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M E M O R A N D U M 

Date:	 	September 11, 2009	
To:  	 	Agency HR/Payroll/Financial Contacts						
From: 	Accounts and Reports, Payroll Services and the Sunflower Project Team
Subject:	Agency Tasks for ComboCode/Dept Funding due Nov. 6, 2009 
________________________________________________________________________

The Sunflower Project Team and the Division of Accounts and Reports are working together to prepare for the integration of SHARP with the new SMART system.  Agencies have been working with the Sunflower Project Team to prepare for the transition to SMART through the completion of various agency tasks.

In addition to the agency tasks required specifically for the Financial Management System, the transition to using the delivered general ledger process requires agencies to complete the following tasks to identify valid values for the Combo Codes and Department Budget Tables that will be used by all agencies at go-live.  

In order to prepare for the system test phase, all agencies are asked to complete the following two tasks and submit the spreadsheets as noted in the instructions below no later than November 6, 2009.  The submitted spreadsheets will be used to populate the appropriate system tables for testing.  Agencies will be asked to validate/update the spreadsheets in Spring, 2010 prior to these spreadsheets being used to load these tables in preparation for go-live. 

TASK #1: COMBO CODE UPLOAD – Due Nov. 6, 2009
An excel spreadsheet upload process will be used to create valid combinations of ChartFields to update the Combination Code Table.  Online entry will no longer be available after go-live. The required spreadsheet layout is attached.
	
The following ComboCode fields apply to all Agencies (NOTE: The task profile section of the attached spreadsheet is for eight of the PeopleSoft Time and Labor agencies only):
· Combo Code*
· Effective Date*
· Description*
· Short Description
· Status*
· Account* 
· DeptID_CF (Department)*
· Fund*
· Program Code*
· Service Location
· Budget Unit*
· Agency Use
*Required Fields

Please note that all individual chartfield values MUST exist in SMART before they can be used in the ComboCode in SHARP.

Required ChartFields: 
· Account  (Note:  Please fill account with the value ‘5100’.  The correct value will be assigned to accounting entries based on the type of payroll expenditure.)
· Deptid_CF (Note: Deptid_CF value MUST be a finance department and not marked as Budgetary Only)
· Fund
· Program Code
· Budget Unit

Optional ChartFields:
· Project (will be defaulted to blank for Non Time and Labor agencies.  Project is ONLY used by Time and Labor agencies)
· Service Location 
· Agency Use

Recommended Naming Convention:
Accounts and Reports recommends the following naming convention for agency Combo Code creation:

Deptid (10 digits)
Fund (4 digits)
BU (4 digits)
Program (5 digits)

	      (10)         (4)    (4)    (5)    	
	|Deptid_CF|fund|BU| Prog|
	01234567891000505012345


STEPS FOR SUBMISSION OF COMBO CODE FILE: 
1. File must be in Excel format with all columns set to TEXT format and the file saved in .xls format
2. File Name is KAGYTL46.xxx where xxx is the three digit agency code
3. Please contact Heather DeBusk at Heather.DeBusk@da.ks.gov or via phone at 785.296.1362 or 785.296.2434 for questions related to the ComboCode file.
4. Completed files should be submitted via e-mail no later than November 6, 2009 to Heather.DeBusk@da.ks.gov for inclusion in the testing process.



TASK #2: DEPARTMENT BUDGET TABLE UPLOAD – Due Nov. 6, 2009
An excel spreadsheet upload process will be used for the initial population of the Department Budget Tables for testing and for the initial population of the Department Budget Tables at conversion.  Online entry to the Department Budget Tables will be available in production at go-live following the final upload to the tables.  The required spreadsheet layout is attached.
Please note the following:
· ALL agencies MUST include a Default Funding Row at the 10-digit Department Level for each 10-digit Deptid in their spreadsheet (Budget_Level_Indc = ‘D’).
· All rows on the Department Budget Table spreadsheet are required with the exception of Position Pool or Position Number.  The Position Pool and Position Number fields must be populated based on the value in the Budget_Level_Indc field.
· Distribution percentages MUST add up to 100% for rows with the same key fields (Department ID, Fiscal Year, Budget_Level_Indc, Position Pool or Position Number, Funding Effective Date).
· Edits will be conducted in the program to validate data and identify errors.


STEPS FOR SUBMISSION OF DEPARTMENT BUDGET TABLE UPLOAD FILE: 
1. File must be in Excel format with all columns set to TEXT format and the file saved in .xls format
2. File Name is xxxFUNDING.xls where xxx is the three digit agency code
3. Please contact Cindy Lo at Cindy.Lo@da.ks.gov or via phone at 785.296.2259 for questions related to the Department Budget Table Upload file.
4. Completed files should be submitted via e-mail no later than November 6, 2009 to Cindy.Lo@da.ks.gov and Larry.Workman@da.ks.gov for inclusion in the testing process.

On behalf of the Sunflower Project Team and Account and Reports, Payroll Services, thank you for your time and assistance with these important agency tasks!
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