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Steps for ChartFields

ChartFields are requested within OAKS FIN using ChartField Request Page by someone in the
agency with ChartFields Requestor role. Approval is required for all ChartField requests in
OAKS FIN. Designated approvers will vary by ChartField type and multiple levels of approval

may be required for a ChartField.

Request ChartField

Once access has been granted to a ChartField Requestor within an agency, they can follow the
steps for Requesting ChartFields. If the ChartField is for a grant, follow the steps under
Requesting Grant ChartFields and Adding, Updating Grant Attributes. Attachments can be
added during this process to clarify the intended use for this ChartField. After submitted for

approval, a list of approvers can be seen by clicking on View Approval Flow link.

Approval Flow

In most cases, there will be two levels of approval -- once at the agency level and another at the
central level. Once the ChartField request form has been submitted, the item will appear in the
agency ChartField approver's Worklist and an email notification will be sent to them. They can
choose to Approve, Deny, Hold, or Update the request. The Approval Flow updates to show the

agency approver who is next in the approval process.

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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Approval Flow
ChartField Request Forms

Start

Request 1D 000000000000000000000000000117:Pending 'r:e;_

Grant (FROJECT _ID) Approval

Approved Pending
MONA L SATTER Multiple Ap
v Agency CF Approvers - Grants @ Central Chart
07/23/15 - 5:48 PM

.
=

vers IE'

ield Approver

Inactivation of ChartFields

In some cases, a new ChartField is created to replace an existing one. The inactivation process
is also started by the agency ChartField requestor directly within OAKS FIN. The same form is
used as for requesting a new ChartField; however, this time the existing ChartField is selected
and the request is set to "Inactivation." Remember, before inactivation of a ChartField, it must
be verified that there are no outstanding transactions such as an unpaid voucher that is using

this ChartField. The approval flow is similar to that above for activating a new ChartField.

Obtaining ChartFields Access

e Those who need access to ChartField functions in OAKS FIN should contact their

agency's security designee. Refer to the Maintaining OAKS FIN User Security Roles

topic for guidance on using the Online Security Form.

e Only one of the agency ChartFields access roles -- Requestor or Approver --
should be assigned; otherwise, errors may occur. An Approver is able to do

everything a Requestor can do.

What would you like to do?

e View ChartField Characteristics

e Request ChartFields

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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e Request Department ChartField

e Request Program ChartField

e Request Grant ChartField

e Add, Update Grant Attributes

 Maintain, Inactivate ChartFields

e Approve ChartField Requests

e Resubmit a ChartField Request

e Run ChartField Reports

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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ChartField Characteristics

These tables display the OAKS FIN ChartFields characteristics.

Name/Field
Length/Defined by

Definition

Required?

Naming Convention

Defines a fiscal and
accounting entity with a
self-balancing set of
accounts. A fund consists
of cash and other
financial resources
together with related
liabilities and residual

Required for all

Alphanumeric, no naming

HR/Payroll, Asset
Management, Travel &
Expense, Budget &
Planning. Similar to
ADRC (Administrative
Responsibility Center)

transactions.

Fund/4/0BM " ) :

equities or balances, as |transactions. convention.

well as any corresponding

changes. Segregates

accounting transactions

for activities or objectives,

and will correspond to the

fund structure that the

state currently uses.

Defines the purpose of LXXRXX = A_SS?t_

the transaction and 2XXXXX = Liability

classifies accounts as SXXXXX = Equity

balance sheet accounts  |Required for all AXXXXX= Revenue
Account/6/OBM : )

or oper.atlng accounts. transactions. EXXXXX = Expense

reveL:lnue sjource codes SOurces, uses,

' adjustments.

Captures the state and

agency organizational

chart, and identifies the

work unit associated with ) . ,

the transaction. B;]eglns r\]N'th agency’s

i i i three-character

Department/9/0Bm|Co0rdinates with Required for all

abbreviation, e.g.
DNRXXXXXX.

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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or SPRC (Spending
Responsibility Center) for
most agencies.

Appropriation Line
Item (ALI)/6/0BM

Identifies the legal
spending authority
authorized by the Ohio
General Assembly.
Records the title of the
ALL

Required for
encumbrances

and expenditures.

= Operating ALls
begin with three-
character agency
abbreviation.

= Capital ALls begin
with “C” followed
by the three-
character agency
abbreviation.

Program/5/0BM

Captures the cost of
providing a specific good
or service in response to
an identified social or
individual need. Programs
coordinate with the
executive budget. Not the
same as the CAS
program field.

Required for
encumbrances

and expenditures.

Numeric ranges are
defined for agencies and

alpha characters denote
program series,

programs and
subprograms.

Grant/Project/10

Tracks federal grant
transactions and grants
from other sponsors,
which may cross fiscal
years, funds, etc. Is the

Required for federal
fund transactions,

Grant values will be
assigned by the agencies
using their three-
character abbreviation
followed by

one of these letters:

max/Agency ghatewa_y o func_tlonallty "MNland optional on other « S=State
the project costing transactions e F =Federal
module and may be used ' - i
! e X =Project
to track projects \{vhen « O = Other
that functionality is
required. The remaining six
characters will be
assigned by the agency.
Tracks project New Value_: (Non- '
transactions, which are Construction Projects):
Project/10 defined as authorized  |optional I
max/Agency expenditures for a an agency determines

specific purpose over a

defined period of time,

that there is not an
existing Project value to

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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and may cross fiscal

years, funds, etc. May be
capital or non-capital, but
are differentiated from
ongoing operations by
their life cycle.

meet their reporting

needs, a new value can
be created in this format:
Begin with agency’s
three-character
abbreviation, followed by
seven characters. (This
should

not duplicate an existing
value.)

New Value
(Construction Projects):
For all

construction projects,
regardless of the

administering agency, the
following standard

OAKS project number
format is required as

defined by the state
architect’s office:

» For AGY-FYnnnn,
AGY is the three-
letter abbreviation
of the
administering
agency. The dash
("-") identifies
construction
projects and the
four-digit year
("nnnn") following
"FY" is the fiscal
year the project
was initiated.

Service
Location/5/0BM

Captures the location
where the service or good
is received. Allows
agency to track spending
by geographic location
such as county, city,
district, or building.

Optional

Grouped by category; first
digit denotes category.

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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Reporting/10
max/Agency

Fulfills agency reporting
requirements for
operations, cost centers,
or tasks. May be used
with selected agency

budget rulesets.

Optional, unless used
for budget control.

Four-digit year (except
JFS). JFS convention is
three-character agency
abbreviation

followed by five agency-
defined characters.

Agency Use/10

Fulfills agency reporting
requirements for

Optional

First three characters
must be the agency's

max/Agency operations, cost centers, three-character
or tasks. abbreviation.
Records the Intrastate
ISTV Cross transaction voucher Required for ISTV Three-digit agency
Reference/3/OBM |((ISTV) cross reference  {transactions only abbreviation.
agency.
Captures federal fiscal E(F)grﬁ]'g't,\ﬁ/ggr) (3);08(922 d
year. May also be used to MCD '
Budget break down an ALl into  |Optional, unless used
Reference/8 . for bud ét control use three-character
max/Agency units for budget control d ' agency code followed by

when used with selected
Agency Budget rulesets.

five agency-defined

characters.

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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Requesting ChartFields
e Those who need access to ChartField functions in OAKS FIN should contact their

agency's security designee. Refer to the Maintaining OAKS FIN User Security Roles

topic for guidance on using the Online Security Form.

e Only one of the agency ChartFields access roles -- Requestor or Approver --
should be assigned; otherwise, errors may occur. An Approver is able to do
everything a Requestor can do.

Overview

The steps below cover how to proceed with requesting the most common ChartFields where the
Department and Program already exist. When requesting a ChartField for a new Department
(DEPTID) or Program Code (PROGRAM_CODE), instead refer to one of these topics:

e Requesting Department ChartField

e Requesting Program ChartField

o Click here for assistance with accessing the OAKS FIN Supply Chain Module.

