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Customer Resource Center
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Status of Financial Analysis System (FAS)

The Financial Analysis System (FAS) has recently undergone technical maintenance causing its functionality to be unavailable.  You may now access FAS at: https://172.24.99.220/fas/fas.html.  The logon screen will indicate the most recent updates of the FAS data (e.g. Updates: Finance: 08-14-02 PD:08-29-02 Personnel:08-01-02) by the Finance and Administration Cabinet.

Until this maintenance process is complete, please verify your agency’s FAS data and report any inconsistencies to the Customer Resource Center by email at  finance.crcgroup@mail.state.ky.us or by phone at (502) 564-9641 or Toll Free at 

1-800-973-4357.

Additionally, the Management Reporting Database (MRDB) data may be utilized to address your financial reporting needs.  The MRDB stores information not available through the FAS and provides greater flexibility in accessing data.

For your assistance in utilizing MRDB, the Customer Resource Center (CRC) offers a training class: Beginning Steps in MRDB and Access.  In this class, you will learn how to access the MRDB through Microsoft Access.  You will also learn how to link MRDB tables, select appropriate query criteria, write a query, interpret data results, write a report in Access, export data to Microsoft Excel and customize a report.

The prerequisites for this class are that you obtain an Oracle ID and password, security access to MRDB, a familiarity of the MARS tables and a basic knowledge of Microsoft Access and Excel.

Please refer to the CRC MARS Training Schedule for the next available class at: http://www.state.ky.us/agencies/adm/mars/2002MARSSchedule.doc.
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Accessing Travel Document Information in ADVANTAGE

To access payment information on a travel document, you may search the TACI table in ADVANTAGE. 
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STEP 1: Enter the originating document number which is either the authorization document number from the TEI, TE, TEO or TEC (e.g.TE 750 TEO01234567), OR the payment document number from the TP) in the Travel Authorization field.

STEP 2: 
Select Display, Browse Data.

The TACI table will then display the Bank Code, Check Code and the Check/EFT number.

To access check category information (i.e., GA – agency distribution, GT – Treasury mailed, or GH – Treasury hold for pick up), search the TAHD table.  
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STEP 1: Enter the traveler’s social security number in the Traveler’s ID field.
[image: image19.wmf]STEP 2: Enter the document number in the Transaction ID field. 
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STEP 3: Select Display, Browse Data.
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STEP 4: Select the Due to Employee Tab to view the Application Type OR the Check Category.
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Procurement  Desktop

Glossary of Terms
The PD Glossary of Terms is an excellent reference document, which is now available on the MARS web site at:

http://www.state.ky.us/agencies/adm/mars/procurementglossary.doc.
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The glossary describes the various document types and identifies when to utilize each one. The document types included are solicitations, bid evaluations, contracts, purchase orders, catalog master agreements, master agreements, catalog delivery orders and delivery orders. 
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Procurement Desktop

[image: image28.wmf]Document Subtypes
Do you ever wonder which document subtype to use when you create a document in PD? Now, you may reference the MARS Website for subtype definitions and descriptions at:

http://www.state.ky.us/agencies/adm/mars/documentsubtypes.doc
Below are some helpful hints when selecting document subtypes.
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HOW DO I REGISTER???  ⇛

⇛


In Procurement Desktop: When Performing A Search in a Large Catalog

When experiencing difficulties in locating particular items in the electronic catalog, try searching by supply part number or catalog number.
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ATTENTION:

 PROCUREMENT CARDHOLDERS
The Finance and Administration Cabinet has approved the use of ProCard with Correctional Industries.  It may now be used as a form of payment provided the purchase is within the card limits.

(Cont’d at  top of  next column)

Orders to Correctional Industries should be created via the Market Basket and reference C-01006755.

If an order is to be paid by ProCard, users should create a delivery order (rather than an invoice) from the Market Basket. This is necessary since the ProCard payment checkbox, designating payment with ProCard, is located on the Lines tab of the delivery order only.

Please remember that a delivery order marked for payment with ProCard does not process in ADVANTAGE and does not encumber funds.

REMINDER:  Although many state agencies may accept credit cards as a means of payment, it is still not acceptable to use Procurement cards for transactions between state agencies, unless expressly approved by the Finance and Administration Cabinet.  

Commonwealth cardholders should be aware that ProCards should only be used for purchases with external vendors, again, unless expressly approved by the Finance and Administration Cabinet.

If you have any questions, please call the Customer Resource Center at (502) 564-9641 or Toll Free at 1-800-973-4357.
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For Up-to-the-Minute Information on MARS Availability

Check MARS News and Alerts on the Web at:
http://www.state.ky.us/agencies/adm/mars/alerts/marsnewsalerts.htm
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Construction/Building Services Subtype 





A Purchase Request should be routed to the Division of Contracting and Administration for construction or building services agreements exceeding $40,000.


Construction/building services agreements that exceed your agency’s small purchase authority, but are $40,000 or less may be processed under the Contract-Construction subtype, in accordance with FAP 220-10-00.








Internal Document Subtypes





If the subtype description does NOT contain the word “Internal”, then the subtype is “External.”





Documents created with Internal Subtypes cannot be modified to an external subtype.














�





Approval templates are linked to document subtypes; if the incorrect document subtype is selected, the appropriate approval template will not be available for selection.


                        AND


The system does not allow a user to select a new subtype if the document has been copied. If a contract has been created with the incorrect subtype, do not copy the document.  Instead, create a new contract with the appropriate subtype. 








