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DPA Functions 

The Account/Fund Profile Menu screen below shows the Functions used for maintaining DPAs and 
DPA/Fund couplings. 

 
 

 

 

 

 

 

 

 

 

  

Steps to Add a DPA 

Departments initiate the set-up of a new DPA by submitting a form to the Controller’s Office. Forms 
are located on the Controller’s Office website at http://acctg/AFP_DEP/forms/index.htm. 

Step 
AFP 

Function Description 

Off-Line  Verify DPA information and request. 1. 

RAS  For sponsored projects, add the new project in RAS before proceeding with AFP 
setup. 

2. ACBR Browse for available DPA. 

3. ACAD Add new DPA. 

4. AFAD Add DPA/Fund couplings. 

5. AFYU For sponsored projects, update PI ID and Project ID for each DPA/Fund. 

6. Off-Line Send email confirmation to Department. 

Use the Acct/Fund  
Functions on the 
right side of the 
menu to couple a 
new DPA with the 
appropriate Funds.

Use the Account 
Functions on the 
left side of the 
menu to add, 
update, display, 
and list DPAs.

http://acctg/AFP_DEP/forms/index.htm
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Step 1: Verify DPA information and add project to RAS. 

1. Verify the information on the form to ensure it includes the Requestor’s name, phone, and box as 
well as the DPA Title, Department Code (DepCode), Function, Academic Discipline, and 
Fund(s) that will be coupled with the DPA (to record expenditures). Do not set up a new DPA for 
an individual except for EMF Program Project Grants. 

 Return the form to the Requestor if it is missing any information. 

 If necessary, use the DPBR function to verify the Department Code. 

2. If this is a new DPA to be coupled with a sponsored project fund, set up the new project in RAS first. 

 In Oracle, go to Customer Contracts>Create and Amend>Contract Lines. 

 On the Contract Lines page, select the Projects tab. 

 Click [Projects] to go to the Related Projects page. 

 On the Related Projects page:  
• Click the Red Pencil icon to activate the amendment, and click [OK] to acknowledge 

the message. 
• Click [Create Project]. The Project General page is displayed, and a new Project ID 

has been automatically assigned by the system. 

 On the Project General page, type in a Description or name of the project, and select an 
appropriate Project Type. Remember this Project Type must be the same as all the 
other projects. Click [OK]. 

 On the Related Projects page, select the new project by clicking the radio button to its left, 
and click [Create Activity]. 

 On the Project Activities page, change the value in Activity ID to “1”, and click [OK]. 

 On the Related Projects page, click [Save]. 

 Go to Grants>Awards>Project, and search for the Project ID. 

 On the Project Department page, complete the Institution ID, Dept Code, and Project 
RSA employee ID. 

 On the Definition page, select “GM Object” for Grants Project. 

 On the Manager page, enter the PI Employee ID in Project Manager and enter Role 
value of “PI.” 

 Complete any changes on the Location page. 

 Go to Grants>Awards>Project Activity, and search for the Project ID. 

 On the FA Rates page, verify the “Funded” FA Base, Effective Date, and FA Rate %. 

3. Determine the appropriate DPA Function/number range using the DPA Attributes reference. 

4. Gather all information before starting: 

 Determine the DPA Title using the appropriate naming convention. 

 Look up the correct UAS, Academic Discipline, and ARC codes. Refer to UAS and ARC 
Listing and DPA Attributes.  
• Remember that the UAS, ARC, UCOP Group Code, Function Code, and DPA must 

be the same function. Do not use UAS Instruction with ARC Research. 
• UAS and ARC must agree for the Department. Do not use a School of Medicine UAS 

code with a School of Dentistry ARC. 

http://acctg/general_accounting/AFP/AFP_Data_Elements/DPA_Data_Elements.pdf
http://acctg/general_accounting/AFP/Additional_Reference/UAS_ARC_List.pdf
http://acctg/general_accounting/AFP/Additional_Reference/UAS_ARC_List.pdf
http://acctg/general_accounting/AFP/AFP_Data_Elements/DPA_Data_Elements.pdf
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Step 2: Browse for Available DPA (ACBR). 

1. Search for a DPA as follows:  

 Sort by Account – Type ACBR in Next Func and the first several digits of the DPA 
Function (e.g., 445 or 60 for Academic Support) in AC and press <Enter>. This provides a 
listing of all DPAs that begin with those characters. 