Steps
e OAKS FIN > Main Menu > Set Up Financials/Supply Chains > Common Definitions
> Design ChartFields > Define Values > ChartField Request

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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Favorites - Main Menu - % | Supply Chain~ » Common Definitions » > Design ChariFields » > Define Values » > ChartField Request

myOhio.gov Home Worklist Add to Favorites Sign out
(7 ﬁ{"_'l.ﬁ_@ Financials

New Window | Help | B
ChartField Request

Find an Existing “/alue Add a New Value

Request |ID NEXT
SetiD|STATE |
Figld Mams Q
Field Action | Add V|

Field “falue Q

Find an Existing Value | Add a New Value

e Click here for a quick tutorial on Requesting ChartFields.

Enter "STATE" in the SetID.
Enter the Field Name.

Enter the Field Value.

AP W b P

Click Add.
e The ChartField Request page displays.

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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Request ID NEXT SetlD STATE
Request Status MNewly Created Field Name CHARTFIELD3
Field Action Add Field Value DNR2334
Telephone Email ID somaone@OAKSUPG.SY.COM
Core Information Business Justification

[ Budgetary Only Attachments (0)

*Effective Date (8062015 ]

'Slalusl."\.r.lw'e E
*Description
*Short Description

Long Descriphion
Request Comments

Treas

New Window | Personalize Page |

Requester
Entered By Entered Date/Time
Updated By Updated Date/Time
) Save | |[=] Nobify + Add | Update/Display
5. Enter "01/01/1901" in the Effective Date field.

e This is the only allowed entry. The request will be rejected if any other date is entered.

6. Enter a Description.

o Do not use any special characters (i.e., anything not a number or alpha
value with the exception of a hyphen {-} or an underscore { _}).

7. Enter a Short Description.

8. To add optional documentation:

a. Click the Attachments link to add a Business Justification.

7.
e The Request Attachments window opens.

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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Request Attachments

Request ID NEXT

Details Personalize | Find | View Al | &2 |.' | First 4 1of 1
File Hame Show to Approver? Description User Name DateTime Stamp
View

Adding large attachments can take some time to upload, therefore, it is advisable to save the transaction
before adding large attachments

Add Attachment

OK Cancsd

b. Click Add Attachment.

c. Browse to find the appropriate item.

d. Click Upload.
e. Click OK.
a.

o The ChartField Request page updates with the number of attachments -- listed

under Business Justification header next to the Attachments link.
9. Click Save.
10. Select "Submit For Approval” from the Request Action dropdown menu.
11. Click Go.
12. Select View Approval Flow to see designated Approvers.

e The Approval Flow page displays.

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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Fawvorites + Main Menu > | % ‘inancials/Supply Chain + > Commaon Definitions > Design ChartFields » > Define Values » » ChariField Request
miyOhio.gow Home Workdist Add to Favorites Sign out

Q"CI.-'\“'.:‘S Financials
Mew Window | Help | Personalize Page | &
Approval Flow

ChartField Request Forms
GView/Hide Comments

Request ID 000000000000000000000000007016:Pending E|5ran ———

Agency Use Approval
Pending Not Routed
Multiple Approvers E =l Multiple Approvers _E
G Agy CF Approvers - Agency Use = Central Charifield Approver

Comments

Return

e Once the activation of a ChartField Request has been submitted, the list of approvers
can be viewed.
13. Select Return.

o Activation of the ChartField has been requested. Approvers will receive an email

notification and new item in their worklist.

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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Requesting Department ChartFields
e Those who need access to ChartField functions in OAKS FIN should contact their

agency's security designee. Refer to the Maintaining OAKS FIN User Security Roles

topic for guidance on using the Online Security Form.

e Only one of the agency ChartFields access roles -- Requestor or Approver --
should be assigned; otherwise, errors may occur. An Approver is able to do
everything a Requestor can do.

e Click here for guidance on requesting future EFFDT (effective date) updates for

Department values.

Overview
The steps below cover how to proceed with requesting a new Department (DEPTID)
ChartField.

When requesting a Program Code (PROGRAM_CODE) ChartField or other ChartField type,

instead refer to one of these topics:

e Requesting Program ChartField.

e Requesting ChartFields (other than Department or Program).

o Click here for assistance with accessing the OAKS FIN Supply Chain Module.

Steps
e OAKS FIN > Main Menu > Set Up Financials/Supply Chains > Common Definitions

> Design ChartFields > Define Values > ChartField Request

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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Favorites - Main Menu » % | Supply Chain~ » Common Definitions » > Design ChariFields » > Define Values » > ChartField Request
myOhio.gov Home Worklist Add to Favorites Sign out
e.ﬁ?ﬁ; Financials
New Window | Help | B
ChartField Request

Find an Existing “/alue Add a New Value

Request |ID NEXT
SetiD|STATE |
Figld Mams Q
Field Action | Add v

Field Value Q

Add

Find an Existing Value | Add a New Value

Enter "STATE" in the SetID.
Enter "DEPTID" in the Field Name.

Enter the Field Value of the newly requested Department.

R

Click Add.
e The ChartField Request page displays.

e Several additional fields display under Business Justification for a Department

ChartField request.

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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Favories « Main Menu -

() Frandals

Request ID NEXT
Requast Siatus Mawly Crasted
Fleit Action A%
Talephona
Core Information

[ Budgstary oniy
“Emactive Date 1072772016

+ Sel Up Ananclals/Supply Chain -

» Common Definiions ~ * Deslgn ChariFleids ~ + DefineValues - »  ChariFleld Request

myOhio.gov Hame Worklist Add o Favortes Sign out

Mew Window | Help | Personalize Page | &
seliD STATE
Fleld Hame DEPTID
Fleld WValue DMR2333
Emall I [Rajadural BavanandangDidas ahio.gov.GA
Business Justification

I Funding only
CFundingPasttion

*status [Aztive

“Description
“Short Description
Long Description

v Mot sppiicanie
1- Exleling HCM Perant Hoda

2- New HCM Parant Notda
3- HCM Location Coda
4- Detault Codel/Default Code2

Aftachments (0}
Request Comments
Trees Parsonaltze | And | 2] B Firet ‘4 1agf1 & Lasl
1 [OH_DEFT_RET & [1DMA72046 |[3| Translate io Agency & a L} B None Bl =
Fequester
Entered By Entered DataiTime
Updated By Updated DataiTime
|5 save || =1 Noury b AN 7| UpdalDisplay
Core Information
5. If this ChartField value should be set up for budgeting purposes only (it will not be used

for transactions), select the checkbox in front of Budgetary Only.

0. Enter "01/01/1901" in the Effective Date field.

e This is the only allowed entry for new values. The request will be rejected if any other

date is entered. For inactivation or reactivation requests, this should be set to the

desired effective date of the inactivation or reactivation.

7. Enter a Description (30-character limit).

o Do not use any special characters (i.e., anything not a number or alpha
value with the exception of a hyphen {-} or an underscore { _}).

8. Enter a Short Description (10-character limit).

Business Justification

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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9. Select the appropriate checkbox:
e Funding Only -- The Department ID will be used for funding only.

e If checking this, the existing or new HCM Parent Node Department ID
field should be "PAY."

e Funding/Position -- The Department ID will be used for Positions.

o If checking this, the existing or new HCM Parent Node Department ID
field should not be blank.

e Not Applicable -- The Department ID is being inactivated.
10. Enter into field 1- Existing HCM Parent Node one of these:

o If this Department ID exists within HCM, enter "PAY" if it's currently a funding-

only Department ID.
e If this Department ID does not exist within HCM, enter "N/A."

o If this Department ID is currently used for Positions in HCM, enter its current
Parent Node in this field.

