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The eMARS Newsletter is used to disseminate information to agency users on key topics associated with the system.      


[image: image6.png]


Payments Against Awards
When making payments on existing contracts or master agreements, it is imperative that users remember to include a proper reference on the payment document.  
The easiest and most common method to achieve a proper reference is by using the Copy Forward function located at the bottom of the final award/contract document (DO/PO/CT/PON2).  Payments directly against Master Agreements are achieved by using URCATS or URSRCHMA to create PRC documents.  Master Agreement payments (i.e. Cardinal Office Supply) approved to be made via pcard should continue to be made in that manner.  
Instructions on how to create these payments can be found in the eMARS 1320 Accounts Payable manual located at:

http://finance.ky.gov/internal/eMARS/manuals.htm
Please contact the Customer Resource Center if you have questions or need assistance. 



KHRIS to eMARS Issues
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With the implementation of KHRIS, a number of issues have been identified.  The Office of the Controller and the Office of the State Budget Director are working with the Personnel Cabinet to understand these issues and identify solutions.  Identified issues and proposed solutions are shown below:
Issue 1

Posting of payroll expenditures in eMARS for accounting periods 10 (April) and 11 (May).

· E121
Employers FICA – For individuals whose time was charged to multiple accounting templates, the total Employers FICA was charged to the employee’s default accounting template instead multiple accounting templates.
· E122
Employers Retirement – This issue varies in the three pay periods that have posted.  In some cases, the amounts are correct and in others, the amounts are incorrect.

· E123
Employers Health Insurance – One change that occurred with the implementation of KHRIS was to split the employer’s health insurance premium expenditures between the two payrolls in a month.  The first payroll in April (Pay Period 7) posted correctly.  The second payroll in April (PP8) and the first payroll in May (PP9) were not correct.  
-Continued-


· E124
Employers Life Insurance – Some agencies may notice life insurance amounts for the first pay period in May (PP9) that were incorrect.
Issue 1 – Solution

The KHRIS system has a process where it self-corrects (“Retrocalculations”) when certain setup changes are made.  These “retrocalculations” will correct the eMARS postings listed above and will be included as part of the second payroll posting in May (PP10).  Please be aware, accounting period 10 (April) and 11 (May) will display incorrect values per period, but the combined totals of both accounting periods will reflect the correct total payroll for accounting periods 10 and 11. 

Issue 2
Personal Service Contract payments made through KHRIS have not posted in eMARS since KHRIS went live.  The PRC documents have been generated from the KHRIS interface, but the amounts on the PRC’s are incorrect. 

Issue 2 – Solution
The KHRIS team has identified the issue and it stems from time entry charging time to multiple accounting templates for contract employees.  The contracts in eMARS already have accounting templates assigned to them.  Therefore, Personal Service Contractors must NOT override accounting elements entered in KHRIS when performing time entry.  The KHRIS team plans to correct this issue by prohibiting overrides for Personal Service Contractors on the time sheet.  However, this system modification will need time to be developed, tested and implemented.  Agencies have been notified not to provide any overrides for Employee Groups G/S/U.  It is anticipated that the correct amounts for Personal Service Contract payments through KHRIS will be reflected on the eMARS contract by the end of May.

Issue 3

KHRIS personnel data is not present within eMARS infoAdvantage.

Issue 3 - Solution

infoAdvantage reporting is still being developed.  The Office of the Controller, Office of State Budget Director and KHRIS teams have been continuously working to provide the data.  Once Issues 1 and 2 have been completely resolved, efforts will be focused on getting the data within infoAdvantage.


[image: image8.wmf]Document Attachments and Assembly Do’s and Don’ts
Users sometimes encounter difficulties when assembling terms and conditions and related attachments.  Here are some helpful Do’s and Don’ts to follow:
Do
· Do save the document as a 2003 XML document before uploading into eMARS (2007 versions will not assemble properly but may be used for other attachments on the Header).

· Do set your top margin of your Word Document to 1.5 and your bottom margin to at least 1.

· Do save the document as an .XML file.  
· Do use “Normal” formatting for all text.

· Do use “Grid” formatting for all tables.

-Continued-


· Do add Supporting Documents when necessary.  These documents must also be in 2003 XML format, but they will appear below the Terms and Conditions when the document is assembled.  If multiple attachments are used, there will be a page break between each attachment. If you insert a line accidentally, you need to delete it by using the scissors icon.
· Do verify that the file size of your document is less than 6MB

· Do clear all formatting, and then reformat bolding, bullets, and justifications if using an existing document for the first time.

· Do select the “Free” Terms & Conditions, then delete the attached file and upload your .XML document.  If you have inserted a link to a picture(s) in your document, you must upload the picture file(s) after you have uploaded the .XML file.

· Do attach any type of document (pdf, xls) in the Header section. These may be in 2003 or 2007 versions. These will post to Vendor Self Service (VSS) but will not be a part of the assembled document. 

Don’t

· Don’t use 2007 XML documents for your Terms & Conditions or Supporting Documents. 2007 documents will have to be converted to 2003 to properly assemble.