 Sort by Department Code – Type ACBR in Next Func and Department Code in DP and 
press <Enter>. This enables you to search for other DPAs set up for that department. 
Remember that most departments have multiple Department Codes—so make sure you 
use the correct one. 

2. Choose an available (open) DPA to assign to the department.  

3. Review other DPA titles in the range for title consistency. 

 

 

 

 

 

In the example, the 
search was limited by 
entering 

 

44501 in 

445019 to 445133 
 

 

 

 

 

 

 

 

 

 

 

 

 

AC. A 
range of DPA values 
from 
is open. 
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Step 3: Add new DPA (ACAD). 

1. Type ACAD in Next Func and press <Enter> to display the Account Add screen. 

2. Enter data in the fields on the screen as applicable, using DPA Attributes documentation, the New 
DPA request form, and UAS and ARC List. If the DPA has a specific delivery address different 
from the Default address, enter that Address information. 

3. Press <F5> to perform Range/Value edits and update.  
 The screen is populated with code names and default values. 
 If there is an edit error, the field will be highlighted. Edit messages are displayed in the 

system message area at the bottom of the screen. 
 Correct the highlighted field(s), and press <F5>.  

4. If there are no errors, the message Update process complete is displayed in the footer at the 
bottom of the screen. 

5. Optionally, review new DPA information. 
 Type ACUP in Next Func and press <Enter> to display the Account Update screen.  
 Verify the data on the screen against the New DPA Request Form. Make sure you have 

completed all necessary entries accurately and consistently. 
 Change incorrect information as required, and press <F5> to perform edits and update. 

6. Proceed to Step 4. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

http://acctg/general_accounting/AFP/AFP_Data_Elements/DPA_Data_Elements.pdf
http://acctg/general_accounting/AFP/Additional_Reference/UAS_ARC_List.pdf
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Step 4: Update DPA/Fund coupling (AFAD). 

1. If the DPA is going to be coupled with an existing Fund, type AFAD in Next Func and press 
<Enter> to display the Acct/Fund Add screen. If the DPA is going to be coupled with a new Fund 
that has not been added yet, use the Fund Maintenance guide to add the Fund and the DPA/Fund 
coupling.   

Note: Any request to couple a Hospital DPA with a fund owned by Campus must be verified with 
Michael Wittgen, Manager of General Accounting for the Hospital. 

2. Type in the DPA you just added and a Fund to be coupled with the DPA. For sponsored projects, 
also enter the Project ID. 

3. If the DPA/Fund has a specific delivery address different from the Default address, enter that 
Address information. For full definitions of each of the fields, refer to the Address field in the 
DPA/Fund Attributes reference. 

4. Press <F5> to perform Range/Value edits and update.  
 The screen is populated with code names and default values. 
 If there is an edit error, the field will be highlighted. Edit messages are displayed in the 

system message area at the bottom of the screen. 
 Correct the highlighted field(s), and press <F5>.  

5. If there are no errors, the message Update process complete is displayed at the bottom of the 
screen.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

http://acctg/general_accounting/AFP/AFP_Data_Elements/DPA_Fund_Data_Elements.pdf
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Step 5: Update PI ID and Project ID (AFYU). 

1. For sponsored project funds, use the Acct/Fund/Project ID/PI screen to update or change the PI 
ID or Project ID for any DPA/Fund/Fund Year combination. Initially, the PI ID and Project ID are 
populated with values from the Fund.  

 Type AFYU in Next Func, the DPA code in AC, the Fund number in FD. 
 Press <Enter> to display the Acct/Fund/Project ID/PI Update screen. 

2. Tab to the field to be changed.  

 Type the new PI ID or Project ID over the default values.   

 Later, use this screen to initiate the Stop Code and Stop Date to prevent expenditures 
from being charged against a DPA/Fund/Fund Year combination. 

3. Press <F5> to perform Range/Value edits and update.  
 The screen is populated with code names and default values. 
 If there is an edit error, the field will be highlighted. Edit messages are displayed in the 

system message area at the bottom of the screen. 
 Correct the highlighted field(s), and press <F5>.  

4. If there are no errors, the message Update Process Complete is displayed at the bottom of the 
screen.  

 

 

 

 

 

 

 

 

 

 

 

Step 6: Send E-Mail Confirmation 

1. Send email confirmation to the Department providing them with the DPA number. 

2. Ask them to verify information in WebLinks the next day.  
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Other DPA Functions

To Update a DPA (ACUP) 
 
Use this screen to update or 
change any information for a 
DPA (e.g., Stop Code and 
Stop Date). 
 
