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SMART Finance Team
Statewide Management, Accounting and Reporting Tool


Task ID: PC001
Name: Project Setup
Due Date:  January 25, 2012
Complexity:
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Resources:  

The following agency contacts should be involved in completing this task:

· Project Manager

· Grants Manager

Applicable Agencies:  

· All agencies using Projects/Grants functionality in SMART
Overview:
The purpose of this task is to:

· Define your agency-specific projects and activities
Projects and Activities
Agencies that want to track project/grant expenditures in SMART will use the Project Costing module.  Each project/grant will have a project associated with it.  Each project will have one or more activities associated with it.  Activities are the specific tasks that make up a project.  Project-related transactions are tracked at the project/activity level.  Projects and activities will each have a unique identifier in the system as well as a description, which will be an explanation of the project/activity.
Project IDs must be unique state-wide (i.e. no two agencies can have the same Project ID). If it is discovered that an agency has requested a Project ID that is already in use by another state agency, the SMART Team will be in touch to request an alternate ID. The same Activity ID may be used by more than one agency.
The formatting guidelines for Project IDs and Activity IDs are as follows:

· 15 character maximum

· No spaces

· No special characters except for dashes and underscores

Considerations:

· Each transaction within the SMART system will have the following ChartFields available:

· Department (Required)
· Fund (Required)

· Budget Unit (Required)
· Program (Required)
· Account (Required)
· Agency Use (Optional)
· Service Location (Optional)

· Each Grant/Project related transaction requires the following Project ChartFields:

· Project Costing Business Unit (PC BU)
· Project

· Activity
What will the SMART Team do with this information:  

The SMART Projects/Grants Team will populate the Project Costing module with the values provided by each Agency. Each Agency will have its own unique set of projects and activities.
Action Required:
	1.  Verify that Microsoft Excel has been loaded on your computer and is functional.  You will need it to complete this task. 


	2.  Open the SMART Project Setup Template (PC001_Project Setup.xls).


	3.  Complete the Agency information at the top (Agency Name, Prepared By, Title & Email Address). 


	4.  Review the instructions in the “Agency Task” box and complete the Input Values grid.

	On the “Projects and Activities” tab, complete a listing of your:

Project IDs (15 characters), Project Description (30 characters), Project Start Date (xx/xx/xxxx), Project End Date (xx/xx/xxxx)

Activity IDs (15 characters), Descriptions (30 characters), Activity Start Date (xx/xx/xxxx), Activity End Date (xx/xx/xxxx)

for the projects and activities that you would like to use in the Project Costing module.  The Project ID and Activity ID fields may not contain spaces.  Descriptions are free form text.  

If you have any questions while completing this task, you may contact the SMART Projects/Grants Team at Sarah.Tongier@da.ks.gov.  Please include “Project Costing Configuration” in the subject line of your email.


	6. Save your final document.

	File Name = XXX_PC001_Project Setup
*Replace XXX with your agency number.


	7. Submit the final document.

	Once the task is complete, e-mail* the finalized document to the SMART Projects/Grants Team at Sarah.Tongier@da.ks.gov   
*Please include the Task Name and Agency in the subject line of your email.
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