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Program Code Functions

The Department System Menu screen below shows the Functions used for maintaining Program Codes.

UCFMNUO-HO795

Department Systen

091007 14:08:30

Department System Menu Userid:
_ DPAD Department Add DEAD Entity Add
_ DPUP Department Update DEUP Entity Update
_ DPDL Department Delete DEDL Entity Delete
Use the _ DPDS Single Department Display DEDS Entity Display
Program Code _ DPBR Department Brouse DEBR Entity Brouse
Functions on the - ) )
rightside ofthe |~ L0 0o L, (oat Rote Upaate.
DPMN menu to _ DADR Hail Stop Update DTAD Tree Add
add, update, _ DPDC Children Departnent Display DTUP Tree Update
display, and list DTDL Tree Delete
NCAs. _ DPAG Program Code Add DTDS Tree Display
_ DPUG Program Code Update DTBR Tree Brouse
_ DPDG Program Code Delete
_ DPGD Single Program Code Display
_ DPGE Pregram Code Browse
Next Func: __ Dep: SNanme : PgnCd: Trees/Ent:
===3
PF 1-Help 3-PrevMenu 4-Print
PF: 9-Junp 12-Exit

SFTSTJK

To access a
different
function in the
Department
System, first
type DPMN in
Next Func and
press <Enter>
to return to the
main menu.

Steps to Add a Program Code

There are several actions that initiate the set-up of a new Program Code:

= Departments submit a Program Code Request Form to Accounting. The form is located
on the Controller’s Office website at http://acctg/AFP_DEP/forms/index.htm.

=  Extramural Funds assigns a unique program code to each sponsored fund/project having
committed cost sharing. The program code will provide the mechanism for identifying cost
sharing transactions.

=  General Accounting creates new Transaction Codes as required by UCOP to track
additions to, deductions from, and transfers between fund balance accounts and

unexpended balance NCA/Funds.

Verify Program Code information and request.

AFP
Step Function

1. Off-Line
2 DPGB
3. DPAG
4 Off-Line

Browse for available Program Code.

Add new Program Code.

Send email confirmation to Department as appropriate.
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‘ Step 1: Verify Program Code information.

1. Verify information on the Program Code Request Form to ensure it includes all information,
including the Department Code and Manager Name. Departmental Program Codes:

= Must contain at least one alpha character.

= Cannot begin with an X, which is reserved for the first character of a Transaction Code, Y,
which is currently not assigned, or a Z, which is reserved for the first character of Capital

Asset Account Numbers (CAAN).

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

Step 2: Browse for available Program Code (DPGB).

1. Search for a Program Code as follows:

Sort by Program Code — Type DPGB in Next Func and press <Enter>. The Program Code

Browse screen is displayed.

= Tab to PgmCd, and type the first 2 or 3 characters of the new Program Code requested
by the Department and press <Enter>. This provides a listing of all Program Codes that

begin with those characters.

Restrict by Department Code — Type DPGB in Next Func and press <Enter>. The Program

Code Browse screen is displayed.

= Tab to Dep, type in the Department Code value, and press <Enter>. This provides a
listing of all Program Codes set up for that department. Review other departmental

Program Code titles for title consistency.

2. Verify the requested Program Code is available to assign to the department.

SFDPGBO-EOXXX

ProgCd Program MNanme

Department Systen
Program Code Browse

AABEL MNEUROLOGY RESIDENT

0910707 14:46:45
Userid: SFTSTJK

Hanager MName Ouner Departnent

SFDPGBO-EOXXX Department Systen

Program Code Brouse

Progcd ¥
RL

Manager Name

RLEYX RILEY,RUTHH
RLHE? CVRI-HAMILTON P-3
RLIM R.LIHM

ELEANOR MARQUEZ

091007 14:58:57
SFTSTJK

Userid:

Owner Department

270593
452619
450611

RLNTR RECHARGE-WITHIN UCSF DE S0UZA T 379469
RLNG1 ROBERT NUSSBAUM CORY FERGUS
RLOTT RONNIE LOTT EVENT ROY NEITZKE 070755
RLOUT LEE OUTREACH YOLLMER PEGGY 947382
RLSA0 SATCHEK AOD/ASIF GUNNEL FERD 382482
RLSOR B SATCHER OREF GUNNEL FERO 382482
RLSXX SATCHEK GUNNEL FPERO 382482
RLS67 LEE RANDY AMNIE C. MAR 452619
RMACK R .MACKERSIE DUCA ,R 450611
RMADM SHARED ADMIN EXPENSES BRAMLETT K 135865
Next Func: _ Dep: SNanme: PgnCd: EL Trees/Ent:
SFe25 INVALID KEY FOR REQUESTED FUNCTION
PF: 1-Help 3-PrevMenu 4-Print
PF: 7-Backward &-Forward 9-Junp 12-Exit

MILLETT MAGGIE 364493
==L CHAD 598268
N WILLIAMS 079426
ELLE DE LA ROSA 2681415
ILLA, JOHN 603993
NS ,DAVID 603993
KING 6648482
INA HMAZA 072851
SUYADI 428237
DA 618479
CK DELAHUNT 603993
OHWSKI,RIKK 652500
0 652500
: PgmCd: EL )Tree/Ent :
int
12-Exit
In the example, the search was
limited by entering RL in PgmCd
to verify that the requested
program code did not exist.
Note: Ignore the error message.
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\ Step 3: Add the Program Code (DPAG).