11. Enter into field 2- New HCM Parent Node one of these:
o If there is no change from the Existing HCM Parent Node, enter "N/A."

o If this Department ID does not exist within HCM and it is to be used for Positions,

enter the Parent Node Department ID that this belongs under.

o If this Department ID is changing HCM Parent Nodes or is moving from PAY to
HCM Security, enter the New HCM Parent Node.

12. The entry for 3- HCM Location Code will be either:
o "N/A" if this will be a funding-only Department ID; or,
e The current or desired existing HCM Location Code.
13. The entry for 4- Default Codel/Default Code2 will be either:
o "N/A" if this will be a funding-only Department ID; or,

e The default combo codes used for this Department ID when a Position is missing

a position-level budget table.

14. To add optional documentation:

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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a. Click the Attachments link to add a Business Justification.

13.
e The Request Attachments window opens.

Request Attachments
RequestID NEXT

Details Personalize | Find | View A1l | &2 | &4 First 4 1011

File Name Show to Approver? Description User Name DateTime Stamp

View ¥

Adding large attachmenis can take some time to upload, therefore, it is advisable to save the transaction
before adding large attachments

Add Attachment

OK Cancel

b. Click Add Attachment.

c. Browse to find the appropriate item.

d. Click Upload.
e. Click OK.
a.

e The ChartField Request page updates with the number of attachments -- listed

under Business Justification header next to the Attachments link.

Trees, Nodes, and Leaves

15. The Tree Name field defaults to the "OH_DEPT_RPT" reporting tree.

e In some cases, an additional row will need to be added. This is true when an agency
uses a FIN Agency Track or FIN Agency Control budget that uses a department
translate tree ("CC_DEPT_TRACK" or "CC_DEPT_CONTROL"). Details begin in step
#21.

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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16. The Effective Date field should default correctly to the first day of the current fiscal
quarter (for example, "10/01/2015," "01/01/2016," "04/01/2016," "07/01/2016").

17. The Tree Description displays "Translate to Agency."

18. Before completing the Insert Value Under Node field, select "Node" or "Leaf" under
Node/Leaf.

o Answer "Node" if other values -- detail values -- roll up into it. If it is the lowest level of
value in the tree with no other values rolling up into it (no "branching out"), then answer
"Leaf."

19. In the Insert Value Under Node field, enter the existing DeptID value into which the

newly-requested DeptID should roll up into.

o Click the Tree Information icon to look up the existing tree structure and identify the
value that belongs in this field.

20. If the checkbox under Auto Update is left selected, the tree changes will be

automatically populated in the trees when OBM approves the request.

o If this ChartField request is for a change to the current setup of the tree a
warning message may display that indicates tree changes cannot be
automatically saved when OBM processes the request; and, thus, it will need to

be added manually. Details of the message may say something like:

e "Warning -- ACC10000 is already in the detail range of Tree
OH_DEPT_RPT Node ACC. Auto updated turned off. (9080,38) You can
either change the node specified, switch to add node instead, or perform
the intended action manually via Tree Manager after the request is

approved.”

21. For agencies that use a FIN Agency Track or FIN Agency Control budget that uses a
department translate tree:

a. Add a row by clicking on the Add multiple rows at row 1 icon.

20.
e A dialog box displays asking how many rows to add.

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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20.
b. Enter a value of "1."
c. Click OK.
d. For Tree Name, enter CC_DEPT_TRACK or CC_DEPT_CONTROL.
e. For Effective Date (for this additional row only), enter the first day of the current
fiscal year (for example, 07/01/2015).
f. Repeat steps 8 through 20 above for additional entries in this new row.
22. Click Save.

23. Select "Submit For Approval" from the Request Action dropdown menu.

24. Click Go.

25. Select View Approval Flow to see designated Approvers.

o The Approval Flow page displays.

Fawvorites «

Main Menu~ : % | Supply Chain~» > Common Definitionz » » Design ChartFields ~ > Define Valuez » » ChariField Reguest
myOhio.gov Home ‘Worklist Add to Favorites Sign out

— .
c.l.a'r(s Financials

New Window | Help | Personalize Page | [

Approval Flow
ChartField Request Forms

Request ID 000000000000000000000000007017:Pending E;::’::j;:;me"ts

Department Approval

Not Routed

Multiple Approvers
@ Central Chartfield Approver

Pending Reviewer
Multiple Approvers EDWARD CLIFTIM
@ Agy CF Approvers - Depariment E &9 Reviewer E
Reviewer
63 ROONEY J CLINTON
Reviewsr

Retumn

Comments

Once the ChartField request has been submitted, the list of approvers is visible.

LT
o I"’-:"t

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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26. Select Return.

« Activation of the ChartField has been requested. Approvers will receive an email
notification and new item in their worklist.

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
i
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Requesting Program ChartFields
e Those who need access to ChartField functions in OAKS FIN should contact their

agency's security designee. Refer to the Maintaining OAKS FIN User Security Roles

topic for guidance on using the Online Security Form.

e Only one of the agency ChartFields access roles -- Requestor or Approver --
should be assigned; otherwise, errors may occur. An Approver is able to do

everything a Requestor can do.

e Click here for guidance on requesting future EFFDT (effective date) updates for

Program values.

Overview
The steps below cover how to proceed with requesting a new Program Code
(PROGRAM_CODE) ChartField.

When requesting a Department (DEPTID) ChartField or other ChartField type, instead refer to

one of these topics:

o Requesting Department ChartField.

e Requesting ChartFields (other than Department or Program).

o Click here for assistance with accessing the OAKS FIN Supply Chain Module.

Steps
e OAKS FIN > Main Menu > Set Up Financials/Supply Chains > Common Definitions

> Design ChartFields > Define Values > ChartField Request

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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Favorites - Main Menu » % | Supply Chain~ » Common Definitions » > Design ChariFields » > Define Values » > ChartField Request

miyOhio.gow Home Woorklist
e.ﬁ?ﬁ; Financials

ChartField Request

Find an Existing “/alue Add a New Value

Request |ID NEXT
SetiD|STATE |
Figld Mams Q
Field Action | Add v

Field Value Q

Add

Find an Existing Value | Add a New Value

Add to Favorites Sign out

New Window | Help | B

Enter "STATE" in the SetID.
Enter "PROGRAM_CODE" in the Field Name.
Enter the Field Value of the new Program Code being requested.

Click Add.

R

e The ChartField Request page displays.

» Two additional fields display under Business Justification for a Program ChartField

request.

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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Favories « Main Menu - ¥ Bet Up Financlals/Supply Chaln -

(O Francial:

Request ID NEXT
Requast Status Mewly Created
Flaid Acthon Add

» Common Definiions ~ * Deslgn ChariFleids ~ + DefineValues - »  ChariFleld Request

myOhlo.gow

Hama Worklist

Add o Favortes Sign out

Mew Window | Help | Personalize Page | &

SaliD STATE
Fleld Hame PROGRAM_CODE
Fleld Value TRAIN

Teleghons Emall |0 Rajzdural. SavanandangDdas.ohio.goy. QA
Core Information Business Justification
[ Buagstary only Cprogram & or &
“Effective Date 102772016 B “Agency:
*status [Azive | Afachments ()
“Description
*“Short Description
Long Description
Request Comments
Trees Parsanalize | Fnd | 12 ;’ Fiet ‘4 1af1 b La=t
“Tres Hame *Effactive Dats  Tree Decoripbion Hrcart Yalue Under Node MovelAdd Nods fo Farent Node  *Mods/Leal Auto Updafe Updats Etahes
1[OH_PROGRAM_RPT |3 [1DW1/2016 |[5 Frogram Raporting Tres & a, [+ = None El =
Requestar
Enterad By Enbared DataiTime:
Updated By Updated DataTime
& save || =] Mottty e Acd 7| UpdstaDisplay
Core Information
5. If this ChartField value should be set up for budgeting purposes only (it will not be used

for transactions), select the checkbox in front of Budgetary Only.