Non-Professional Services Subtypes  





A Purchase Request should be routed to the Division of Material and Procurement Services for non-professional services agreements


exceeding $20,000.


Non-professional services agreements that exceed your agency’s small purchase authority but are $20,000 or less may be processed under the MA-NP Small Purch Fixed subtype, in accordance with FAP 111-55-00(6).








Master Agreements For Two-Year Personal Services Contracts





Two-year personal services contracts, within a biennial budget period, should be processed as Master Agreements.  Please be certain to select the correct subtype when creating your Master Agreement.


For example, if your personal services contract is standard and fixed price, select the MA-PSC Std Fixed/Capped subtype; if you are creating a Master Agreement for a two-year personal services contract related to legal services, select the MA-PSC–Legal /Fixed/Capped subtype. 
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  Start Date            End Date		Class Name			   							Location


9/18/02					9/18/02			Intro to MRDB and Seagate					Capitol Annex, Room 462


9/19/02					9/19/02			General Procurement							Capitol Annex, Room 462


9/24/02					9/24/02			Revenue & Receivables							Capitol Annex, Room 462


9/25/02					9/25/02			Beginning Steps in MRDB						Capitol Annex, Room 462


9/26/02					9/26/02			Chart of Accounts/Budget & Cash Control	Capitol Annex, Room 462


�


    	10/1/02				     10/1/02	     		ADVANTAGE Payment Processing	    			Capitol Annex, Room 462


     	10/3/02		     			10/3/02        		Contracting				    						Capitol Annex, Room 462


10/8/02		     			10/8/02	     		PD Payment Processing		    					Capitol Annex, Room 462


 	10/9/02		     			10/9/02			Intro to Project & Grants	                  		Capitol Annex, Room 462


	10/10/02					10/10/02      		Intro to MARS			    						Capitol Annex, Room 462


	10/11/02 					10/11/02 			Beginning Steps in MRDB		    				Capitol Annex, Room 462


 	10/15/02					10/15/02       	General Accounting			    					Capitol Annex, Room 462


 	10/16/02					10/16/02			Traveling for the Commonwealth	    			Capitol Annex, Room 462


 	10/17/02					10/17/02			Advanced MRDB			    						Capitol Annex, Room 462


 	10/22/02					10/22/02			Chart of Accounts/Budget & Cash Control 	Capitol Annex, Room 462


 	10/23/02					10/23/02			General Procurement		         	    			Capitol Annex, Room 462


 	10/24/02					10/24/02			Fixed Assets			                  				Capitol Annex, Room 462


 	10/30/02					10/30/02      		PD System Administration		     				Capitol Annex, Room 462


 	10/31/02					10/31/02			ADVANTAGE Payment Processing	     			Capitol Annex, Room 462


�


11/5/02   	                 	11/5/02           	PD Payment Processing		     					Capitol Annex, Room 462


11/7/02		      		11/7/02	     		Intro to MARS			     						Capitol Annex, Room 462 


11/14/02		      		11/14/02	     		Revenue & Receivables		     	     				Capitol Annex, Room 462 


11/19/02                 		11/19/02	     		Beginning Steps in MRDB		     				Capitol Annex, Room 462 


11/20/02		      		11/20/02	     		General Accounting			     					Capitol Annex, Room 462 


11/21/02		      		11/21/02	     		Traveling for the Commonwealth	     			Capitol Annex, Room 462 


11/22/02		      		11/22/02	     		Financial Analysis System (FAS)	     			Capitol Annex, Room 462


�


  12/3/02		      		12/3/02	     		Contracting			         	     					Capitol Annex, Room 462


  12/4/02		      		12/4/02	     		Chart of Accounts/Budget & Cash Control  	Capitol Annex, Room 462


  12/5/02		      		12/5/02	     		Intro to MARS			     						Capitol Annex, Room 462


  12/10/02		      		12/10/02	      	General Procurement		         	     			Capitol Annex, Room 462


  12/11/02		      		12/11/02	      	Procard				     							Capitol Annex, Room 462


  12/12/02		      		12/12/02	      	Revenue & Receivables		     					Capitol Annex, Room 462


  12/17/02		      		12/17/02	      	PD Payment Processing		     					Capitol Annex, Room 462


  12/18/02		      		12/18/02	      	Intro to Projects & Grants		     				Capitol Annex, Room 462


  12/19/02		      		12/19/02	      	Traveling for the Commonwealth	     			Capitol Annex, Room 462




















� HYPERLINK http://www.state.ky.us/agencies/adm/mars/MARSCatalog2000.doc �� How Do I Register?


If you are interested in attending any of the above classes, please contact your Training Team Lead (TTL) or Kathy Hutcherson by Email at � HYPERLINK mailto:Kathy.Hutcherson@mail.state.ky.us ��Kathy.Hutcherson@mail.state.ky.us� or by Phone at 502-564-9666 ext. 113) to register.  If you are unsure who your TTL is, please click on the Web Site below:





http://www.state.ky.us/agencies/adm/mars/marstraining.htm
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If you are interested in attending any of the classes offered by the CRC, please contact your Training Team Lead (TTL). If you are unsure who your TTL is, please click on the Web Site below: � HYPERLINK "http://www.state.ky.us/agencies/adm/mars/AgencyListing.xls" ��http://www.state.ky.us/agencies/adm/mars/AgencyListing.xls�





To register, Email Kathy Hutcherson at � HYPERLINK mailto:Kathy.Hutcherson@mail.state.ky.us ��Kathy.Hutcherson@mail.state.ky.us� or contact by Phone at 502-564-9641 Ext. 113. 
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