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SMART Finance Team
Statewide Management, Accounting and Reporting Tool


Task ID: PC002
Name: Source Type, Category, SubCategory
Due Date:  January 25, 2012
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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 optional agency-specific Project Costing ChartFields

Project Costing ChartFields
The Project Costing module delivers six Project ChartFields which provide basic structure to segregate and categorize project-related transactional and budget data.  There are three required Project ChartFields:
· Project Costing Business Unit (PC BU) – this will be the Agency
· Project
· Activity
SMART also provides three optional Project ChartFields:
· Source Type
· Category
· SubCategory
The optional Project ChartFields provide more flexibility and granularity for tracking and analyzing project costs.  They can be used to further define a transaction or can be used independently as three additional ChartFields on a project transaction. 

Source Types can be as general or as specific as needed.  They are used to describe the overall purpose of the transaction – for example, LABOR (Labor), MATER (Materials), and OVER (Overhead).  Source Groups can be established and used to group Source Types together for reporting.

Categories and SubCategories can further define source types.  For example, LABOR can be divided into Categories as plumber labor and carpenter labor.  The use of SubCategories can further define these transactions as regular hours or overtime hours. 

All Source Types, Categories and SubCategories will be defined at the Agency level.  Thus, when you select from the lists, only the Source Types, Categories and SubCategories defined by your agency will be visible.  Each Agency also has the option to setup these three additional Project ChartFields as ‘Optional’ or ‘Required’ for transactions against a project.  The key point regarding Project ChartFields is that agencies can really define them however they want.
Your agency can also choose not to configure Source Types, Categories and SubCategories.  If you choose not to configure these optional ChartFields, transactions will be associated with activities as the lowest level of detail for tracking and analyzing project costs in your agency’s projects.
What will the SMART Team do with this information:  

The SMART Projects/Grants Team will configure the optional Project ChartFields with the values provided by each of the Agencies.  Each Agency will have a unique set of Source Types, Categories and Subcategories.
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 Source Type, Category, SubCategory Template (PC002_Source Type, Category, SubCategory.xls).


	3.  Complete the Agency information on the “Questions” tab (Agency Name, Prepared By, Title & Email Address).  This information will auto-populate on the other tabs.


	4.  Answer the questions on the “Questions” tab.  Based on your answers to the questions, that will determine whether you need to complete all of the questions on the tab.


	5.  Based on your answers to the questions from the “Questions” tab, you may need to complete the various tabs.

	On the “Source Group” tab, complete a listing of your Source Groups (5 characters), Descriptions (30 characters), and Agency ID (5 digits) for the source groups that you would like to use in the Project Costing module.  The Source Group ID may not contain spaces.  Descriptions are free form text.  The Agency ID should be your 5-digit SMART agency code.

On the “Source Type” tab, complete a listing of your Source Types (5 characters), Descriptions (30 characters), Source Group (5 characters), and Agency ID (5 digits) for the source types that you would like to use in the Project Costing module.  The Source Type ID may not contain spaces.  Descriptions are free form text.  The Agency ID should be your 5-digit SMART agency code.

On the “Category” tab, complete a listing of your Categories (5 characters), Descriptions (30 characters), and Agency ID (5 digits) for the categories that you would like to use in the Project Costing module.  The Category ID may not contain spaces.  Descriptions are free form text.  The Agency ID should be your 5-digit SMART agency code.

On the “SubCategory” tab, complete a listing of your SubCategories (5 characters), Descriptions (30 characters), and Agency ID (5 digits) for the subcategories that you would like to use in the Project Costing module.  The SubCategory ID may not contain spaces.  Descriptions are free form text.  The Agency ID should be your 5-digit SMART agency code.

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_PC002_Source Type, Category, SubCategory
*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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