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Program Code Functions 

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

 

 

 

 

 

 

 

 

 

 

Use the 
Program Code 
Functions on the 
right side of the 
DPMN menu to 
add, update, 
display, and list 
NCAs.

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. 

Step 
AFP 

Function Description 

1. Off-Line Verify Program Code information and request. 

2. DPGB Browse for available Program Code. 

3. DPAG Add new Program Code. 

4. Off-Line Send email confirmation to Department as appropriate. 

http://acctg/AFP_DEP/forms/index.htm
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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.  

 

 

 

 

 

 

 

 

 

 

 

 

In the example, the search was 
limited by entering RL in 

Note: Ignore th

PgmCd 
to verify that the requested 
program code did not exist. 

e 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. 

 

 

 

 

 
 

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

 

 

 

 

 

 

 

 

 

 

Short Name, 
Department Name, 
Entity Type, Loc, 
OUC, and DV are 
automatically 
populated by the 
system from the 
Department Code 
when you update. 

 

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.  
 If there 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 set up a 
new Program Code. 

Type DPGD in Next Func 
and the Program Code in 
PgmCd.  
 
Press <Enter> to display the 
Program Code Single 
Display screen. 
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To Delete a Program Code 
(DPDG) 
 
Use this screen to delete a 
Program Code added in 
error. 

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

 Erase the Program 
Name.  

 Press <F5> to update.  
 If there is an error, an 

edit messages is 
displayed in the system 
message area at the 
bottom of the screen. 

 Continue to press <F5> 
to confirm until the 
message Update 
process complete is 
displayed at the bottom 
of the screen. 
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