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Course 2: Administrative Services Workforce Transition Preparation for Agencies
Guidebook – Course 2
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Introduction
This Guidebook contains instructions on how to develop a workforce transition plan for your agency’s administrative services functions.  The purpose of the guidebook is to minimize the amount of data you will need to enter by using information that you have already provided through the as-is activity data collection process.

The tools and processes described will help your agency:

· Ensure that all administrative services management and their employees understand their future roles and tasks;

· Identify who needs what types of training when;

· Identify security profiles for employees to ensure that they have appropriate access to documents and approvals; and

· Prepare for redeploying employees as necessary.

The process involves six primary steps.  To facilitate this process and ensure that all agencies use a consistent, systematic and objective approach to MARS implementation, you have been given a series of Microsoft Word and Microsoft Excel tools.  This Guidebook provides step-by-step instructions to completing these tools and other data collection activities.

Helpful Definitions

Before beginning the planning process, it may be helpful for you to review some definitions specific to the Simplified Administrative Services Project.  The following resources may be helpful to you in this regard:

Guidebook 1: Definitions

The Guidebook supplied during Course 1 provides an overview of terms and concepts associated with the Simplified Administrative Services Project.  Located in your Course 1 materials, it appears under the tab, "Guidebook 1: Definitions."  It may be helpful for you to review -- and perhaps share with colleagues -- as you are working through the following steps.

MARS Page of the Simplified Administrative Services Web Site

For those still becoming familiar with MARS terminology, the MARS page of the Simplified Administrative Services Web Site is a great place to visit.  It is located at the following site:

http://www.state.ky.us/agencies/adm/mars/mars.htm
On this page, you will find a wealth of information, including:

· Presentations made at previous training sessions on topics such as "What is MARS," "MARS Chart of Accounts Overview," and the "MARS Training Kickoff."

· An overview section for each of the Administrative Services teams that supplies information about project background, goals and benefits, and a view to the organizations affected.

· A "Frequently Asked Questions (FAQ)" section for MARS, Business Improvement and Change Leadership questions.  To make it easier for you to find the information you need about MARS, those questions and their respective responses are sorted into the categories of Technical (specific to the MARS software application), Functional (dealing with how MARS will affect the Commonwealth's business practices), and Other.

· The MARS page has search functionality that allows you to enter a word or phrase about which you'd like information.  If such information is contained on the page, it will be found for you automatically.  If you don't find what you need, consider submitting a question via FAQ.

The Administrative Services page is continually updated, so visiting it frequently will help to ensure that you have the most up-to-date information available.  New information is flagged with the word "Updated" to help you spot what's new.

The Workforce Transition Development Process and Tools

Preparing for an effective workforce transition involves understanding the future roles of your agency’s employees and creating a plan that will address each employee’s needs at the right time, with the right information.

The following illustration provides an overview of the six major steps in the development process.  You may not need to complete all of these steps if your agency is small or limited in administrative services functions.
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A Diskette was provided to your team during training.  As shown in the table below, this diskette contains workforce transition tools and role information.  All of the files are either Microsoft Word, PowerPoint, or Microsoft Excel files that have been saved in formats compatible with Microsoft Office 95 or later.

Disk contains:



Roles (Folder)

Roles.zip



Tools (Folder)

WT_ PLAN.doc

exercise.zip

      AsIs_ToBe.ppt

Guidebook2.zip



The tools have been designed with on-line instructions to make data entry as convenient as possible.  The following pages provide more detailed instructions and background information to help you understand the process.
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Step 1: Develop a Transition Plan
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Purpose

A plan will help you organize your agency's workforce transition efforts and present your agency's philosophy for the transition. Plans provide a way to track what needs to be done, who needs to do it, corresponding deadlines, and status.  The plan should make it easier for you to manage the multiple tasks and responsibilities your agency faces.  The sample and guidelines provided to you are intended as a starting point to launch your agency's efforts.

