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4 501 GL336: Add/Update Agency Use 1 ChartField

Agency Use 1 Overview

The Agency Use 1 ChartField is a flexible field that you can use to track work efforts/projects of a
miscellaneous nature that are not billed automatically. The Agency Use 1 field does not stand on its
own, but is used as a tag in conjunction with a cost center and/or a project.
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To Add an Agency Use 1 Value

1.  Navigate using the following path:
Main Menu > Set Up Financials/Supply Chain > Common Definitions > Design ChartFields >
Define Values > ChartField Values.
On the ChartField Values page, click the Agency Use 1 link. The Agency Use 1 page displays.
Click the Add a New Value tab.

" Home Worklist
4 CARDINAL —

=2 ~ | Search # | Advanced Search
Favorites = Main Menu ~ » Set Up Financials/Supply Chain= > Common Definitions » > Design ChariFields = > DefineValues » > ChariField Values

Agency Use 1

Find an Existing Value Add a New Value

SetiD|50100 |Q
Agency Use 1[TEAM1 x |3,

Add

Find an Existing Value | Add a New Value

2. Enter the SetID of 50100 and the Agency Use 1 value you wish to add. The Agency Use 1 value
may be up to 10 characters long. Click the Add button. The Agency Use 1 page displays.
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The values entered on the Add tab default to the top of the page.

Enter the Effective Date (a required field) which is the date the Agency Use 1 ChartField is
opened. The default value is the current date. The Status field (also a required field) represents
the status as of the effective date and the default is set to Active. The Effective Date should be
set to the earliest date the Agency Use 1 value should be used.

Note: If used on timesheets, make the effective date the Monday prior to the first date you want it
to be available for users to enter on their timesheets. Because the Cardinal work week view is
Monday through Sunday, any date other than Monday will not be available until the following
Monday.
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Agency Use 1

SgUD 50100 Agency Use 'F
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Enter a Description and Short Description (required fields) of the Agency Use 1 ChartField
value. The Description field allows 30 characters; the Short Description allows 10.

There is also a link in the grid to add a long text description. The long description is not a required
field. To add a long description, click the Long Description link.
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Long Description
Help
SetiD 50100 Effective Date 01/02/2017
Agency Use 1 TEAM1
Description [Team 1 is a cross functional group of employees who coordinate to provide Bl
initial responses to inguiries about the agency's mission)|
OK Cancel
7. The Long Description pop-up box displays. Enter the text and click the OK button.
8.  You return to the Agency Use 1 page.
H Wy
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Agency Use 1

Setid SO0 Agency Usa 1 TEAMY

Effective Date Personaling | Find | View All | L (124 Firsl ‘& 10f1 ‘& Last

"Effective Date  *Status ‘Deacription E}sclls?r‘lp‘.":n Budgetary Only Long Destription

0102207 i [Active | I.’ra-r of First Riespongers Team1 ] | Atritutes [Long Descripeon +][=]

il Save | |[<] Motify % Add || K] UpdateDisplay 21 Include History

9. If this is a budgetary only value, select the Budgetary Only checkbox. If you select Budgetary
Only, expenditure transactions are not tracked. It would be unusual for this checkbox to be

checked.

10. You may also attach attributes. More than one attribute can be attached to the Agency Use 1
ChartField and is used to facilitate interface and reporting processing. When you click the

Attributes link, the ChartField Attributes page displays.
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ChartField Attributes
Help
ChartField Attribute Values Personalize | Find | View All | @l E First ‘4! 10f1 ‘2 Last
SetlD ChartField Value Effective Date Field Name *ChartField Attribute ChartField Attribute Value Atfribute Value Description
50100 TEAM1 01/02/2017 CHARTFIELD3 | Q Q E=
oK || cancel |

Use this page to select one (or more) of the ChartField Attribute and ChartField Attribute Value
combinations that apply to the added Agency Use 1 value.

There are two ChartField Attributes for Agency Use 1: Type and Event. Type is generally used to
track expenditures related to a cost center (e.g., conferences, management programs) or to
summarize events. Event is generally used to track expenditures that may become billable
projects (e.g., floods, hurricanes, ice).

ChartField Attributes

ChartFheld Attribute Valses Personalize | Find | View A1 | &' | B First & 1ol & Last
Sl CharFeeld Valse EHective Dale Field Hamne *CharFiedd Atiriwite ChariFeeld Attribode Valoe Aftribute Value Descripion
50100 TEAM1 0022017 CHARTFIELDY TYFE (a] Q E =
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Search Results

Viaw 100 Frel W pagorna B Last
Desoriplion
Bridge Damage
Conference
Earthguaig
EMERGENCY REFAIR  Emergency Repair Wark
FEDERAL Federal
FL Flaad
HURRICANE Husma 3
LAMND USE FERMIT-INEP Land Use Permis - Inspection
PIPE FAILURE Ppe Failure

If you wish to select Type, you can select it from the magnifying glass under ChartField Attribute
or directly key it into the field.