· Don’t use Section breaks – the assembly process stops at the first section break.  

· Don’t insert Headers or Footers into the document

· Don’t use Page breaks – these are ignored in the assembly process.

· Don’t use Track Changes.

· Don’t add Terms & Conditions to the Commodity T&Cs section – add to the Terms and Conditions section only.

· Don’t insert blank lines in the Supporting Documents section.

· Don’t attach an EO1 document to a solicitation. If this posts to VSS, it divulges your amount. 

· Don’t insert objects directly into the document.
· If you have a picture, you must insert as a link to the file.  Attach any documents as Supporting Documents or in the document Header section.
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Q: I am extending a contract for time and balance only. Do I need to do a new EO1/LOI or modify my existing EO1 to request permission to extend the contract? 

A: It depends. If you have a blanket waiver, you will need to do a new EO1/LOI in order to request the competitive exemption (time & balance extension). If you have an EO1 that is specifically for this contract, you may modify your existing EO1. You will need to note that you are requesting a time and balance extension in the “Purpose and Justification” field. Complete the “For Agency Use Field” to provide an explanation as to why the contract needs to be extended, the Vendor’s name, original and proposed contract service dates and the contract amount per year.
Q:  I need to add money to an existing contract. My EO1 is more than one year old, but the approved amount on it was more than the original amount on the contract. Can I modify the contract without getting additional EO1 approval?  

A:  If your contract amount is increasing by more than 15%, then you will need to get additional EO1 approval. 
-Continued-


Q:  Are EO1s good for a calendar year or a budget year? 
A:  EO1s are valid for one calendar year. They expire one year from the record date. Agencies have one year from the approved record date to establish the contract(s) requested in the EO1, unless it is for a blanket waiver that specifies a period, e.g. FY12.    Example:  An agency has a blanket waiver approved 01-01-11 to establish multiple MOAs for FY12.  As long as the EO1 explained in the purpose and justification field that the blanket waiver was for FY12, they may create new MOAs with contract expiration dates of 06-30-12 until 06-30-12.  If the “Purpose and Justification” field did not identify that this blanket waiver was for a specific fiscal year or time period, then it is only acceptable for use for one calendar year. In this example, it would only be valid until 01-01-12. 

Q:  My EO1 approval for my contract has expired. Do I need to do a new EO1? 
A:  If your contract amount is not changing and you were approved for the entire amount previously, then you do not need additional EO1 approval.  The only exception is two-year contracts that were not approved for FY12 funds last year due to the budget constraints. See the next question and answer below for more information about FY12 approvals.
Q:  I have a two-year contract but I only have EO1 approval for FY11. Do I need to do a new EO1 or can I modify my old one to request the additional funds? 
A:  You should modify your existing EO1 to request the additional funds for FY12. You do not need to modify your contract once you get the additional approval, but for documentation purposes, you should enter “Approved EO1 for FY12 on file at Agency” in the document comments section of your contract.  You must attach your updated EO1 to the header if you do a modification to the contract for other reasons in the future.

Q:  I need to request an exemption from the competitive bid process on a PSC.  The estimated cost of the contract is less than $10,000, so my EO1 will not route to Finance for approval. What do I need to do to make sure my exemption request is processed? 

A:  Email Don Speer or Rose Caudle at the Finance and Administration Cabinet, Office of Procurement Services (OPS) and notify them that you have an exemption request on a PSC for less than $10,000.  Provide the EO1 number in the email.  If your request is approved, the OPS approval will be entered into the document comments section of the EO1.  If the request is not approved you will be notified.

This information, along with the EO1 LOI Process Changes PowerPoint presentation, can be found at:  http://finance.ky.gov/business/procurementservices/procurementhowto.htm
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Users running IE6 IE7 or IE8 may be notified through a Windows Update to upgrade their web browser to IE9.  Microsoft will mark its IE9 push as High Priority or Important, depending on the version of Windows.  It is important that eMARS and KBUD users NOT update their web browser to IE9.  The version IE9 is NOT currently compatible with KBUD.  In addition, CGI has NOT thoroughly tested IE9’s compatibility with the Commonwealth’s version of eMARS.  Lastly, COT has NOT approved IE9 as an Enterprise Standard.  Once proper measures are in place to ensure IE9’s compatibility with eMARS and KBUD, users will be notified.


Attention: infoAdvantage Report Developers
Several report developers have reported problems with infoAdvantage “freezing” or “locking up” while creating or editing reports.  These issues have been reported to CGI and SAP (Business Objects vendor).  Recommendations were provided that require technical support.  If you experience these issues, please log a ticket with the Commonwealth Service Desk by emailing CommonwealthServiceDesk@ky.gov.


eMARS Software Upgrade Status

The eMARS hardware migration is complete.  Now efforts have shifted towards upgrading the eMARS software to AMS Advantage 3.9.  
The eMARS team recently completed 3.9 familiarization sessions and began “Beta” testing in early May.  The team is diligently working to evaluate the software’s new features and compatibility with Kentucky business practices.  Some recommendations have already been provided to CGI and approved.  