6. Enter "01/01/1901" in the Effective Date field.

e This is the only allowed entry for new values. The request will be rejected if any other

date is entered. For inactivation or reactivation requests, this should be set to the

desired effective date of the inactivation or reactivation.

7. Enter a Description (30-character limit).

« Do not use any special characters (i.e., anything not a number or alpha value
with the exception of a hyphen {-} or an underscore { _}).

8. Enter a Short Description (10-character limit).

Business Justification

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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9. Add a checkmark beside Program A or B if the requested Program ChartField value

contains any of these:

e A
o A#
e B
e B#

e These values represent Program Series or Programs in the Governor's Bluebook and

require the approval of an OBM Analyst.

10. Enter into Agency field the 3-character code of the agency where the new program

ChartField value is to be assigned.
11. To add optional documentation:
a. Click the Attachments link to add a Business Justification.

10.
e The Request Attachments window opens.

Request Attachments
Request ID NEXT
Details Personalize | Find | View All | £ | [ First 4 1of 1

File Hame Show to Approver? Description User Name DateTime Stamp

View

Adding large attachments can take some time to upload, therefore, it is advisable to save the transaction
before adding large attachments

Add Attachment

OK Cancal

b. Click Add Attachment.

c. Browse to find the appropriate item.

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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d. Click Upload.
e. Click OK.
a.

e The ChartField Request page updates with the number of attachments -- listed

under Business Justification header next to the Attachments link.

Trees, Nodes, and Leaves

12. The Tree Name field defaults to the "OH_PROGRAM_RPT" reporting tree.

e In some cases, an additional row will need to be added. This is true when an agency
uses a FIN Agency Track or FIN Agency Control budget that uses a program translate
tree (CC_PROG_TRACK or CC_PROG_CONTROL). Details begin in step #18.

13. The Effective Date field should default correctly to the first day of the current fiscal
quarter (for example, "10/01/2015," "01/01/2016," "04/01/2016," "07/01/2016").

14. The Tree Description displays "Program Reporting Tree."

15. Before completing the Insert Value Under Node field, select "Node" or "Leaf" under
Node/Leaf.

o Answer "Node" if other values -- detail values -- roll up into it. If it is the lowest level of
value in the tree with no other values rolling up into it (no "branching out"), then answer
"Leaf."

16. In the Insert Value Under Node field, enter the existing DeptID value into which the
newly-requested DeptID should roll up into.

o Click the Tree Information icon to look up the existing tree structure and identify the
value that belongs in this field.

17. If the checkbox under Auto Update is left selected, the tree changes will be

automatically populated in the trees when OBM approves the request.

o If this ChartField request is for a change to the current setup of the tree a

warning message may display that indicates tree changes cannot be

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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automatically saved when OBM processes the request; and, thus, it will need to
be added manually. Details of the message may say something like:

e "Warning -- ACC10000 is already in the detail range of Tree
OH_DEPT_RPT Node ACC. Auto updated turned off. (9080,38) You can
either change the node specified, switch to add node instead, or perform
the intended action manually via Tree Manager after the request is
approved.”

18. For agencies that use a FIN Agency Track or FIN Agency Control budget that uses a

department translate tree:
a. Add a row by clicking on the Add multiple rows at row 1 icon.

17.
e A dialog box displays asking how many rows to add.

17.
b. Enter a value of "1."
c. Click OK.
d. For Tree Name, enter "CC_PROG_TRACK" or "CC_PROG_CONTROL."
e. For Effective Date (for this additional row only), enter the first day of the current
fiscal year (for example, "07/01/2015").
f. Repeat steps 15 through 17 above for additional entries in this new row.
19. Click Save.

20. Select "Submit For Approval" from the Request Action dropdown menu.
21. Click Go.
22. Select View Approval Flow to see designated Approvers.

e The Approval Flow page displays.

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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Favorites + Main Menu» |+ inancials’Supply Chain+ > Common Definitions * > Design ChartFields » > Define Values + > ChariField Request
myChic.gov Home Workdist Add to Favorites Sign out
C‘f]r"\?& Financials
.
New Windew | Help | Personalize Page |
Approval Flow

ChartField Request Forms

LiNiewHide Comments

Request ID 000000000000000000000000007018:Fending [#start New Patn

Program Approval

Pending Not Routed Not Routed
PETER M KIMNG &= Multiple Approvers s Multiple Approvers
G Agy CF Approvers - Program IE' 4 E Central Budgst Analyst - Prog |E| 4 E Central Charfizld Approver —E

Comments

Return

e Once the ChartField request has been submitted, the list of approvers is visible.

23. Select Return.

e Activation of the ChartField has been requested. Approvers will receive an email

notification and new item in their worklist.

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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Requesting Grant ChartFields

Overview

Agencies are responsible for completing and submitting grant ChartField requests. Grant
ChartField requests are created and maintained in OAKS FIN using the ChartField Request
page. Approval is required for all ChartField requests in OAKS FIN; designated approvers will

vary by ChartField type and multiple levels of approval may be required for specific ChartFields.

A grant attributes table allows users to add grant attributes at the same time the ChartField
requests are established. Once the ChartField request is approved and activated, the user may

add more attributes or update existing attributes in OAKS FIN.

An agency cannot encumber against a grant without a notification letter from the grantor.

Grant identifications

State agencies are occasionally required to provide the state's taxpayer identification
information to businesses. The state taxpayer identification may be required for payments made
to the state and to other outside entities when applying for federal grants and when performing
other state business. Please respond to such requests with the following IRS information used

by the state:

e Taxpayer Name: State of Ohio.

o Employer Identification Number: 31-1334820.

Grants identifications should follow this format:

o First three characters are the agency code.

o The fourth character is F (Federal), S (State) or O (other) -- indicating origin of grant.

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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e Last four characters are agency defined.

For reporting purposes, OAKS FIN includes only information for active grants. The Catalog of

Federal Domestic Assistance (CFDA) number is a numeric code set by the federal government.

o Click here for assistance with accessing the OAKS FIN Supply Chain Module.

Steps
e OAKS FIN > Main Menu > Set Up Financials/Supply Chain > Common Definitions >
Design ChartFields > Define Values > ChartField Request

Fawvorites = Main Menuw : % | Supply Chain+ > Common Definitions » > Design ChartFields » » Define Values » » ChariField Request

myOhio.gov Home Worklist Add to Favorites Sign out

b
Q JAKS . Financials

New Window | Help | &
ChartField Request

Find an Existing Value Add a New Value

Request |ID NEXT
SetlD|STATE |Q
Field Name
Field Action | Add ¥

Field Value (

Add

Find an Existing Valus | Add 3 New Value

e Click here for a quick tutorial on Requesting Grant ChartFields.

1. Enter "State" in the SetID.
2. Enter "PROJECT_ID" (for Grant/Project) in the Field Name.
3. Enter the Field Value.

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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o Use the format outlined above. For example, with an agency code of "LIB" and a federal

grant ("F") and agency-defined final four characters, it might be "LIBF16G2."

4. Click Add.

e The ChartField Request page displays.

-
E:.'.lt'. Finanziaks

Rquest ID NEX

Request Status MNe

Field Action Add

Telephone

*End Date 120272015 W

“Start Date 12022015 W

"Status  Actve v
"Description

Requester
Entered By
Updated By

Hisave | |1 Notity

Favorites . Mash Menu . » Sel Up Financials/Supoly Chain - * Commaon Definitions -

* Design ChariFields - * Define Values . * ChariField Regues!
myCnio.gov Home Wiorkist Al 10 Favortes Sign out

New Window | Help | Personalize Page

SetiD STATE

Field Name FF
Field Value LIE

Federal Grant?
Match Required?

