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	Approve Shorthand Code Fiscal Year Rollover
 Online Help Procedure


	



	Purpose

	Use this procedure to complete the Shorthand Code Fiscal Year Rollover by approving selected Shorthand Codes and converting them to their new budget periods.

Trigger
Perform this procedure when the Shorthand Code Fiscal Year Rollover procedure has been created.

Prerequisites
· Shorthand Codes in expiring budget period

· Create Shorthand Code Fiscal Year Rollover transaction has been executed 

Menu Path
Use the following menu path(s) to begin this transaction:

· Interface Table Maintenance [image: image1.png]


 Shorthand Code Year End Approval [image: image2.png]


 Maintain Shorthand Code [image: image3.png]


 Approve Shorthand Code Fiscal Year Rollover   

Helpful Hints
The R/O/C column in the field description table represents the three types of data entry fields in FMMI: 

· R is for required fields that must be populated to complete a transaction.

· O is for optional fields that are not mandatory to complete a transaction.

· C is for conditional fields that are dependent on population of related fields and specific transactional events.


On certain screens you may need to scroll to view additional data fields.

Data used in this procedure is a representative sample of the data that is available in the production environment. Actual transaction data in the production environment may vary based on your given scenario.



 


	Procedure

	1.
	Start the transaction by accessing the Interface Table Maintenance tab.


	2.
	Click the Shorthand Code Year End Approval tab [image: image4.png]


.


	3.
	Click the Maintain Shorthand Code business activity link [image: image5.png][Maintain Shorthand Code



.


	4.
	Click the Approve Shorthand Code Fiscal Year Rollover task link [image: image6.png]* Approve Shorthand Code
Fiscal Year Rollover



.
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	5.
	Click the Legacy Agency field to enter the two character Legacy Agency code.
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	The Legacy Agency code is the two character Agency code used in FFIS.
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	6.
	Click the Execute button [image: image10.png]Execute




.
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	Check the Process in Background checkbox for large numbers (especially Agencies/Staff Offices with over one million) of Shorthand Codes.
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	7.
	Check all of the checkboxes for the Shorthand Codes targeted for Fiscal Year Rollover.
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	8.
	Click the Approve Selected button [image: image14.png]Approve Selected




.
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	9.
	Check the same checkboxes selected in step 7.
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	The Status Text for the Shorthand Codes selected in step 7 should now read "Approved".
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	10.
	Click the Save Selection button [image: image18.png]‘Save Selection




.
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	11.
	Click the Continue button [image: image20.png]Continue




.
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	12.
	The transaction has been completed successfully.  End of procedure.
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	Verify that Shorthand Codes have been rolled over successfully by confirming that the status has changed to "Processed
".


	Comments

	Refer to the following additional materials:

· Create Shorthand Code Fiscal Year Rollover


�Ulfers: Again need to understand whether the agency or COD is performing this task.  
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