The team is very excited to begin this venture and will keep the Agency Implementation Leads (AILs) and eMARS users updated on the project status and any potential issues that may impact the agencies.  Standard updates will be communicated via this newsletter and eMARS User Group Meetings.  More specific information or agency impacts will be communicated to the AILs via email.  Therefore, it is important that each agency ensure the AIL shown on the Agency Contacts List located at http://finance.ky.gov/internal/eMARS/Agency+Contacts.htm is correct.  If changes are required, please refer to the Agency Delegation and Contact Information Packet located at the same address.  Contact Donna Hall (DonnaS.Hall@ky.gov) if you have questions or need assistance.

The first item of business will be related to individual eMARS users’ hardware requirements to successfully utilize eMARS 3.9.  Communications will soon be distributed to all AILs regarding this issue.
The anticipated go-live for eMARS 3.9 is April 2012.


New All State Agency Master Agreements

The list provided below identifies new All State Agency Master Agreements issued since January 01, 2011 by the Office of Procurement Services.
· BURKE PLAYGROUND OF KY & TN LLC has been awarded MA 758 1100000614 for Playground Equipment

· VIRCO INC has been awarded MA 758 1100000654 for Virco Furniture Complete Line
· INDIANA FURNITURE INDUSTRIES has been awarded MA 758 1100000659 for Indiana Furniture Complete Line
· PAOLI INC has been awarded MA 758 1100000660 for Paoli Furniture Complete Line

· BLUEGRASS EDUCATIONAL TECHNOLOGIES, LLC has been awarded MA 758 1100000725 for Training Module Applied Technology Health Science Complete Product Line

· COMMONWEALTH RISK SOLUTIONS, LTD has been awarded MA 758 1100000733 for Liability Insurance for Attorneys
-Continued-


· JIM LAMBERTH DBA SUNSHINE AVIATION has been awarded MA 758 1100000739 for Stripping, Inspecting, and Painting OH-58A Military Surplus Helicopters

· INDEPENDENCE COMMUNICATIONS has been awarded MA 758 1100000749 for IPMobile Net Phone Products

· AG SPRAY EQUIPMENT has been awarded MA 758 1100000775 for Sprayers, Tanks, & Trailers 
· PAUL DAVID O’BRYAN DBA O’BRYAN IMPLEMENT has been awarded MA 758 1100000776 for Sprayers

· PAUL DAVID O’BRYAN DBA O’BRYAN IMPLEMENT has been awarded MA 758 1100000780 for Brillion Transport Pulverizer & Tandem Disk

· JOHN CONTI COFFEE COMPANY has been awarded MA 758 1100000796 for Coffee & Tea

· UNION SUPPLY COMPANY, INC. has been awarded MA 758 1100000797 for Running Shoes

· JPMORGAN CHASE BANK, N.A. has been awarded MA 758 1100000855 for General Depository Banking Services

· KRUGER INTERNATIONAL, INC. has been awarded MA 758 1100000886 for Kruger International Furniture Complete Line

· KENTUCKY CORRECTIONAL INDUSTRIES has established new award ID MA 758 1100000888
· BOB HOOK CHEVROLET, INC. has been awarded MA 758 1100000904 for Fleet Vehicles

· ELLERSLIE CORPORATION DBA FREEDOM DODGE has been awarded MA 758 1100000905 for Fleet Vehicles

· CARDINAL CHRYSLER JEEP DODGE has been awarded MA 758 1100000906 for Fleet Vehicles

· PAUL MILLER FORD has been awarded MA 758 1100000907 for Fleet Vehicles

· WILDCAT FORD LINCOLN MERCURY has been awarded MA 758 1100000908 for Fleet Vehicles

· ALL STATE FORD TRUCK has been awarded MA 758 1100000909 for Fleet Vehicles

· VALLEY FORD TRUCK has been awarded MA 758 1100000910 for Fleet Vehicles

· CROSSROADS FORD LINCOLN MERCURY has been awarded MA 758 1100000911 for Fleet Vehicles

· UNITED PARCEL SERVICE – LOUISVILLE has established new award ID MA 758 1100000926
· OFS has been awarded MA 758 1100000953 for OFS Complete Furniture Line

· ADVANCED GLOBAL COMMUNICATIONS has been awarded MA 758 1100000956 for Emergency Response Tactical Video Deployment System

· SICO INC has been awarded MA 758 1100000975 for SICO Complete Furniture Line

· BLUEGRASS UNIFORMS, INC. has been awarded MA 758 1100000979 for Polaris Ranger 1st Responder Emergency Utility Terrain Vehicle

· THE MOHAWK GROUP has been awarded MA 758 1100000983 for Mohawk Carpet & Installation

· ULTRA PLAY SYSTEMS, INC. has been awarded MA 758 1100000984 for Outdoor Furniture

· PROSYS has been awarded MA 758 1100001000 for AT & T Compatible IPad2 & Accessories

· SERVICEWEAR APPAREL has been awarded MA 758 1100001045 for Uniforms & Apparel
A list of all “All State Agency” Master Agreements can be found at:
http://finance.ky.gov/business/procurementservices/

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