1. Type DPAG in Next Func to display the Program Code Add screen.

2. Enter data in the fields on the screen as applicable, using the table below and the Program Code
Request Form. Make sure you have completed all necessary entries accurately and consistently.

SFDPRGO-DEPSY Department Systen

Program Code Add

Short MName Department Mane

EntityType Loc DeptCd

091007 15:12:17
Userid: SFTSTJK

ouc DV

Program Code: ELCE Cost Share?: _

Frogram Name: Roger Larson Conference Room

Hanager

Hame: Haria Jones

Progran
Progran

Ouner's Department Code: 478263
Ouner's Department Loc: _2

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

4,

= |f 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>.

If there are no errors, the message Update process complete is displayed in the system

message area at the bottom of the screen. Proceed to Step 4.

SFDPAGO-DEPSY Department Systenm 0910707 15:20:19
Program Code Add Userid: SFTSTIK
Short Nane Department Hame EntityType Loc DeptCd OUC DV
S5/M FRESNO MED FRESHD MED ED PROGRAM DIVISION _2 478263 £400 64 Short Name,
Department Name,
Program Code: RLCR Cost Share?: N Entlty Type LOC
’ ’
Program Mame: ROGER LARSOMN CONFERENCE ROOM OUC’ and DV are
Manager Name: MARIA JONES automatically
populated by the
Program Owner's Department Code: 478263 System from the
Program Owner's Department Loc: _2 Department Code
when you update.
Hext Func: Dep: SNane: PgmCd : TreesEnt:
” Uo007 Update process complete
===>
PF: 1-Help 3-PrevMenu 4-Print S-Update
PF: 9-Jump 12-Exit

Step 4: Send E-Mail confirmation.

1. Send email confirmation to the Department providing them with the Program Code.

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

To Update a Program Code
(DPUG)

Use this screen to change
Program Name, Manager
Name or Program Owner’s
Department Code.

Type DPUG in Next Func,
the Program Code in
PgmCd, and press <Enter>
to display the Program Code
Update screen.

= Tab to the field to be
changed. Type in the
new information.

= Press <F5> to update.

= |fthere is an edit error,
the field will be
highlighted, and an edit
messages is displayed in
the system message
area at the bottom of the
screen.

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

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

To Display a Program
Code (DPGD)

Use this screen to display an
existing Program Code to
use as a guide to setup a
new Program Code.

Type DPGD in Next Func
and the Program Code in
PgmCad.

Press <Enter> to display the
Program Code Single
Display screen.

SFDPUGO-AS771 091007 15:33:27

Userid: SFTSTJK

Department System
Program Code Update

Short MName Department Mame
57/H FRESNO HED FRESNO HED ED PROGRAH

EntityType Loc DepiCd OUC DV
DIVISION 4758263 6400 01

Program Code: RLCR Cost Share?: N

Program Mame: ROGEE AESON CONFERENCE ROOH

Program Ouwner's Department Code: 478263

Program Owner's Department Loc: 2
Next Func: Dep: SName : PgncCd: Tree/Ent:
Uoee? Update process complete
PF: 1-Help 3-PrevMenu 4-Print S-Update
PF: 9=-Junp 12-Exit

SFDPUGO-AS771 9910707 15:35:40

Userid: SFTSTJIK

Department Systen
Single Preogram Code Display

Short Name Department Mame
S57/H FRESNO MED FRESHO MED ED PROGRAH

EntityType Loc DeptCd OUC DV
DIVISION 475263 6400 o1

Program Code: RLCR Cost Share?: H

Program Mame: ROGER LARSON CONFERENCE ROOH
Manager Mame: JACKIE CRAIG

Program Ouner's Department Code: 478263

Program Owner's Department Loc: 2
Mext Func: Dep: SHame : PgmCd: TreesEnt:
===
PF: 1-Help 3-PrevMenu 4-Print
PF: 9=-Junp 12-Exit
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To Delete a Program Code _SFDPUGO-AS771 Department System 09./10./07 15:37:58
Program Code Delete Userid: SFTSTJK
DPDG
. Short MName Department Mame EntityType Loc DepiCd OUC DV

Use thIS screen tO delete a 5/H FRESNOD HED FRESHO WED ED PROGEAM DIVISION __ 478263 6400 01
Program Code added in
error. Program Code: RLCR_ Cost Share?: N
Type DPDG in Next Func, Progran HaneSe >
the Program Code in Manager Mame: JACKIE CRA
PgmCd, and press <Enter>
to d|sp|ay the Program Code Program Owner's Department Code: 475263
Delete screen Program Owner's Department Loc: _2
= Erase the Program

Name.
= Press <F5> to update.
= [f there is an error, an

edit messages is Next Func: Dep: SName : PgmCd : Tree/Ent:

displayed in the system SF222 Press PFS to Confirm Delete.

message area at the ===>

PF: 1-Help 2-Cancel 4-Print S-Update
bottom of the screen. or oo
. H =Jum

= Continue to press <F5> P

to confirm until the

message Update

process complete is

displayed at the bottom

of the screen.
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