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

Values must be 5 digits in length and can be comprised of any combination of alpha (uppercase) and numeric characters.  Each 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 view defined Chartfield 1 values for your department.
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	INSTRUCTIONS

STEP 1
	After selecting Chartfield 1 Department Values (see above path), 
enter your Business Unit (SetID) and Department code.

Click on the Search button [image: image2.png]Search



 to view a list of the defined values for your department.

Check “Include History” to view all the events (Active, Inactive, Descr. changes) associated with a value.
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Enter any information you have and click Search. Leave fields blank for a list of all values.
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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 2
	A list of defined values appears for your department.  Values that have not been assigned descriptions will not be listed.

Double click on the Chartfield 1 value link to view the history of the value.
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Enter any information you have and click Search. Leave fields blank for a list of all values.
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Search Results

SOrMANET A0  CONFERENCEBM® CONFER
00730HO0BT  AAAA1  TRAVEL TRAVEL
00730HO067  JONES  Jones Jones.

00730H0087  SUPPL  Supplies Supplies








	STEP 3
	The history of the Chartfield 1 value is displayed. 
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0511412004 Active TRAVEL TRAVEL
0510212004 Inactive TRAVEL TRAVEL







	EXPECTED RESULTS

(attach copies of supporting reports or panel shots, if desired)
	User can successfully view Chartfield 1 values.
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