For each ChartField Attribute attached, a combination from the ChartField Attribute Value
should also be attached. Some of the ChartField Attribute Values that can be selected for the
Type ChartField Attribute include: Conference, Flood, Hurricane, Slide, or Snow-Ice. To
attach a second ChartField Attribute and ChartField Attribute Value, a second row can be

added with the (+) button and the process repeated.
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15. Eventis a second ChartField Attribute. Event should be used in the case of a possible disaster.
If an Event ChartField Attribute is required, please request the Fiscal Division to create the
ChartField Attribute and ChartField Attribute Value.

16. After the ChartField Attribute(s) and ChartField Attribute Value(s) are selected, click the OK
button, which takes you back to the Agency Use 1 page. Click the Save button on the Agency
Use 1 page to complete the add process.
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To Update an Agency Use 1 Value

1.

Navigate using the following path:

501 GL336: Add/Update Agency Use 1 ChartField

Main Menu > Set Up Financials/Supply Chain > Common Definitions > Design ChartFields >

Define Values > ChartField Values.
The ChartField Values page appears. Click the Agency Use 1 link. The Agency Use 1 page

displays.
Home Worklist

> | Advanced Search

#® CARDINAL earc
All = | Search
Define Values ~ >  ChartField Values

Favorites Main Menu > Set Up Financials/Supply Chain+ > Common Definifions + > Design ChartFields » >

Agency Use 1

Enter any information you have and click Search

Find an Existing Value Add 2 New Value

Search Criteria

SetlD 50100 e}

begins with s | TEAM1 Q,

Leave fields blank for a list of all values.

Agency Use 1

Descripfion |begins with s
O correct History [ case sensitive
300

Oinclude History
Limit the number of results to (up to 300):

Clear | Basic Search g"ﬂ Save Search Criteria

Find an Existing Value | Add a New Value

wish to update. In this example, the value is TEAM1. Click the Search button.

The Agency Use 1 page with the current effective dated row displays.

Click the Find an Existing Value tab. Key in the SetID of 50100 and the Agency Use 1 value you

[ CARDINAL e
= All = | Sgarch % | Advanced Search [l Last Search Results
Favories = Main Menu + 3 Sat Up Fmancials/Supply Chan » » Common Definiiors » > Design CharfFields = > Define Valoes » > ChariFieid Values
Agency Use 1
Setl 50100 Apency Use 1 TEAMI
Effective Data Porsonaiize | Find | View Al | £ L.; Firgl ‘A 1081 B Last
“Effective Date  *Sistus ‘Deacription E}scl;?:‘r‘lp‘.lcn Budgetary Oaly Abtributes Long Desciipticn
Di0z0iT i [Active  w| [Team of First Responcers Team1 O Abnbutes Long Description #] =]
il Save | |2 Reten to Search =] Katify » Add 3 i
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4. Click the Include History button and you are able to Update/Display. The Update/Display
feature allows you to insert effective dated rows which are greater than the most recent effective

dated row.
= Home WY
4 CARDINAL T ——
=y = | Search # | advanced Search (2] Las! Search Reslts
Favertes = Main henu = > Sat Up Financlais/Supply Chan = > Common Defintions » > Design ChartFields = > DefineValies = 3 ChariField Values

Agency Use 1

SeuD 50800  Agency Use i TEAM

Effective Date Persanaize | Fing | view A1 | &0 (R Firsy ‘& 1of1 ‘b Last
‘Efective Date  "Slatus *Destription el Budgetary Oy Atirus Lang Deseription

Tt Dabe il REAiplis Description LAy ¥ T ol =
P17 |63 [Actve S| [Team of First Responders Teaeni Alnibubes Loty Destription

e |

2 Rtrbum o Search | Nalify + Add il Updale/Dasplay

5. Toadd a new row, in order to update the current effective dated row, click the (+) button. A new
row is added with the current date and all other values copied from row 1.

-
=0 All = | Spanch ) Advanced Search [ Last Search Results
Favores = Iain Menu - » Set Up Financials’Supply Chain = > Common Definitions = >  Design ChariFields = » Define Values ~ »  ChartField Values
Agency Use 1
SotiD E0100  Agency Use 1 TEAM1
Effective Date Personaling | Find | View All | i.-"-l -_.\ First 4 ' Last
"Effective Date  "Status "Description ;.'I?:T::pr.an Budgetary Ondy Abrbules Long Description
01022017 |y [Actve  w| |Team of Fust Responds Upoated x| Teamd | Abtributes Long Diescription (] [=]
01022017 iy [Actve  »| [Team of First Responders Team1 O Attributas Long Description +] [=]
rlSave § 5" Ratum to Search = Motity O Asd || ¥l UpdateDispiay

6. You may update either from the Agency Use 1 page (e.g., to update the Description or Short
Description) or by clicking on a link (e.g., the Attributes link). Once the update is completed, click
the Save button. There are now two rows, with the most current effective dated row being row 1.
The update process is complete.
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