CFDA#

*Department

FAIN

Grant Award Amount

Aftachments (0)

Entered Daie/Time

Updated Date/Time
» Add &1 Update/Display

5. Enter a Description.

« Do not use any special characters (i.e., anything not a number or alpha
value with the exception of a hyphen {-} or an underscore { _}).

Enter a CFDA#.
Enter a Department.

Enter a Grant Award Amount.

© ® N o

Add Attachments as necessary.

a. Select the Attachments link to add a Business Justification.

8.

e The Request Attachments window opens.

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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Request Attachments

Request ID NEXT

Details Personalize | Find | View Al | &2 |.‘ | First 4 1of 1
File Mame Show to Approver? Description User Name DateTime Stamp
View

Adding large attachments can take some time to upload, therefore, it is advisable to save the transaction
before adding large attachments

Add Attachment

OK Cancsd

b. Click Add Attachment.

c. Browse to find the appropriate item.

d. Click Upload.
e. Click OK.
a.

o The ChartField Request page re-displays and the number of attachments is

listed next to the Attachments link.
10. Click Save.
11. Select "Submit For Approval" from the Request Action dropdown menu.
12. Click Go.

13. Select View Approval Flow to see designated Approvers.

e The Approval Flow page displays.

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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Favorites + Main Menu* ¥ inancials/Supply Ghain v > Common Definitions * > Design ChartFields = > Define Walues » > ChartField Request

myChio.gow Home Worikdist Add to Favorites Sign out
Q:n:\"-?s Financials
New Windew | Help | Personalize Page |
Approval Flow

ChartField Request Forms

CEWiew/Hide Comments

Request ID 000000000000000000000000007019:Fending [Hstart New Path

Grant [FROJECT_ID) Approval
Pending Mot Routed
CARRIE SO0ON Multiple Approvers
G Agency CF Approvers - Grants _E_' E Central Chartfield Approver _E

Comments

Return

e Once the activation of a ChartField Request has been submitted, you can view the list of

approvers.

14. Select Return.

o Activation of the ChartField has been requested. Approvers will receive an email

notification and new item in their worklist.

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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Adding, Updating Grant Attributes
e Click here for assistance with accessing the OAKS FIN Supply Chain Module.

Steps
e OAKS FIN > Main Menu > Set Up Financials/Supply Chain > Common Definitions >

Design ChartFields > Define Values > Capture Grant Lifetime Attrib

Favories = Main Menu = > Set Up Fnancials/Supply Chain ~ » Common Definitions ~ » Design ChariFields = » Define Values = » Capture Grant Lifetime Attrib

—
“"\.‘\\\_ Financials

Grant Lifetime Attributes

Enter any information you have and click Search, Leave fields blank for o list of all values

Find an Existing Value Add a New Value

Search Criteria

Search by Business Unit + bagins with

Search Advanced Search

Find an Existing Value | Add a New Value

1. Click the Add a New Value tab.

e The Add a New Value page for Grant Lifetime Attributes displays.

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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Fawvorites - Main Menu 4 hain~ » Common Definitions ~ > Design ChariFields » » Define Values » » Capture Grant Lifetime Atirib
myOhio.gov Home Worklist Add to Favorites Sign out
QJ.‘«R Financials
New Window | Help | &
Grant Lifetime Attributes

Find an Existing Value Add a New Value

Business Unit| STATE | O
Department a,
Grant/Prj

je

Add

Find an Existing Value | Add a New Value

2. Enter the code of the Department that owns the grant.
3. Enter a grant number in the Grant/Prj field.

e The grant number will appear in the Grant/Project search results after it has been
approved. The State Grant Number is the same as the Grant/Project Number. The

Grant/Prj code begins with the three-character agency code.
4. Click Add.
e The Grant Attributes page displays.

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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Grant Attributes

*Business Unit STATE |Q

*Grant/Prj

Grant Details
CFDA

FAIN
*Begin Date B

*Grant Amount

Grant Fund Details
User Option
Cash Match Amount

In Kind Amount

Lifetime Revenues
as of 6/30/2007

Lifetime
Expenditures as of
6/30/2007

Last Updated By

Date of last update

Revenue and Expenditures by Fund as
of 6/30/2007

Furd

1 Q

Lifetime Revenues

[ Save ||=] Notify

CSWO201GL Q,

Fawvorites - | Main Menu - G- hain » > Common Definitions ~ > Design ChariFields » » Define Values ~ > Capture Grant Lifetime Attrib

myOhio.gov Home Worklist Add to Favorites Sign out

New Window | Help | Personalize Page | B

*Department CsW Q

*Letter of Credit

*Grant Year

*Active Status

*End Date [

Cash Match %

Grant Kind Pct

Personalize | Find | Wiew All | |_’,_"—|| E‘ First ‘4 1of
1 ‘&' Last
Lifetime Expenditures
H =
[k Add || #] Update/Display

5. Enter the identifier of any Letter of Credit connected with the grant; if none exist, enter

"N/A."

6. Enter the year the grant originated, according to the federal fiscal year, in the Grant

Year field.

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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7. If necessary, update the date the grant begins in the Begin Date field.
8. If necessary, select "Active" from the Active Status.
9. Enter the Grant Amount.

e Grant Amount should be Actual Award Amount.

o If a grant number is required by the agency ahead of actual award, then enter $1
in the Grant Amount. Ensure the Grant Attribute is updated as soon as the

award amount is determined.

e A comment must be included to indicate why a $1 amount has been

entered.

¢ Add an attachment with the actual award or prior year award (if

requesting ahead of award).

10. If necessary, update the date the grant ends in the End Date field.
11. Optionally, enter or update data in these fields:

o User Option field (agency specified).

e Cash Match Amount.

e In-Kind Amount.

e Cash Match %.

e In-Kind %.
12. Click Save.

e The Last Updated By and Date of last update fields are refreshed.

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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Maintaining and Inactivating ChartFields
Before inactivating a ChartField, you must verify that there are no outstanding transactions,

such as an unpaid voucher, that are using the ChartField.

Once a ChartField is created, its configuration can not be changed. Thus, if a mistake is made
on one requested and approved, it would need to be inactivated through the maintenance

process below and a new one would be created -- using the Requesting ChartFields steps.

e Click here for assistance with accessing the OAKS FIN Supply Chain Module.

Steps
e OAKS FIN > Main Menu > Set Up Financials/Supply Chains > Common Definitions

> Design ChartFields > Define Values > ChartField Request

Favorites - Main Menu - > Set Up Financials/Supply Chain = » Commaon Definitions = » Design ChanFields ~ » Define Values = » ChanField Request

QJ:.R Financials

ChartField Request

Find an Existing Value Add a New Value
Request 1D: l!.! X1
SeuD:
Field Name:
Field Action: [Add [~]
Field Value: a4

Add

Find an Existing Value | Add a New Value

e Click here for a quick tutorial on Inactivating ChartFields.

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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1. Enter the Setld.

2. Enter the Field Name.

3. Select "Update" from the Field Action dropdown menu.
4. Enter the Field Value.

5. Click Add.

e The ChartField Request page displays.

Request ID NEXT SetiD STATE
Request Status Newly Created Field Hame PROJECT_ID
Field Action Update ADJFAZ0R
Telephone Email ID someone@OAKSURG. SY.COM
Core Information Business Justification
*End Date (09/302010 i O Federal Grant?
*Start Date 092772009 W [ Miatch Required?
*Status |;l(.|.'-'l? :I CFDAW
"DesCription ARMY ENVIRONMENTAL *Department
FAIN

Grant Award Amount

Attachments (0)

Request Comments

Trees
Requester
Entered By Entered Date/Time
Updated By Updated DateTime
ol Save | |=] Netify + Add | x| UpdateDisplay

New Window | Pearsonalize Page | m

6. Select Inactive from the Status dropdown menu.

7. Enter Department.

8. Enter Grant Award Amount.

9. Click Save.

e Information is updated at the bottom of the page for date/time entered/updated.
10. Select Submit For Approval from the Request Action dropdown menu.