1. Type ACUP in Next Func 

and the DPA code in AC 
and press <Enter> to 
display the Account 
Update screen. 

2. Tab to the field to be 
changed and type in the 
new information. To 
activate the Stop feature, 
change Stop Cd to Y, and 
enter the effective date in 
Stop Date. This will 
prevent transactions from 
posting to the DPA.  

Note: Use this feature 
with caution because “no 
titles” will be created if 
activity has not ceased.  

3. Press <F5> to perform 
Range/Value edits and 
update. 

 If there is an edit 
error, the field will be 
highlighted. Edit 
messages are 
displayed in the 
system message area 
at the bottom of the 
screen. 

 Correct the 
highlighted field(s), 
and press <F5>. 

 
4. If there are no errors, the 

message Update 
Process Complete is 
displayed at the bottom of 
the screen. 
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To Display a DPA (ACDS) 
 
Use this screen to view and 
validate attributes of the DPA 
or to use as a guide to set up 
new DPAs for a department. 
 
 Type ACDS in Next Func 

and the DPA code in AC 
and press <Enter> to 
display the Account Single 
Display screen. 

 

To Review Account Group 
Definitions (ACUG) 
 
This screen is automatically 
populated when the DPA is 
initially set up. It is for inquiry 
only, and no action is required. 
 
 Type ACUG in Next Func 

and the DPA code in AC 
and press <Enter> to 
display the Account Group 
Update screen.  
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To Browse Through Annual 
Report Codes (ACUA) 
 
This table is updated by AIS 
and is for inquiry only. 
 
 Type ACUA in Next Func 

and press <Enter> to 
display the Account Annual 
Report Code screen.  

 

To Browse Through UAS 
and Academic Discipline 
Codes (ACUU) 
 
This table is updated by AIS 
and is for inquiry only. 
 
 Type ACUU in Next Func 

and press <Enter> to 
display the Account 
UAS/Academic Discipline 
screen.  
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Other DPA/Fund Functions

 
To Browse Through 
DPA/Fund Combinations 
(AFBR) 
 
Use this screen to search for 
established DPA/Fund 
couplings when a department 
submits a request for a new 
Fund and DPA coupling or 
validate that funds are 
coupled with a DPA. 
 
Search for valid DPA/Fund 
combinations as follows:  
 
 Sort by Account – Type 

AFBR in Next Func and 
a DPA or the first several 
digits of the DPA 
Function (e.g., 445 for 
Research) in AC and 
press <Enter>. This 
provides a listing of all 
DPAs that begin with 
those characters and the 
Funds that are coupled 
with them. 

 Sort by Fund – Type 
AFBR in Next Func and 
the Fund number or the 
first several digits of the 
Fund (e.g., 83 for private 
contracts) in AC and 
press <Enter>. This 
provides a listing of all 
Funds that begin with 
those characters and the 
DPAs that are coupled 
with them. 

 

 



  Account Fund Profile (AFP) 
  Department Account (DPA) Maintenance 
 
 
  

UCSF Controller’s Office, September 30, 2008  11 of 11 

To Update a DPA/Fund 
Coupling (AFUP) 
 
Use this screen to update or 
change any information for a 
DPA/Fund coupling. 
 
1. Type AFUP in Next 

Func, DPA code in AC, 
Fund number in FD and 
press <Enter> to display 
the Acct/Fund Update 
screen. 

2. Tab to the field to be 
changed and type in the 
new information. To 
activate the Stop feature, 
change StopCd to Y, and 
enter the effective date in 
Stop Date. This will 
prevent transactions from 
posting to the DPA/Fund.  

Note: Use this feature 
with caution because “no 
titles” will be created if 
activity has not ceased.  

3. Press <F5> to update. 

4. If there are no errors, the 
message Update 
Process Complete is 
displayed at the bottom 
of the screen. 

 

To Display a DPA/Fund 
Coupling (AFDS) 
 
Use this screen to view and 
validate attributes of the 
DPA/Fund coupling or use as 
a guide to set up new 
DPA/Fund couplings for a 
department. 
 
 Type AFDS in Next 

Func, DPA code in AC, 
Fund number in FD and 
press <Enter> to display 
the Acct/Fund Single 
Display screen. 
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