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[bookmark: _GoBack]
	Step
	Action

	1. [bookmark: T4_F4]
	Click on Main Menu


	1. [bookmark: T4_F168]
	Scroll down and click the Set Up Financials/Supply Chain menu.


	1. [bookmark: T4_F6]
	Click the Common Definitions menu.


	1. [bookmark: T4_F8]
	Click the Design ChartFields menu.


	1. [bookmark: T4_F10]
	Click the Define Values menu.


	1. [bookmark: T4_F12]
	Click the ChartField Request menu.


	1. [bookmark: T4_F14]
	Click the Add a New Value tab and enter your agency SETID into the SetID field. Enter "17300".


	1. [bookmark: T4_F16]
	Click the magnifying glass next to the Field Name to display the Look Up  and click on the FUND_CODE link.


	1. [bookmark: T4_F343]
	Click the magnifying glass next to the Field Action to display the Look Up. Choose Update to inactivate or change the Fund Code.
Click the Update list item.


	1. [bookmark: T4_F18]
	Enter the Fund Code value into the Field Value field. Enter "9998".


	1. [bookmark: T4_F20]
	Click the Add button.


	1. [bookmark: T4_F22]
	On the ChartField Request page, enter the Requestor's phone number into the Telephone field. Enter "785-296-0000".


	1. [bookmark: T4_F24]
	Click in the Email ID field and enter the Requestor's email address.


	1. [bookmark: T4_F155]
	Enter the current or future effective date into the Effective Date field

	1. [bookmark: T4_F354]
	Click on the look-up for Status and choose option.


	1. [bookmark: T4_F28]
	Review/enter in capital letters, the Fund Code long and short descriptions provided by the Central Responsibilities Team,  into the Description and Short Description fields.

For updates, the Descripton and Short Description fields should be populated.


	1. [bookmark: T4_F34]
	For inactivations, Ignore the Allow Neg Fund Balance box.  

Mark the box if requesting approval for the fund's cash balance be allowed to go negative. Attach the justification to this request.


	1. [bookmark: T4_F183]
	Enter the Fund Effective Date  which should match the effective date of the update. Enter "10/9/2015".


	1. [bookmark: T4_F36]
	Enter the due date of this request into the Requested Due Date field. Enter "10/15/2015".


	1. [bookmark: T4_F38]
	Click on the drop down arrow to display agency number. Click your agency's business unit number.  In this example, click the 17300 list item.


	1. [bookmark: T4_F40]
	For inactivations, choose N = NO.  

For other updates, if interest earned by this fund is
required by law to be credited to this fund based on average daily balance, click on the dropdown arrow and choose  Y=YES otherwise click the N = NO in the Average Daily Balance (ADB) field.



	1. [bookmark: T4_F42]
	For inactivations, leave blank.

For other updates, if the budget cash balance for this fund is tracked at the Fund level only, click dropdown arrow and choose 1 = FUND.  If the balance is tracked at the Fund and Budget Unit level, choose 2 = BUDGET UNIT.


	1. [bookmark: T4_F44]
	Enter the Agency contact name, email, and phone number into the Agency Contact Information field. Enter "John Smith, john.smith@da.ks.gov, 785-296-9898".


	1. [bookmark: T4_F46]
	For inactivations, enter the reason for inactivation.

For other updates, enter the Legislative Session, Appropriation Bill number, section and paragraph into the Authorization field.


	1. [bookmark: T4_F48]
	Enter the Budget Unit associated to this Fund into the Budget Unit field. Enter "9990".


	1. [bookmark: T4_F50]
	Enter your agency's Division of Budget analyst name, email and phone number into the DoB Approver Information field. Enter "Joe Smith, joe.smith@budget.ks.gov, 785-296-9999".


	1. [bookmark: T4_F249]
	The next Section contains Questions that must be answered prior to saving this request.

	1. [bookmark: T4_F52]
	For updates, enter N/A (not applicable)


	1. [bookmark: T4_F56]
	For updates, enter N/A (not applicable)


	1. [bookmark: T4_F252]
	For updates, enter N/A (Not Applicable)


	1. [bookmark: T4_F389]
	ChartField Attributes must be added after the Request is saved. 

ChartField Attributes for Fund:
ALLOW NEG BALNC - central use only
APPROPRIATED- central use only
BOND TRAK - bond funds tracked by KDFA
CFDA NUMBER - federal fund Catalog for Domestic Assistance ID number
DESIGNATIONS- central use only
EXCLUDE- central use only
FUND OWNER - the single state Agency designated on a Grant Award or Contract. 
LEGAL AUTH - central use only
OFF BUDGET- central use only

	1. [bookmark: T4_F60]
	Enter the Requester's information above and enter Y in the Answer field. Enter "Y".


	1. [bookmark: T4_F66]
	For federal funds, choose the CFDA NUMBER -the Catalog for Domestic Assistance ID number


	1. [bookmark: T4_F68]
	For inactivations, enter N/A

For other updates, If the Allow Fund to go Negative box is checked above, justification must be attached.  Enter N/A if not applicable.
Click in the Answer field.


	1. [bookmark: T4_F284]
	Only after all the questions are answered, the request can be saved. Click the Save button.


	1. [bookmark: T4_F70]
	After saving the request, enter the ChartField Attributes.  Scroll to the top of the page and click the Attributes link.


	1. [bookmark: T4_F72]
	Under the ChartField Attribute column, Click the magnifying glass and choose attribute.  Under the ChartField Attribute Value column, click the appropriate value.


	1. [bookmark: T4_F379]
	Add other ChartField Attributes as needed.  When finished click the OK button


	1. [bookmark: T4_F153]
	Click the dropdown arrow and choose the Submit for Approval item.  Click the Go button.  This will submit the Request into Approval workflow.


	1. [bookmark: T4_F299]
	Click the View Approval Flow link to see the workflow.


	1. [bookmark: T4_F314]
	Approval Flow is displayed.  The Request will need to be approved by the Agency Chartfield Approver and the Central Chartfield Approver.  After approval,  the ChartField will be available in SMART.

	1. [bookmark: T4_F3]
	
End of Procedure.
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