11. Click Go.

12. Select View Approval Flow link to see designated Approvers.

e The Approval Flow window opens.

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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Favorites + Main Menu~ % inancisls/Supply Chain+ > Common Definitions v > Design ChartFields » > Define Values v > ChartfField Request

myChic.gov Home Workdist Add to Favorites Sign out
C‘:J:'\‘ES Financials
New Windew | Help | Personalize Page |
Approval Flow

ChartField Request Forms

CEWiew/Hide Comments

Request ID 000000000000000000000000007019:Fending [Hstart New Path

Grant [FROJECT_ID) Approval
Pending Not Routed
CARRIE SOON Multiple Approvers
9 Apgency CF Approvers - Grants _E_' E Central Chartfield Approver _E

Comments

Return

e Once the activation of a ChartField Request has been submitted, you can view the list of

approvers.
13. Click Return to close the Approval Flow window.

e Inactivation of the ChartField has been requested. Approvers will receive an email

notification and new item in their worklist.

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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Approving ChartField Requests

Overview
Approval is required for all ChartField requests in OAKS FIN. Designated approvers will vary by

ChartField type and multiple levels of approval may be required for specific ChartFields.

The requestor can view the list of approvers and the status of the approval process within OAKS
FIN.

o Click here for assistance with accessing the OAKS FIN Supply Chain Module.

Steps
e OAKS FIN > Worklist

Fawoiilés = Main Wenid = » Workdsi = » Worldist

Home ‘Wioridad A o Favories Sign out
WOV Fnaacts
Worklist

riliat fsr CODY MONTANA

Vorkitad Fille
Lk L - a
From h
MARK KIREY i 1Ec20n 4 aporoeal Routing Apprmvsl Workfiow ~ AL i
PAT KINGSTON (AR5 aporoesl Routing Approvsl Workfiaw -
MARE KIRBY EHETIS Agpreasl Pouting  Approvel Workfaw -
PAT KINGSTON (1o Agpcoval Roating.  Apprival Workfiow ~ KB
MARK KIREY DEERT01S Approal Reutng  Appdoal Wolkfiv » comaly ISRy
PAT KINGSTON  o717201s Aspeoval Routing  Appravel Wonian - gt
MERK KIREY b1 Agproval Rsting  ADprmves Workfiow ~ R
PAT KINGSTON 07312015 AgpeovalResting  Approval Workflow L e R
PASRK KIREY BTN Approval Bogling  Approvel Workaw -

e Click here for a quick tutorial on Approving ChartField Requests.

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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1. Select the correct ChartField Request to view and approve.

e The Business Request Approval page displays.

Fawrites = Main Menu ~ > Worklist = » Worklist

o

e-\&i Financialy

Request D 000000000000000000000000000003
Request Ratus Pending Approval

Field Action Add

Tekephone
Core Infomm ation

Budgetary Only

* Effgctive Date |

" Ratus V

"Descripton t

* Short Description f
Long Des cription

Request Comments

¥ Trees

Approval Comments

Request Action | vJ
Requester 0000577694 MARK KIRBY
Entered By 0000577654 MARE KIRBY
Updated By 00005776584 MARE KIRBY

il Seve  [0" RetuntoSearch | =] Moty

myChio. gov Home Work st Add o Favorites Sign out

New Window | Help | Pers onalize Fage |

SetlD STATE Copy
Feld Name BUDGET_REF

Feld Value AAMT

Email ID
Business Justifcation
Agachments (0}

Go View Approwal Flow

Entered Date/Time 05182015 2:49PM

Updated Date/Teme 05182015 2:.48PM

2. Select "Approve" under the Request Action dropdown menu.

3. Click Go.

4. Select View Approval Flow link to see a list of approvers.

e The Approval Flow window opens.

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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Fawvorites - Main Menu - > Worklist~ > ‘Worklist » Business Reguest Approval

myOhio.gov Home Worklist Add to Favorites Sign out
QJ."«?!, Financials

New Windew | Help | Personalize Page | [
Approval Flow

ChartField Request Forms

Request ID 000000000000000000000000007020:Pending E;::’E:;;:;m*m

Grant (PROJECT_ID) Approval

Approved Pending

MARK KIRBY Multiple Approvers
« Agency CF Approvers - Grants 4 G Ceniral Chartfield Approver _E
103116 - 12:37 PM

Comments

Retum

5. Close the Approval Flow window.

6. If another level of approval is required, the request will be routed to the next Approver.

7. If another level of approval is not required, the Request Status will change to
"Approved."

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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Resubmitting a ChartField Request for Approval

Overview

If an approver denies a ChartField request, the requester can make adjustments and resubmit
the request for review and approval.

e Click here for assistance with accessing the OAKS FIN Supply Chain Module.

Steps

e« OAKS FIN > Main Menu > Set Up Financials/Supply Chain > Common
Definitions > Design ChartFields > Define Values > ChartField Request

Favorites « Main Menu « > SetUp Financials/Supply Chain» > Common Definitions » » Design ChartFields » > DefineValues~ > ChartField Request

t-.‘;.-?-& Financials

ChartField Request

an Existing Value Add a New Value

Request ID NEXT
SetiD|STATE |Q
Field Name Q,
Field Action|Add v

Field Value Q,

Find an Existing Value | Add a New Value

=

Click the Find an Existing Value tab.

2. Enter the original Request ID and/or any other fields in the Search Criteria on the
Find and Existing Value tab.

3. Change the Request Status to "Denied."”

4. Click Search.

¢ Reguests that meet the search criteria will be listed.

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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ChartField Request
Enter any information you have and cick Search. Leave fields blank for 2 kst of all values

Find an Existing Value Add a New Value

w Search Criteria

Request ID[contains w| 0328
SetD[=_v| STATE
Fiea Name Beons wih v]
Field Action| = ] | ~|
Field Vaiue [Degins with v
Request Status|= w| [Deniec |
Requeste:[begins with v/|
Entered By begins with v| (10040344

Clcase sensitive

pp

PP

Search Clear | Basic Search & Save Search Criteria

Search Results

View All First ‘&' 1o01 b Last

Request 1D SetiD Ficld Name  Field Action Field Value Reguest Status Requesier Entered By
000000000000000000000000000383 STATE CHARTFIELD1 Update  DVS-15001 Denied 10040344 10040344

i A/ V.

5. Select the correct ChartField Request to view and approve.

e The Business Request Approval page displays.

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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Favortes~ | hain Menuw » Set Up Financi@isfSuppty Chain » > Common Definstions » > Design ChartFieids » > DefineVales = CharField Reguest 2

".,ﬁ.‘E PO eantes
Regquest D 000000000000000000000000000388. SeniD STATE Gogy
Request Status Denied Field Mame CHARTFIELD1
Fiell Acthon Upaate DVE-15001
Telephone & W0 Ext 2704 [Eimail 1D 3 e Bovh Slale oh us
Core Information Business Justilication
) Buspetary Oniy At 1
"Effective Date DU0TH1 207 E
status[Allve v

*Description Windd Replssement
*Shoit Description Wingow
Long Description

¥ Request Comments

* Questions

Does tha value requesied meet tha Project naming Standard?

