June 15, 2003 MARS User Group Notes


June 10, 2003 MARS USER GROUP MEETING NOTES


Opening Remarks – Alex Whitenack
Alex Whitenack began the meeting by welcoming the group. He presented the agenda introduced the presenters.

Year-end Closing Information – Phil Nally
Phil Nally reviewed the attached handout that listed important dates and activities for the Year-end Closing process.
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610 Closing In...


Vendor Modification Form – Stuart Weatherford
Stuart began his discussion with the history of the vendor modification updating process.  He discussed how the vendor modification form entries were not tracked and provided no audit trail.  Previously, vendors had been required to send any requests for changes on their company letterhead to the Division of Statewide Accounting.  In order to maintain vendor information, boxes of records documenting vendor changes were kept. There was a need for electronically documenting who was requesting that the vendor record be changed.  As a result, the vendor modification form was designed for this purpose.  The Commonwealth now has the capability of changing the vendor record after obtaining the information from the vendor.  This process would enable agencies to gain control over when their vendor’s records are updated.

Vendors will also be able to maintain their own records through the eProcurement web site.

Phil also reminded the group that the purpose of the KY vendor address indicator block on the form was for a two-digit address indicator.

Cash Draw-down Days Report Available – John Bailey
John advised the group that the Cash Draw-down Days report is now available and located in Document Direct.  He recommended that all agencies should review their reports to verify that the information is accurate, including checking the dates for Project Billing.

(Cont’d on Next Page)

PD Tables/Reports in MRDB – John Bailey
John presented information regarding the PD Tables in MRDB.  He announced that this information would be available to the general population on/about July 1, 2003.  He provided a handout to the group, which is attached below.
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John advised that once the new tables are made available, the old PD tables would be deleted.  Any agency using the old tables would need to recreate their reports using the new tables.  This deletion of tables is not scheduled until sometime in September 2003.   

Included in the handout are some samples of statewide reports that will be available around the first to the middle of July 2003.  

He also mentioned that there would be a new ProCard table view that will contain accurate accounting information at the line level.

A question was raised regarding the level of security on the new PD Tables.  John answered that security would remain the same as it is now for the ProCard tables; however, the other tables would be secured to agency based upon the agency number on the document.  In the case of Master Agreements, if an agency chooses to add an agency number on the funding line, then the document would be secured by agency.  But, if no funding is entered, then the Master Agreement could be viewed by anyone with access to the various tables.

John also informed the group that he would work in conjunction with the Customer Resource Center to develop training in the basic use of these tables.  

Alex Whitenack added that the Customer Resource Center would develop a reporting method for agencies to request new statewide PD reports.  The first reports available will be somewhat generic; but there is the capability to develop an assortment of reports to meet most agency needs.

End of Year Purchases in PD – Mike Burnside
Mike began his discussion by saying that the Division of Material and Procurement Services is currently processing everything they can process as soon as possible; and they are receiving approximately 15 purchase requests daily.  He advised that if agencies send a document that only needs to be ordered and not delivered until after June 30, then the document needs to include a notation that would draw the delivery timeframe to their attention. DMPS is processing every request as though it was to be ordered now, regardless of delivery date.

(Cont’d on Next Page)
HB269 Procedure for Purchase of Furniture and Equipment (not replacements for items that are damaged or lost) – Mike Burnside 

Mike explained the current procedure for processing requests for the purchase of furniture and equipment that are not replacements for items that are damaged or lost.  At present, when DMPS receives the request document with a scanned letter attached, the scanned letter is emailed to Don Speer.   Commissioner Speer then enters the request on a spreadsheet that he then takes to the approvals meeting with Finance Secretary Gordon Duke at 12:30PM on Thursdays.  (Mike recommended that agencies submit their purchase requests by Thursday morning, otherwise they will not be reviewed until the next approval meeting on the following Thursday.)

After the purchase request is approved, the list is returned to DMPS who then proceeds to approve the order documents, begin the contracting phase or take the necessary steps required to complete the purchase.

Mike also mentioned that if agencies had forwarded a letter to Don Speer requesting approval without sending an electronic document and had received a signed letter in return, then agencies could scan the approved letter as an attachment to their electronic order and process and release the document at the agency level.

A question was asked by a group attendee to define “damaged”.  Mike advised that if an item was unserviceable and the agency could document its damaged status, then it could be considered damaged.  He emphasized that just because an item was old did not mean that it was “damaged”.  Old and still working is not considered damaged; old and not working could be considered damaged, depending upon what the agency documented and what the disposition of the damaged item was (surplus, etc.).  If an agency is replacing an old but working item, then that purchase requires the approval of the Secretary of the Finance and Administration Cabinet.

Change in Routing for PSCs with Individuals Effective July 1, 2003 – Alex Whitenack
Alex reminded the group that, as indicated in the MARS and Beyond newsletter of May 30, 2003, effective July 1, 2003 Personal Service Contract documents being contracted with individuals should be routed to James Driver in the Division of Social Security.  These documents had previously been routed to Jim Clarke in the same division who is retiring.  If agencies route these to Jim Clarke after July 1, there will likely be a delay in processing.

Alex also mentioned that in an Executive Cabinet earlier in the week that Cabinet Secretaries were provided spreadsheets listing expenditure information.  They were reminded that agencies could not encumber more on Personal Service Contracts for FY2004, than they spent in FY2002, less $100 million.  Alex advised that agencies could obtain an electronic copy of the spreadsheet provided to the Cabinet Secretaries by contacting Alex directly at the Customer Resource Center. 

(Cont’d on Next Page)
Scanning Documents – David Stephanski
David demonstrated to the group how to scan documents to reduce their size as much as possible (i.e., using the lowest possible DPI or Dots Per Inch).  A lot of agencies use Hewlett Packard scanner software where users select the scanner. If it goes through a wizard then this is the highest resolution possible.  If the default is true color, users do not want to select this since this increases the size considerably.  He recommended that users scan documents as either black and white (B&W) and at the lowest possible denomination and then insert them into a Word document.  (Older pcs usually have 300X300 DPI.)

When users scan their documents, they should look in the bottom right corner to be certain that the output is B & W.  It is possible to scan straight to the application, if the software is ‘smart enough’. Most scanners default to the highest resolution possible, so users should ensure that it is B&W and the lowest resolution before saving, since sometimes the file being scanned can be pretty large.  It is important to check the resolution before saving to ensure that the setting had not reverted to the higher resolution.

David also mentioned that the Office of Technology Services is working on a process that can go into the system and convert the previously scanned large documents into a more manageable size.

He recommended that users make all signatures in black ink as that color scans much more clearly than red or blue ink.

Open Discussion
The meeting concluded with an open discussion.
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