Resources Needed

Following the training, meet with the appropriate designated Agency Implementation Team members to establish a Plan.  A Transition Planning template has been provided in your handouts.  An electronic copy of this document, WT_Plan.doc, is saved on the Disk in the Tools folder.

Tools and Examples

This document, entitled "GUIDE TO DEVELOP AGENCY WORKFORCE TRANSITION PLAN," lists key steps your agency should consider for workforce transition.  It then details for each step a description of the action items and provides space to capture for each item the date needed, person assigned to, and status.  There is also a Workforce Transition Plan sample that was used by Administrative Services for warehouse optimization efforts.

Procedure

The procedures for using this template were briefly described during training in Module 2.4.  Those procedures have been recapped below, for your future reference.  The first page of the template also appears in this section, for your reference.  Please use the template and the following steps as a guide to develop your plan.

1. Open "WT_Plan" found on the Course 2 diskette.

2. Determine whether additional Action Items will be required for your agency.

3. If so, insert rows into the table to allow for these Action Items to be added.  Fill out the "Action Item" column(s) for added items.

4. Complete the "Description/How To" and the "Date Needed/Timeframe" columns for any new Action Items added.

5. For added as well as existing Action Items, allocate resources and record names in the "Assigned To:" column.  Focus on assigning resources for tasks due sooner.  For tasks having a longer-term timeframe, resource assignments may be made at a later date.

6. Once you finish a draft of a Workforce Transition Plan for your agency, be sure to save the file!

7. Establish a schedule by which the "status" column will be updated.  For example, you might decide to have weekly or bi-weekly meetings with each of the resources involved.  After each such meeting or communication, it is recommended that you update your plan.  It is also suggested that you make plan updates available to the resources involved, so that they may also use them to guide their activities.

8. Monitor progress made toward each item on your plan, ensuring that needed items are completed.
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Step 2: Review As-Is Data
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Purpose

The purpose of reviewing the As-Is Information is to make sure it is accurate before completing the other worksheets in the [Agency#]_[DeptName]_ WkfrTran. XLS file.  The other worksheets use the as-is data as a starting point to help you determine the to-be roles and training needs for your employees.

Resources Needed

To review the “As-Is Information” worksheet in the [Agency#]_[DeptName]_ WkfrTran. XLS file, you may need to consult:

· Copies of the original as-is data that you submitted

· As-Is Activities Dictionary

· Changes in staffing since you submitted your agency's data

Tools and Examples

[Agency#]_[DeptName]_ WkfrTran. XLS] is a Microsoft Excel file you received via e-mail.  The “As-Is Information” worksheet is the first worksheet in this Excel file.  An example of this worksheet is included at the top of page 9.  For additional examples, please refer to the Module 2.4 slides that were provided during training.  If you require assistance with Microsoft Excel, please consult Appendix E: Software Assistance Guide from Guidebook 1 provided at Course 1 in August and September 1998.

Procedure

The procedures for completing this template were briefly described during training Module 2.4.  Those abbreviated procedures have been broken into a number of more detailed steps for you here.

1. Open the Microsoft Excel file, [Agency#]_[DeptName]_ WkfrTran. XLS], located on the Course 2 diskette.

2. Select the worksheet entitled, “As-Is Information.”

3. When you open this worksheet, you will see five column headings, entitled:

· Name (last, first)

· Personnel Information

· Financial Mgt Total

· Material Mgt Total

· Other Total
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These columns contain the information that your agency submitted during the as-is activity data collection process.  Review the list of employee names that is provided.  If you would like to add someone to this list who participates in administrative services activities in your agency, include their name at the bottom of the list, and fill out the other columns on this worksheet as needed.

4. To validate or change an employee’s as-is personnel information, click on the “+” sign above the Personnel Information column.  This will unhide columns containing the specific information your agency submitted during the as-is activity data collection process.  Clicking on the “-“ sign above the Personnel Information column will hide the other columns again.