- =
PROJECT Value: AGY-F¥nnnn
AGY i5 he hies Gl agency Lo, ™ rs the special characier 'dash’ for Consiruction Drojects, CeTit the cash for NoN-CoRSENACEON profects: FY is the two Oigit Bscal W
Answer [can this numbes b modified 1o DVE-1 '60'3 17 insiead of DVS-15001 o L'!:a
b Trees
Request Action | v Go View Approval Flow
Reguester 10040248 SR TR
Entered By 10040344 I Entered DateTime OW202015 238PM
Updated By 10076201 1 Updated DateTime 02302015 812AM
HiSave | [GF Return to Search || 57 Notly b Add F1 Upcais/Desplay

6. Review the Request Comments from the approver that denied the original ChartField
request.

* Request Comments

Flease see Questions below B
+ Questions
" Does the value requested meet he Project naming Standara? ~

PROJECT Value: AGY-FYnnnn
AGY is the three digit agency code; ™" is the special character ‘dash’ for construction projects, omit the dash for non-construction projects; FY is the two digit fiscal W

Answer |can this numbes be modified to OVS-1500017 instead of DVS-15001 rj@

b Trees

7. Make any adjustments needed to the request.

8. Select "Submit for Approval" under the Request Action dropdown menu.
9. Click Go.
10. Select the View Approval Flow link.

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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e The Approval Flow window opens.

o A list of approvers displays.

Approval Flow

ChartField Request Forms
Request ID 000000000000000000000000000388: Denied
Project Approval
Approved B Denied

“ MICH > o VERE
Agy CF Approvers - Project Central Chartfield Apprcver
09/30/15 - 7-:49 AM 0S/30/15 - 8:18 AM

Return

11.Click Return to close the Approval Flow window.

12.Click Save.

« If another level of approval is required, the Request Status will change to
"Pending Approval” and will be routed to the next Approver.
« If another level of approval is not required, the Request Status will change to

"Approved" and the Field Name value will turn into a hyperlink.

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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Running ChartField Reports

Overview
There are two reporting tools used to access ChartField data in OAKS; the Financials (FIN)

module uses PeopleSoft (PS) for reporting, and Business Intelligence (BI) uses Cognos.

Below are two examples of reports that can display a list of ChartField codes for a specified

ChartField type. In this scenario, a list of all revenue account codes will display.

ChartField Configuration Report - Bl GL0075

The following procedure shows how to run a Bl report to view all codes for a specified
ChartField type (Account, Fund, Department, Program, ALI, Project, Grant, Service Location,

Reporting, Agency Use, Budget Reference, ISTV).

e The search can be narrowed by the alpha or numeric character the code starts with
(e.g., for Account choose 1 = Asset, 2 = Liability, 3 = Equity, 4 = Revenue, 5 = Expense,

8 = Other sources, uses, adjustments).

Steps

1. Launch the BI Application from the myOhio Home page.

e OAKS BI > Public Folders > Bl Reporting Folders > Bl Standard Reports > FIN >
General Ledger > Actuals > GL0075 ChartField Configuration

o The first page of Bl Standard Reports for GL Actuals displays.

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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w 8! Porml iy Foidery Public Folders
Public Foldars » BI Reparting Fokdars » BI Saaedaed Ritgors > FIN > Ganerad Ledger > Actuals EIrcESYE( <R ®|E N
EN“’E'EG (L B LR
0 Name & Medified & Actions
[0 S0P GLo042 Eperdtures Moy by FundfALl Suby 13, T016 Sr1%08 PM Ow bk @ E &l v
[ ol Gueoss Fund Dushbosd Rapors Soby 12, 2016 HITLT BM O » b @ B 28 voe
[0 moP Lok Fund Acivicy {Mukile Fund Single Year) Suby 12, 2006 240137 PM il O] TR
[0 b 60053 Cument Fund Balancs ¥TD Actount Activiey Jone 22, 2016 1:05:58 PM O b @ E o8 voe,
[0 mob GLo0SS Inewest Allocation Raport Agei 22, 2096 10:07155 AM O b @ E e ves
] & L0071 Agency Cash Balance Raport eby 15, 2016 101606 AM O» b & E ol ve
O 5 GL00TE Chardeld Loskus by 82, 2016 12:16:0% AM O w b @ B el v
] 2P L2072 Detade Exparse Acivicy Report Jene 24, 2036 10:00:05 AM Or b @ E S v
[0 S GL0074 Reverce Racogrzed and Colecrd oby 12, 2016 §:29:50 AM O b @ E el v
[0 & 6uLoors Crarhed Configeration 3aby 14, 2056 116226 AM CP] b @ B o voe..
[] @l GLE0M Moschy Expercinwe Rasort Scby 15, 2016 BT AM 0w b @) B 58 vere...
[0 ool GL00TT Monhy Revenve Regon Suby 13, 2016 10030048 AM mi Ol
[0 Ml GLo07s Mondhy Fund Aciviey by 14, 2016 S:0564 BM Or b @ E & v

e« There may be multiple pages of reports available under Actuals.
Choose to run the GL 0075 Chartfield Configuration report With Options.

Choose a format for the report.

A wDN

Click Run.

e The GL-0075 ChartField Configuration Prompt Page displays.

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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GL-0075 Chartfield Configuration Prompt Page

4 Agggmnt « Expere and Revenue
Fund ~

Deparimeni

Program

ALl

Project

Grant

Service Localion

Reporting w

Agency Use
-
rtFic

Clik Heve 1o Chopse Specific Alinbytes to Display
'I Tes Select & “Chartfield to Display” in the first prompt

it far & chartfield which contains: chartiield sttributes
to see the attributes associated with that chartfield.

5. Choose "Account" for this scenario as the ChartField to Display.

6. Enter "4"in the Account Starts With field.

¢ Revenue codes begin with 4.

7. Complete optional fields to narrow the search or expand the description.
8. Click Finish.

9. Open the report when prompted.

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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o Protected View  Thil fibe anginbled fiom Bn Intern el location and mght be wndafe, Ohek Tof mofe detaili. Enable Editing
o015 - I
A [ (= 1] E E G H 1 ]

1 Accownt Description - Account Expanded Description Legal Auth Account Ty Status as of Effective Date Budgetary Aftribute  Attibute Values Description EffDt - Account

2 410002 SALES TAX GENERAL - R A N Jan 1, 1901 12:00:00 AM
3 410003 SALES TAX ALOOHOLIC BEVERAGES R A N Jan 1, 1901 12:00:00 AM
4 4110 INCOME AND EXCISE TAMES = R A ¥ Jan 1, 1901 12:00:00 AM
5 411001 PERSOMAL INCOME TAX WITHHOLDIN - R A N Jan 1, 1901 12:00:00 AM
6 411004 PERSOMAL INC TAX ANMUAL RET /40 - R A N Jun 1, 2016 12:00:00 AM
7 411005 PERSOMAL IMOOME TAX OTHER - R A N Jan 1, 1901 12:00:00 AM
8 412101 PETROLEUM ACTIVITY TAX - ADM - R A ] Jun 1, 2006 12:00:00 AM
9 415010 SEVERANCE TAX SHALE - R A N Jan 1, 1901 12;00:00 AM
10 41550 MOTOR FUEL USE TAX - R A id Jan 1, 1901 12:00:00 AM
11 415501 MOTOR FUEL USE TAX - AG COLLEC R A N Jun 1, 2006 12:00:00 AM
12 41650 HMORSE RACING WAGER TAX - R A Y Jan 1, 1901 12:00:00 AM
13 417540 TAX -INTANG. DLR-JACKSON CO = R A N Jun 1, 2016 12:00:00 AM
14 417548 TAX -INTANG. DLR-LUCAS COUNTY - R A N Jun 1, 2006 12:00:00 AM
15 |417550 TAX -INTANG. DLR-MAMONING CO R A N Jun 1, 2016 12:00:00 AM
16 417561 TAX -INTANG. DLR-NOBLE COUNTY - R A N Jun 1, 2006 12:00:00 AM
17 417568 TAX -INTANG. DLR-PUTHAM COUNTY - R A ] Jun 1, 2006 12:00:00 AM
18 417582 TAX -INTANG. DLR-VINTON COUNTY - R A N Jun 1, 2016 12:00:00 AM
19 417583 TAX -INTANG. DLR-WARREN COUNTY - R A N Jun 1, 2006 12:00:00 AM
20 417585 TAX -INTANG. DLR-\WAYHE CO - R A N Jun 1, 2016 12:00:00 AM
21 (417386 TAX -INTANG. DLR-WILLIAMS CO - R A N Jun 1, 2006 12:00:00 AM
22 417587 TAX -INTANG. DLR-WOOD COUNTY = R A N Jun 1, 2006 12:00:00 AM
23 (417589 TAX INTANGIBLE QUAL DEALERS R A N Jan 1, 1901 12:00:00 AM
24 41800 CIGARETTE TAX R A Y Jan 1, 1901 12:00:00 AM
25 418502 TAX - VERMOUTH-S5PARKLING 'WINE R A N Jun 1, 2006 12:00:00 AM
26 41950 ESTATE TAXES - R A ¥ Jan 1, 1901 12:00:00 AM
27 420502 MTR VEH LIC-STATE'S SHARE - R A N Jan 1, 1901 12:00:00 AM
28 420503 MV CENTRAL REGISTRATION FEES R A N Jan 1, 1901 12:00:00 AM
23 420513 MV OTHER FEE - R A N Jan 1, 1901 12:00:00 AM
30 420340 NOT ELSEWHERE CLASSFIED FEES - R A N Jan 1, 1901 12:00:00 AM
31 421015 SEED & MOCUL DEALER-AGTS FEES = R A N Jan 1, 1901 12:00:00 AM
32 421503 PERMIT FEES - R A N Jan 1, 1901 12:00:00 AM

