The following information is being provided to help clarify agency questions related to recent tasks regarding Department ID’s, ComboCodes and Department Budget Table updates in SHARP in preparation for the implementation of SMART in July 2010.

SHARP CHANGES AND ACTIONS REQUIRED DUE TO SMART
PLEASE NOTE:  All Changes described in this document need to be entered in SHARP no later than March 15, 2010.
All Department ID’s that have been identified by your agency as being required for SMART must be established in SHARP.  SHARP will be the original source used to create the Department ID table in SMART at go-live.  
In order to prepare for conversion to SMART, all Department ID changes, along with the establishment of security/funding, and the movement of positions to new departments will need to occur in SHARP no later than March 15, 2010 to reflect your agency’s intended organizational structure required for the conversion to SMART.  (Note: Agencies will be provided the opportunity to complete a final review/update for SMART in Spring, 2010 prior to go-live.)  

Below are the detailed steps required to complete each of these actions now in SHARP.   

Step 1: Department ID

 In SHARP, Department ID is used to define an agency’s organizational structure and the basis for security access within the system.  SMART will use Department ID as one of the funding (chartfield) values used by agencies for detailed financial reporting. Last summer, agencies completed a SMART task related to the department structure for their agency.  The department numbers submitted in this task may be new departments in SHARP or name changes for existing SHARP departments. A list of the Department ID’s that were submitted to SMART can be found at the following location: http://www.da.ks.gov/smart/Documents/Department_IDs_20091027.xls
Agencies should review this list and if the list includes new Department ID’s and/or changes to existing Department ID’s in SHARP your agency should contact Patti Pearce in the Division of Personnel Services at patti.pearce@da.ks.gov or by phone at 785/296-7232.  In addition, if your agency has determined that you need to make changes to what was submitted for SMART you also need to contact Patti Pearce.  

Note:  As mentioned in the recent Change Agent Network meeting, the Department IDs submitted to SMART have been added to the department table in SHARP however, additional fields used for central purposes were not included in the upload and will be updated in SHARP when your agency list is confirmed and submitted to Patti.
Please send Patti Pearce a list of the 10-digit Department ID’s along with the following information for each Department ID on your list:

· Indicate if the Department is new to SHARP or a change to an existing SHARP Department ID

· Long Description (Limit of 30 characters)

· Short Description (Limit of 10 characters)

Patti will compare your departments with your agency’s submittal to SMART and contact you if she has any questions.  Also, some agencies have hard-coded departments in various batch processes that could be impacted by department changes.  When an agency requests department changes, Patti will identify if any of these exist. She will establish the new/updated Department IDs in SHARP for each addition/update submitted and notify you when the departments are ready for use in SHARP  
Step 2: Security Access
If your agency gives security access to SHARP users at the lower department levels or to specific departments, you will also need to change user departmental security access for those individuals. If only a few individuals are affected, please have your Agency SHARP Security Contact fill out the online security access form to make the appropriate changes. Specify in the Notes section that this is due to SMART department changes. The on-line security form can be found at: http://da.ks.gov/sharp/securityform/  

If your agency is making major changes to your Department ID structure which affect security access for a large number of end-users or you have questions about the security process, you can contact Kristine Scott in the Division of Personnel Services at Kristine.scott@da.ks.gov or by calling her at 785/296-2626 and she will work with you to get access updated. 

Funding Updates
For each new/updated Department ID to which you will be assigning positions, you must establish new effective dated funding rows using existing STARS funding (chartfields).  The effective date should be the beginning of a pay period.  This same effective date will also be used for Steps 3 and 4. 
Instructions for adding/updating funding information can be found in the Payroll Commitment Accounting Computer Based Training module at: http://www.da.ks.gov/sharp/WebCBT/CBT_Main_Menu.htm
Step 3: Position Pool ID

Establish new effective dated Position Pool ID’s for all new/updated Department ID’s to which you will be assigning positions. 
Position Pool ID’s can be added in SHARP at:
Set Up HRMS>Product Related>Commitment Accounting>Budget Information>Position Pool Table

Step 4: Department Budget Table USA

Add new effective dated rows to the Department Budget table in SHARP for any new/updated Departments to which you will be moving/assigning positions.  Once you add the new Department ID, associate combination codes (funding lines) and their distribution percentages (utilizing existing STARS funding) to either a position pool ID or actual position numbers.
NOTE:  You cannot use the new combination codes submitted to SHARP.  The new combination codes include new funding (chartfield) values that do not currently exist in SHARP or STARS.  You need to use existing combination codes to attach to your new Department ID’s until we go live with SMART next July.
The Department Budget Table is located in SHARP at:

Set Up HRMS>Product Related>Commitment Accounting>Budget Information>Department Budget Table USA 
Step 5: Position Data

Once Steps 1-4 are completed, agencies are responsible for moving positions/employees into the new and/or revised Department ID’s in SHARP no later than March 15, 2010 in order to reflect their new organizational structure for SMART.
Agencies should insert a new effective dated row to each position that needs to be updated and add the new Department ID and corresponding Position Pool ID.  Please remember to make the effective date at the beginning of a pay period and do not future date more than two pay periods.
Step 6: Inactivate Old Departments 
After moving positions and employees to different departments in SHARP, you may have departments that your agency will no longer use.  Please contact Patti to make these departments inactive in SHARP.
If you have questions regarding Department ID and moving positions/employees contact Patti Pearce at patti.pearce@da.ks.gov

If you have questions regarding the Funding, Position Pools, or Department Budget table contact Cindy Lo at Cindy.Lo@da.ks.gov
If you have questions regarding Security access contact Kristine Scott at Kristine.Scott@da.ks.gov