5. To view the as-is activities that make up the total of financial management, material management, or other activities, click on the “+” sign above each of these columns.  Keep in mind that these totals are unlikely to be an exact measure of the amount of time an employee spends on administrative activities.  It is expected, however, that these totals are a good approximation of how much time an employee spends on administrative activities.

6. If you know of any changes that have been made to the time spent by individuals in these areas, update the spreadsheet to reflect them.

7. If you have no changes to make to this information, you are ready to proceed.
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Step 3: Complete Roles Sheet
Purpose

The purpose of completing the roles sheet is to identify the “to-be” roles for each employee in your agency who performs administrative services functions.  The “to-be” role identification is the basis for understanding how individual employees will be affected by the MARS implementation.  In addition, completing this worksheet allows you to identify employees who may be eligible for redeployment or transition.

Resources Needed

To complete the “To-Be Roles” worksheet in the [Agency#]_[DeptName]_ WkfrTran. XLS] file, you may need to consult:

· The “As-Is Information” worksheet

· The handout from Module 2.4 training that maps As-Is Activities to To-Be Roles.  Also located on disk 1 as As Is-To Be.ppt

· The handout which lists all of the To-Be Roles that have been identified

· The Curriculum Handbook

Tools and Examples

[Agency#]_[DeptName]_ WkfrTran. XLS] is a Microsoft Excel file located in the Tools file folder on the Course 2 diskette provided with the Guidebook.  The “To-Be Roles” worksheet is the second worksheet in this Excel file.  An example of this worksheet is included below.  For additional examples, please refer to the Module 2.4 slides that were given to you during training.
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Procedure

The procedures for completing this template were briefly described during training Module 2.4.  Those abbreviated procedures have been broken into a number of more detailed steps for you here.

1. Open the worksheet entitled, “To-Be Roles”.  You will see your list of employee names in the first column.  These names are automatically filled in based on the information in the “As-Is Information” worksheet.

2. The next column asks whether an employee will use MARS.  Fill in this information for each employee on the list by clicking on the cell next to the employee’s name.  A drop down menu will appear, allowing you to select either “yes” or “no”.

3. For each employee that will be using MARS, use the next column to fill in the date when the individual will begin using MARS.  Please enter both the month and year.  For example, July 1999 would be entered as 07/99. 

4.  The next column asks whether this individual will have an administrative services role in the future.  Fill in this information for all of the employees on your list.  To do this, click on the cell and select “yes,” “no,” or “maybe” from the drop down menu.  

5. The next steps allow you to identify the “to-be” roles for the individuals in your agency who will be performing administrative services roles in the future.  Begin this process by clicking on the “+” sign above the role identification column.  This will unhide columns entitled “Role 1” through “Role 10.”  If an individual will NOT be performing administrative services in the future, this section should not be completed.

6. To select a to-be role for an employee, click on a cell under the “Role 1” column.  A list of roles will appear as a drop down menu.  (For your convenience, this list of roles can be found on the next page and is a separate tab in the Excel file).  Select a role from this list.

Note:  The handout from training Module 2.4 that maps the “As-Is Activities” to the “To-Be Roles” will also assist you in selecting the to-be roles for an employee.

[image: image15.wmf]Division

Branch

Employee:

Last Name, First Name

Administrative: Financial 

Management Activities

Invoice receipt/validation

Prepare forms/Assemble voucher

Route to imprest clerk/custodian

Perform payment pre-audit

Create file for STARS upload

Reconcile bank account

Control check stock

Enforce appropriate internal use of 

fund

Imprest Cash

Administrative Services

Fiscal Management

Employee, One

0.00

0.00

0.00

0.01

0.01

Administrative Services

Personnel Administration

Employee, Two

0.00

0.00

0.01

0.01

0.01

0.01

Administrative Services

Fiscal Management

Employee, Three

Administrative Services

Fiscal Management

Employee, Four

Administrative Services

Fiscal Management

Employee, Five

0.05

0.01

0.02

0.01

Administrative Services

Fiscal Management

Employee, Six

Total

0.05

0.01

0.02

0.01

0.00

0.00

0.00

0.00


Prepare and Manage Detailed Agency Budgets
Establish Agency Workflow

Manage Budget Appropriations and Allotments
Records Management  

Biennial Budget Preparation
Agency System Administration

Generate Disbursements


Request Immediate Check from Treasury


Establish Payable (Straight Disbursement)


