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Syncing your task status and date to the new task list
User Procedure

Statewide Management, Accounting and Reporting Tool

Syncing your task list to the SMART updated task list
	Step
	Action

	1. 
	Begin by opening your current updated task list
111.KS Board of Sunflowers Agency Task List 2009-05-11  (example workbook name)

	2. 
	Prepare the workbook for the copy process:

First highlight the columns and rows by clicking on the triangle in the upper left hand corner of the workbook
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	3. 
	Remove filters if they are currently enabled

The filters are enabled if the column headers display with a drop down arrow[image: image2.png]Date ~



 

	4. 
	Remove filters by clicking on the filter button under the Data menu [image: image3.png]



Disabling the filters will ensure all data is sorted appropriately and prepare for the workbook for copy process.

	5. 
	Sort your current task list by Task Id  [image: image4.png]sort



  The Sort button is listed under the Data menu
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It is critical that both workbooks be sorted exactly the same.

	6. 
	Enter the web address for the SMART website
Enter "http://da.ks.gov/smart/".

	7. 
	Click on the Updated Agency Task List hyperlink of the SMART website page
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	8. 
	Click on the first tab in the workbook from the website, “All - 05-20-09”


	9. 
	Remove filters if they are currently enabled

The filters are enabled if the column headers display with a drop down arrow[image: image7.png]Date ~




Another way to tell if filters are enabled is if the Filter button is highlighted in orange as shown in the picture on step 10

	10. 
	Remove filters by clicking on the filter button under the Data menu [image: image8.png]



This will ensure you are sorting all data

	11. 
	Sort the list by Task Id:

First highlight the columns and rows by clicking on the triangle in the upper left hand corner of the workbook (see screen print in step 5)



	12. 
	Sort the first tab by Task Id   [image: image9.png]sort
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Now your task list workbook and the Updated Agency Task List workbook from the website are sorted the same 

	13. 
	Click on your workbook 111.KS Board of Sunflowers
Scroll to columns H and I, Status and Date Complete

	14. 
	Highlight columns H and I, Status and Date Complete
Right click on the highlighted columns, Select Copy

	15. 
	Click on the Updated Agency Task List from the website
Scroll to columns I and J, Status and Date Complete  (note change in column, data in column is still the same)

	16. 
	Highlight columns I and J, Status and Date Complete

Right click on the highlighted columns, Select Paste

	17. 
	The Updated Agency Task list now contains your current Status and Dates, SAVE AS
Select SAVE AS from the Microsoft Office Button   [image: image11.png]




	18. 
	Name the workbook, including the current date can help with version control
111.KS Board of Sunflowers Agency Task List 2009-05-20  (example workbook name)

	19. 
	Sort the list by Start Date, End Date and Task Description:

First highlight the columns and rows by clicking on the triangle in the upper left hand corner of the workbook (see screen print in step 2)



	20. 
	Sort your newly updated task list by Start Date, End Date and Task Description [image: image12.png]sort
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	21. 
	Save the resorted newly updated task list

	22. 
	Congratulations! You have successfully transferred your Agency’s task status to the newly updated task list.

	23. 
	Continue to update your Status and Dates as tasks are completed.

Notification of any updates to the Agency Task List on the website will be sent via email.  These steps can be used to sync for future updates.


Identifying which tasks are applicable

	Step
	Action

	1.


	Begin by opening your current updated task list

111.KS Board of Sunflowers Agency Task List 2009-05-20  (example workbook name)

	2.
	Enable the filters:

First highlight the columns and rows by clicking on the triangle in the upper left hand corner of the workbook
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	3.
	Enable filters by clicking on the filter button under the Data menu [image: image15.png]Fiter






	4.
	Filter on column H first
Drop down the arrow on column H check on the status of Valid

	5.
	Filter on column H first to hide tasks that have been Cancelled or Consolidated

Drop down the arrow on column H check on the status of Valid

	6.
	Filter on column I to hide tasks you have completed or that do not apply to your agency

Drop down the arrow on column I check on all status except Complete and Not Applicable 

	7.
	Additional columns may be used for ascertaining agency applicability
Column F (Audience) provides additional details to filter the tasks which include 

The module to which a task applies
Agencies with interfaces

Agencies with conversion

Time and Labor Agencies

Etc.

This column in conjunction with your Agency Confirmation Document can help you ascertain applicability.

For example if your agency will not use Billing:

Uncheck Agencies Using the Billing module in SMART from column F

Set the Agency Status in column I to Status Not Applicable



	8.
	Column K (Task Details) contains additional detailed information about that particular task.  In the case of the Change Agent Network meetings this column includes all confirmed dates, times and locations.

Use this column to understand more about the task.


If you have questions about the information in this document or about your task list please contact your Agency Readiness Liaison.
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