B Bt e i R Y

Valid General Ledger Codes - FSX00XX

The following procedure shows how to run an OAKS FIN report to view all codes for a specified
ChartField type (Account, Fund, Department, Program, ALI, Project, Grant, Service Location,
Reporting, Agency Use, Budget Reference, ISTV).

In this scenario, a request for a List of Valid General Ledger Accounts (FSX0010) will run.

e Click here for assistance with accessing the OAKS FIN Supply Chain Module.

Steps
e OAKS FIN > Main Menu > Set Up Financials/Supply Chain > Common Definitions >

Design ChartFields > Reports > ChartField Reports

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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Favorites - Main Menu~ > Set Up Financials/Supply Chain = * Common Definitions ~ * Desian ChartFields = > Reports = > ChartField Reports

—
‘S.‘\K‘s Financials

ChartField Reports

ChariField Reports
Fund Code
Account

ALl

Depatment
Program Code
GrantiPrj

Project

Senice Location
Reporting

Agency Use

ISTV Xref

Budget Referance
Book Code
Adjustment Type

Scenario

1. For this scenario, choose Account. as the ChartField for the report.

2. Create or open a Run Control ID. Refer to Running OAKS FIN Reports for
instruction about creating and using run control IDs.

3. Enter or verify the parameters for the report request.

o For General Ledger Accounts, the SetID is always "STATE."
e The As of Date defaults to the current date.
4. Click Run.

e« The Process Scheduler Request displays

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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Process Scheduler Request

Help
UserID 10021996 Run Control ID Ztest
Server Hamel v Run Date 07/15/2016 3]
Ri:(:ur:en{:el W Run Time §:07:35PM Resetto Current Date/Time
Time Zone @,
Process List
Select Description Process Hame Process Type “Type *Format Distribution
[v] XMLP: List of Valid Accounts FSX0010 Bl Publisher | Web wv||PDF ‘v | Distribution
OK Cancel
6. Verify the Description and notice the Process Name.
7. Choose a Format to view the report.
8. Click OK.

e A Process instance number displays on the parameters page

9. Click the Process Monitor link.
10.Click Refresh until the Run Status shows "Success" and the Distribution Status

shows "Posted."

Retrieving and Reviewing the Report

e« OAKS FIN > Main Menu >Reporting Tools > Report Manager

e The Report Manager displays.

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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Favorites - | Main Menu~ » Reporting Tools ~> Report Manager

(':""E;ﬁ Financials
NS

List Explorer Administration Archives
to Refresh
First'4’ 1 of1 &/ Last

View Reports For
Folder | piay MONTH-END re v Instance
Name Created On
Reports Personalize | Find | view Al [ 2 | (8
Completion Report Process
Report Report Description Folder Name DateTime I titian
1 Report

11.Change the Folder to "General."
12.Change the number of Days to "1."

13.Click Refresh.
A list of reports, both those ran and received for that day, will appear

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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Favorites - | Main Menu~ > Reporting Tools ~ > Report Manager

(‘:Tc}“ Financials

List Explorer Administration Archives

View Reports For

Folder| General A4 Instance to Refresh
— = ;
Reports Personalize | Find | ViewAll |&Y | B First ‘4 1-50 070 *' Last
s Completion Report Process
Report Report Description Folder Hame Date(Time D e
1 Foxootopat  FSX0010-FSX0010PDF  General iy 5857950 6953462
FSX0010 - 0715116
FoX00i0pgi  FSX0010-FSX0010PDF  General bont 5857926 5053438
07H5/16
3 GLS8020 BUDGET STATUS REPORT General 5-20PM 5857811 6953312
071516
4 GLS8020 BUDGET STATUS REPORT  General it 5857803 6953304
0711516
5 GLS8020 BUDGET STATUS REPORT  General ol 5857804 6953305
oy R oy P P AP e S PR e

14.Click the Report link.

e The file extension is dependent on the format chosen when scheduling the

report.

e The requested report displays in the format chosen.

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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Oracle PeopleSoft Financials Page 8
.
ORACLE"  Repontio: Fsx0010 VALID GENERAL LEDGER ACCOUNTS Run Date 7152018
Time IBZIPM
SetiD: STATE
As of Date: 15.Jul.2016
Monetary Statistical Account Open ltem Account
Account Description Short Name  Account Type YH UOM Bal Forward  ¥/H  Description [Edit Record Edit Field VAT
& REVENUES REVENUE R - Ho [l [ N
410 TAX REVEMUES TAX REV R - Hg L] L] L]
a0 SALES TAXES SALES TAX B - No N ™ N
41000 MNON-AUTO SALES AND USE MNOM-AUTO 5 R - Ho L] L] L
410000 HOLDING ACCOUNT HOLDIMNG AC R - He N L L
a00m SALES TAX DELINGUENT - AG ST-DELAG R - No N ™ N
410002 SALES TAX GENERAL HETROGEN R - Ho L] L] L
410003 SALES TAX ALCOROLIC ST ALBEV R - L L] ] M
BEVERAGES
410004 SALES TAX ASSESSMENTS STASSEMT L L L] L L
410008 SALES TAX WATERCRAFT & ETWaM R - No L] L] M
MOTORS
410008 USE TAX DELINGUENT - AG UT-DEL AG R . No L] L] M
410007 ?ONHEWWUEHMES NR MV 5T R - L L] Me ]
A
410400 CASING TAX RECEIPTS RecptsTax R - He N Mo H
410601 %m'ru RECTS . LATE Penaltyfley B - Ho H [ N
41080 AUTO SALES AND USE AUTOSMLES R - Ho N o N
410500 SALES TAX MOTOR VEHICLES STMOVEH R - He N [ N
ang INCOME AND EXCISE TAXES WCASXCISE R - Ho N ™ ]
41100 PERSOMNAL INCOME TAX PER INCOME R - No L] ] M
411000 INCOME TAX - STATE PERSONAL [T STFER R - L L] L L
arem PERSONAL INCOME TAX BITWITH B - Ho H ™ H
WITHHOLU
an1o02 PERSONAL INCOME TAX GTR PITaERY B - Ho H Mo N
EST
sriom PERSOMAL INCOME TAX TRUST  PITTTPY B - Ho N o N
24 —— ,

e This report shows all account codes: 1 = Asset, 2 = Liability, 3 = Equity, 4 =
Revenue, 5 = Expense, 8 = Other sources, uses, adjustments.

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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