Establish Recurring Payable


Monitoring and Approval of Disbursements and Payables


Administer Procard


Consumable Inventory Management


Fixed Asset Property and Insurance Control Management


Supervision of Fixed Asset Property


Asset/Liability Management


Monitoring Payables


Agency Fiscal Management/ Supervision


Table Maintenance


Error Correction


Maintain Codes


Processing Journal Vouchers


Processing/ Manage Loans


Manage Funds Availability


Accounting Manager  


Grant Setup, Monitoring & Reporting


Grant Management


Cost Allocation Expert


Process Internal Bills - Buyer


Process Internal Bills - Seller


Goods and Services Procurement


Initiate and Request Goods or Services  


Purchasing Support  


Receiver  


Contract Administration  


Create & Process Accounts Receivable


Approve Accounts Receivable


Initiate Cash Receipts


Cash Receipts Support


Create and Process Cash Receipts


Internal Approval of Cash Receipts


Final Approval of Cash Receipts


Maintain Customer Files


Collection of Delinquent Accounts Receivables


Write-Off Delinquent Accounts Receivable


Prepare Expense Voucher


Authorize Expense Voucher


Financial Reporting  


Agency Security Management  


7. You may select up to 10 “to-be” roles for an employee.  As we discussed in the training, an individual may have several roles, or may perform only one role.  To select additional roles for an employee, enter the roles under the columns headed “Role 2”, “Role 3,” etc.  It does not matter in what order you enter the roles for an employee.

8. For each role, you may enter an effective date and comments.   To enter this information, click on the “+” sign which is located above the “Role” column. 
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9. After you have finished entering all of the role information for each employee, click on the “-“ sign above the “Role Identification” column.  This will hide the “Role” columns from view.

10. The next column asks whether an employee may require redeployment.  To complete this information, click on the cell and a drop down menu appears allowing you to select “yes,” “no,” or “maybe.”

Note: This column will probably not be applicable until December 1999 and beyond.  You may want to leave it blank right now.  

Any employee whose job activities will be reduced by 25% or greater should receive a maybe.  Any employee whose job activities will be reduced by 75% or more should receive a yes.

11. For employees who may require redeployment, you may enter the anticipated transition date in the next column.  Please enter this information as a month and year (i.e. 07/99).

12. To further assist with your workforce transition planning, the next column asks whether an employee may retire in the next 3 years.  To complete this information, click on the cell and a drop down menu appears allowing you to select either “yes” or “no.”

13. For employees who may retire in the next three years, the last column asks you to enter the anticipated retirement date.  Again, please enter this information as a month and year (i.e. 07/99).

14. Once you have completed this spreadsheet (see below for an example of a completed spreadsheet), save the file!  You are then ready to proceed.

[image: image17.wmf]Activities No Longer Performed

Activity

Description/Related DOA Forms

Financial Management

Accounting

Pre-Audit Processing

DOA-59, 60

Asset/Liability Management Processing

Maintain fixed asset tracking system

Can be agency or mainframe application

Reconcile agency asset systems with STARS

This is done for acquisitions and disposals

Encumbrance/Obligation Processing 

File contract/MOA

Error Correction Processing

Review/resolve suspended transactions

Note: Some agencies allow on-line corrections. Includes the 

daily activity of correcting any transactions that STARS places 

in a Suspend file. 

Coordinate changes with Finance

For agencies who opt to have a central liaison make the 

changes for them. Involves telephone and/or electronic 

communication.

