
Adding a new Shorthand Code.
You must have previously added a new WBS (AR.RA.5358.01.0777) and got the FM Deriver done on it.  Now you can add the Shorthand Code of 0085358777.  Go to Interface Table Maintenance, then Shorthand Code Requests, the under the Detailed Navigation on the left to Maintain Shorthand Code then Add Shorthand Coded.  
Type in the Agency, 03 for ARS, then the new Short hand Code.   
Then click on the Execute button. 
[image: ]


This opens the Create Shorthand Code Window and you enter the following:
1. Budget Period:  1010 for annual money, (it could be no year 10xx or two year 1011, etc.)
2. Fund: this is a reimbursable so I used fund AR0008REIM
3. Cost Center: I know this is for the Hort Crops unit in Corvallis, OR so I use their center, AR53581000
4. Functional Area: for ARS is always AGDEFAULT
5. WBS: the new WBS I previously created, here AR.RA.5358.01.0777
The click the green check icon. 

[image: ]

Now you can select the feeders you want this code to be on by checking the checkbox in the third column from the left.
[image: ]
For demonstration, I have selected all but CPAIS.
[image: ]

Now you need to add the GovTrip Org on the GovTrip line since you selected it as feeder.  Highlight that line and click on the GovTrip Orgs button.
[image: ]


Then type in the last seven numbers of the GovTrip Orgs you want to have access to this Shorthand Code.  Again, you will need to know these in advance.  After adding all that you want, click the Add Entry and then the Done buttons. 
[image: ]

Here you click the Save Button. 
[image: ]


Now you need to approve the new Shorthand Code you just created.  Go to Shorthand Code Approval, Maintain Shorthand Code, the Approve/Reject Shorthand Codes. 
[image: ]

Type in the Agency (03) and the new Shorthand Code and then click on the Execute button.
[image: ]


[image: ] 

Check all of the lines you want to approve in the second column from the left and then click the Complete Approval button. 
[image: ]


You should then receive an e-mail, like the one below indicating that the Shorthand Code has been approved for the selected systems.  
[image: ]
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