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FSAB

Purpose___________________U____________________________________

Use this procedure when creating a new WBS for a Soft Fund Account.

Procedure______________________________________________________
In this example, we will create a new WBS for our accounting code (short hand code in FMMI) 0085358666.  This code is under the Hort Crop unit in Corvallis, OR
1. Log onto the FMMI website via e-Auth.  
2. Go to Cost Management process area and then to the Agency Cost Management Master Data Maintenance role from the second leve process area, then the Create and Maintain Project business node under Detailed Navigation.
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Next click on task node Project Builder
[image: ]
Then Menu on the Project Builder application toolbar.  Then Project and Open from the drop down lists.
[image: ]
This will open the Open Project window.  Here you can look up the Project Definition or type it in.  All Project Definitions for ARS agreements will begin with AR.RA. then the 4th level mode code of the location to which the WBS is being added.  In this case the 4th level for Corvallis, OR is 5358.  Once the Project Definition is entered hit the enter key or click on the green checkmark icon at the bottom. 
 (
Hit 
the 
enter 
key 
or click this icon to advance to the next screen.
) (
To look up the Project Definition click on this icon.
)[image: ]
Then click on the Overview icon in Identification and veiw selection box. 
 (
Click here
, Overview 
icon
)[image: ]


This displays Basic Date detail tab of the Level 1 WBS for Corvallis.  All of our Level 1 elements should already be in FMMI.  Here click on the Expand icon on that Level 1 element. 
 (
Click here
Expand icon
)[image: ]
Now the Level 2 WBS is displayed.  If there are any Level 3 WBSs there would be an expand icon on this element also, but in this example there was not.  So from here we can add our new Level 3 element on the next line. 
[image: ]
Here we type in the new line number (3) then the new Level 3 WBS, (AR.RA.5358.01.0666) and the description for it.  

    Procedure___________________________________________________________

[image: ]
We then use the horizontal scroll bar at the bottom to scroll to the right and check both the Acct and Bill check boxes.  Notice here that this element is yet to be released or approved. 
 (
Scroll Bar
)[image: ]
Next go to the Responsibilities Tab to enter the CA (which will always be USDA) and the Responsible Cost Center
[image: ]
Click on the Search icon on the Responsible Cost Center to get a listing of Cost Centers. 
 (
Click Here
)[image: ]
In the Responsible Cost Centers Search window type in part of the Cost Center info you know and then put the * wildcard character at the end.  This search should produce all of the valid Cost Centers for Corvallis, OR.  To execute the search, hit the enter key or click on the Start Search button. 
 (
Start Search
)[image: ]
From this list, you select the Cost Center that is responsible for this agreement.  In this example, the Horticultural Crops unit is selected.  Again, you may double click the line you want or highlight it and click the green check to copy it to the form. 
[image: ]
Here click on the Save button on the Application Tool Bar. 
 (
Save
)[image: ]
To verify your WBS was saved, you follow the same process, go to Open under Project Builder. 
 (
Open icon
)[image: ]
Type in the Project Definition (AR.RA.5358), hit enter or the green check icon.
[image: ]
Then click the Overviews icon on the Identification and view selection window and then the Expand icons on the line items.  Here you can see the new project is in FMMI and is released and approved. 
 (
Expand icons
) (
Overviews icon
)[image: ]
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