Imprest Cash (Note: This area will diminsh -- and eventually do away -- over time)

Invoice receipt/validation

Match invoice to agency records to capture vendor, payment 

amount, and receipt of good/service 

Prepare forms/Assemble voucher

Route to imprest clerk/custodian

Perform payment pre-audit

Mgmt activity to review/approve payment request

Create file for STARS upload

Reconcile bank account

Control check stock

Any activity related to ensuring that all checks are accounted 

for by number and dollar amount. Also to ensure no checks 

are missing.

Enforce appropriate internal use of fund

Assist programmers/mgmt with imprest cash 

policies/procedures

STARS

Reconcile agency data to STARS data

The task of making sure STARS reports are balanced with 

central and agency reports

Agency's Program Management

Develop/maintain agency program support systems

Reconcile support systems to STARS 

Develop/maintain system's produced reports

Material Management

Contract Award

Distribute/log award

Usually done by bid tech

Inventory Additions (Non-Fixed Asset)

Compile STARS inventory information

In-depth process (using payment document/invoice) to find 

detailed info: Date of Purchase, Tag#, Reporting Level, 

Commodity Code, Vendor#,etc.

Develop costing methodologies

Coordinate reporting of inventory balances

Can be vendor request and/or agency request. Contract 

Renewal form.

Order from Catalog

Complete order form

Fax or call order to vendor

Procard Payment Processing

Import files to PVS database

This activity also includes time spent contacting the Procard 

PVS help desk if the Exceptions Log shows warn level 1 or 2.

Map pay cycle transactions

Using the Mapper screen

Transfer mapped file to STARS

Using WS FTP or TSO-based file transfer software

Complete Dataset Input Request form

This activity includes both completing the STARS-based form 

and faxing it to the Division of Accounts

Print/Release pay document

DOA-65 (Procurement Card pay doc.) and DOA-30 (Multiple 

Cost Dist. Form)

Process/Mail original doc.

Stamping, signing, and mailing to Finance/Accounts

Setup Procard Administrator Site

Conduct Agency Overview

Basic overview of Procard process and associated benefits

Evaluate hardware/technical requirements

Procard Technical Info Form- typically filed by the agency's IT 

unit

Acquire needed hardware/software

Install hardware

Cyclical or Support Activities

Annual Budget Request

Re-key budgets to desired levels

Completed in revised templates

Prepare allotment forms

Allotment and Appropriations (DOA-3, 4).

[image: image18.wmf]Action Item

Description/How To

Date

Needed/Timeframe

1.  Meet with managers

and leadership of

administrative services

employees and functions

Agency management and leadership will be an integral

part of communicating the changes, identifying the new

roles and aiding with the transition.

If necessary or appropriate for your agency, ask

managers to help identify future roles and timing of

employees identified on the tracking tool.

By April 1, 1999

2.  Define workforce

transition categories and

strategy

Using the different categories of workforce transition

defined in Module 2.0 slide # 10, determine the different

definitions that will apply to your agency.  Tailor

definitions as necessary.

By July 1, 1999

3.  Develop Agency’s

Workforce Transition

Strategy document

Develop an outline for a strategy that addresses your

agency’s specific needs.  A sample outline is included.

An outline will help keep the strategy focused and brief.

Once outline is agreed upon, prepare document.  The

document should include policies, procedures, definitions

and transition philosophy for the agency.  This document

would ideally be shared with your administrative services

employees in the form of an easy to read flow chart.

By July 1, 1999

4.  Identify employees

who will

Need to use MARS by

July 1, 1999

Develop strategy for identifying employees and

document

Using the agencies as-is administrative services data,

identify employees who will need to use MARS by July

1, 1999.  Use the tracking tool to log this information

By April 1, 1999

4.1  Complete roles

worksheet for these

employees

Using the Excel file [AgencyNumber]_ [DeptName].xls

and the AsIs_ToBe maps, identify the appropriate roles

and enter them into the To-Be Roles Worksheet for the

employees identified as needing to use MARS by July 1

1999.  As appropriate work with your agency training

lead.

