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	DESCRIPTION
	Defining and Modifying Chartfield 1 Values 
Use Chartfield 1 values to meet departmental reporting/tracking needs both within a cost center and across cost centers.

Values are organized in a series of 5 alphanumeric characters.   All characters must be used (i.e. 00001).  The department has the ability to define what those values will signify in terms of financial transactions for their department.

The Chartfield 1 field can be populated on Requisitions, POs, Vouchers and Journals in order to classify those transactions according to the desired categories. 

Chartfield 1 values will not be used for combination editing or budget checking purposes.

Following are the instructions on how to define Chartfield 1 values for your department.
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	INSTRUCTIONS

STEP 1
	After selecting Chartfield 1 Maint (see above path),
click on the Add a New Value tab.
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	STEP 2
	Enter your Business Unit (SetID), your Department ID, and the Chartfield 1 value you wish to define.
Click the Add button.
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Hint:  

Use the prompt button [image: image4.bmp] to view a list of valid values.

Use the drop-down to select the desired operator value [image: image5.png]begins with



. Operators allow you to search on limited amounts of information, such as the first digits of a department code.



	STEP 3
	The Chartfield 1 definition page is displayed.  The Effective Date defaults to the current date and the Status as of Effective Date defaults to Active.  You may change the defaults if desired.  Enter the desired Description and Short Description. 
Click on the Save button to secure the new value.  The word Saved  will flash in the upper right-hand corner of the screen then disappear.
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	STEP 4
	Click on the Update/Display button to conduct a search for the newly defined value.
Enter your Business Unit and Department ID then click the Search button.
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	STEP 5


	The newly defined value appears.   Double click on the value to view the details.
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	STEP 6


	The details are displayed.
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	Part II
	Modifying Chartfield 1 Values

	STEP 1

	Add a new effective-dated row for the next day and change the Description.  Use the add a row button [image: image10.bmp] to insert the row. 

Click the Save button then Return to Search.

[image: image11.png]Chartfield 1
00730

Department: H0154 Chartield 1

F “Status as of
EfocivoDale  SlUSASAL escription

Groeoos B1> [ave 5] epevial Projects Venture > mec Pros + =
verzona 6 [weve =] [GeesiProjests BRI +] =
(@owvs) (Clrstamiosemet) (esinit) (2 ) Sy )







	STEP 2

	Clear the Chartfield 1 value then click on the Search button.  Notice there are now two listings for the Chartfield 1 value with the new effective-dated row.  The most current row will be listed last.

[image: image12.png]Chartfield1 Maint
Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value \( Add  New Value

s> [F 3 70

el

Department: [begins with =] [H0154

Chartte 1 [5egins win =]
I Include History

Search | | Clear | Basic Search [g) Save Search Criteria

Search Results

raua
[SetiD Department Chartfield 1 Descrintion ‘Short Description|

Special Projects BeT

00001 Special Projects Venture Spec Proj
007 00002 DrRuder Rudley

00730HO1S5¢ 00003 Janis Newman Newrnan

Find an Existing Value | A a New Value







	STEP 3
	View the history of this Chartfield 1 value.   Select the Include History box then click on either row for the value.
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The history is displayed.
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	EXPECTED RESULTS

(attach copies of supporting reports or panel shots, if desired)
	User can successfully create and modify Chartfield 1 Values.
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