Scroll through the list of options to Downloads and the first option in that category should be Automatic prompting for file downloads. 
4. Set this option to Enable.
5. Click OK.
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eMARS Technical Reminders

The following software versions and configuration settings are suggested for optimum eMARS performance:
· eMARS

· Approved Browsers: IE 6.0; IE 7.0; or IE 8.0

· Recommended Resolution: 1024 X 768 (or higher)
· Microsoft Office 2003 or Office 2007 (will need to save .xml format as 2003)

· KBUD

· Approved Browser IE 7.0; IE 8.0 or Firefox 2

· Recommended Resolution: 1024 X 768 (or higher)
· Microsoft Office 2003 or Office 2007 
· Internet Browser Settings

· Pop-up blocker turned OFF
· Trusted Sites:  (Add the URL listed below to the Internet Trusted Sites)
· https://emars.ky.gov
· Proxy Server Exceptions List: (If using VPN to access eMARS add the following exception)
· infoadv.ky.gov
Note:  IE 8.0 was approved by COT and certified for both eMARS and KBUD.  Window 7 has not been approved as an Enterprise Standard by COT and has not been certified for use with eMARS or KBUD.  eMARS and KBUD users should not be operating under Window 7 or have Google Chrome installed on their computer as both of these may cause performance issues. 
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Update to SAS-14 Account Maintenance Form

An updated version of the SAS-14 Account Maintenance Form has been posted to the Forms library on the eMARS Web site at:  http://www.finance.ky.gov/internal/eMARS/forms.htm.  Please be sure to use the new SAS-14 form for any future account maintenance changes.  The old version of the SAS-14 will no longer be accepted after April 9, 2010.
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Mileage Reimbursement Rate
The mileage reimbursement rate beginning April 1, 2010 through June 30, 2010 is 43¢ per mile.

The Controller’s Web site has been updated to reflect this change.  Refer to the Controller’s Web page for all related travel information at http://finance.ky.gov/internal/travel/. 
If you would like to be added to the Controller’s Travel Information Distribution list, please e-mail patricia.boler@ky.gov. 
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eMARS Training Announcement

The eMARS Training Schedule for the second quarter of 2010 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) is found on the eMARS End-User Training site at http://finance.ky.gov/internal/eMARS/training.htm and is a prerequisite 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.
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