By April 15, 1999



Step 4: Complete Training Sheet

Purpose

The purpose of completing the training sheet is to identify the courses that employees in your agency will need to work effectively after MARS is implemented.

Resources Needed

In order to complete the “Training” worksheet in the [Agency#]_[DeptName]_ WkfrTran. XLS] file, you may need to consult:

· The “To-Be Roles” Worksheet

· The Role Templates

· The Curriculum Handbook
Tools and Examples

[Agency#]_[DeptName]_ WkfrTran. XLS] is a Microsoft Excel file located in the Tools file folder on the Course 2 diskette provided with the Guidebook.  The “Training” worksheet is the third worksheet in this Excel file.  An example of this worksheet is included below.  For additional examples, please refer to the Module 2.4 slides that were given to you during training.

Procedure

The procedures for completing this template were briefly described during training Module 2.4.  Those abbreviated procedures have been broken into a number of more detailed steps for you here.

1. Open the worksheet entitled, “Training.”  A sample of this worksheet is included at the top of the next page.  The first column contains a list of employee names that have been filled in automatically based on your “as-is” information.

2. The next column asks whether an individual will require MARS training prior to 7/1/99.  Enter “yes” in this column if the employee will be using MARS as of July 1, 1999.

3. If an individual will not require MARS training prior to July 1, 1999, but will require MARS training in the eighteen months after MARS is implemented, enter “yes” in Column C.  Column D allows you to enter the month/ year that the first training would be expected to be needed after July 1999.

4. The “Course Identification” column allows you to enter the specific MARS training courses that an individual may require.  To enter courses, click on the “+” sign above the “Course Identification” column.
5. Click on a cell and a drop down menu appears listing the MARS training courses that are available.  You may select up to 10 courses for an individual.  Clicking on the “+” sign above the course name allows you to enter an effective date for the course (date course is actually scheduled) as well as additional comments (e.g. date by which you need the course, contingencies, etc.).  A complete list of the MARS training courses is also listed below for your reference:

Chart of Accounts
Payables

Budget and Cash Control
Contracting

General Accounting
Procurement Card Administration

External Vendor Payment Processing, Internal Payments, and Automated Disbursements
PD-Web

PD System Administration

Budget Preparation

Revenue and Receivables


Consumable Inventory
Budget Execution

Fixed Assets
BRASS - System Administration

Projects and Grants
Crystal Information

Advanced Projects and Grants
Reports

Control Agency


Cost Allocation


Travel


General Procurement


6. The final column allows you to enter additional training needs that an employee may require, such as the Statewide budget process, customer service, or accounting. 

Step 5:  Identify Potential Consolidation Areas

Purpose:

Understanding where efficiencies are anticipated and which activities will go away will provide you with the information you need to make decisions regarding your agency's workforce transition.  The following steps aim to help you identify these critical activities, and couple this information with agency-specific data.

Resources Needed

· As-Is data from fall submission (if you do not have it electronically, contact Gail Prewitt via e-mail or phone 502-564-4240)

· Current agency-specific staff information

· Activity_Consolidation.xls

· Data from agency administrative services management about MARS impact and efficiencies

· Workforce Transition Tracking Tool ([Agency#]_[DeptName].xls)

Tools and Examples

[Activity_Consolidation] is a Microsoft Excel file that will be sent to you via Outlook e-mail.  This file contains 2 worksheets, "Activities_No Longer" for those activities that will not need to be performed in the MARS environment and ""Activities_Efficiencies" for those expected to be done more efficiently within MARS operations.

Procedure:

1.0 
Verify existing "as-is" information for your agency

Resource(s):  Agency-specific "as is" personnel data collected last fall following Course 1.  Also helpful would be current agency-specific personnel data, such as an updated employee list.

1.1
Open as-is spreadsheet for agency or department.  This is the spreadsheet that you provided to us in September or October of 1998.

1.2
If you have not gone through the validation of the data and the employees, do so before proceeding to step 2.

1.3
Your validation activities should start by ensuring that each of the individuals listed on the "Personnel Data" worksheet remains with the division and branch cited, and that their respective class code and title are current.

1.4
Next, if you know of any significant changes to an individual's activities in the areas of Financial Management, Material Management, or Other Activities, record these changes on the corresponding spreadsheets.
2.0 Identify activities that will go away

Resource(s):  "Activities_No Longer" worksheet.  This worksheet appears at the end of this section for your use.  It will also be sent to you (within the Excel document "Activities_Consolidation") electronically via Outlook mail in the near future.

Note: the "Activities_No Longer" list is not considered exhaustive.  It is limited to those activities included on the Administrative Services Activities Dictionary that are expected to go away.  Several agencies will have additional activities that will go away once MARS implementation is completed within their organization.  You should add these activities to your master list for final calculations.

2.1 Calculate the total amount of time (in FTE’s) spent by your agency for each activity that will go away by creating a “Total” row after the last employee’s name on the spreadsheet.  You may want to hide the columns of the other activities to make it easier to view.  An example appears below for a fictitious agency.  You will notice that all of the activities under "Imprest Cash" are revealed, as activities in this area are expected to go away (or be significantly diminished).

2.2 If you would like to generate totals for specific divisions or branches in your agency, you could sort the data in the spreadsheet.  Then insert rows at the end of each sorted group to enable you to add "total" columns, as needed.

2.3 Create a summary list of activities that will go away and the amount of time spent by activity for your agency.  Create a total row at the bottom.  One way you can do this is by using Excel reporting functionality.


2.4 By activity, create a list of employees, amount of time spent, and the employee's location by dept and city.  Again, one way you can do this is by using Excel reporting functionality or by hiding columns and roles so that only the information you want is revealed.


3.0 Identify target activities for efficiencies

Resource(s): "Activities_Efficiencies" worksheet.  This worksheet is also part of the "Activity Consolidation" file that you will receive electronically via Outlook mail.  This worksheet is currently being finalized.

Note: Efficiencies have been identified through conversations with the MARS Lead Subject Matter Experts (LSME's) as well as other leadership members of the Central MARS team.  As with the "Activities_No Longer" worksheet, the "Activities_Efficiencies" list is not exhaustive.  Due to individual agency circumstances and business practices, MARS may bring about even more significant efficiencies that currently expected.

3.1 Calculate the total amount of time (in FTE’s) spent by your agency for each target efficiency activity by creating a total after the last employee’s name on the spreadsheet.  Use the process described in step 2.1.

3.2 If you would like the data to be sorted in a particular way (i.e. to create totals specific to divisions or branches) refer to the suggestions in step 2.2.

3.3 Create a summary list of target efficiency activities with amount of time spent (in FTE's).  Again, one way you can do this is by using Excel reporting functionality or by hiding columns.

3.4 For each activity, create a list of employees, amount of time spent on the activity (in FTE's), and location of employee.  Again, one way you can do this is by using Excel reporting functionality or by hiding columns.

3.5 Calculate the amount of time your agency is targeting to be saved within an efficiency activity for your agency once MARS is fully implemented.  This number (an efficiency measure) should be expressed in the form of a percentage (e.g. .20).  Each area should have a reduction number.  You can insert a row immediately below the activity row and put the number there.

3.6 Calculate the difference of pre-MARS and post-MARS time spent for each target activity by multiplying the percentage of time saved by the total number of FTE's in the activity area.

An example for a fictitious agency appears below.  Note the "Efficiency Targets" row that has been inserted.  Certain agency activities corresponding to the item "Payments (Central Issued Checks)" in the Activities Dictionary have been used as an example.  Significant gains are expected in this area, due to the streamlining of existing processes via new, electronic workflow and more extensive system functionality.



3.7 This sample spreadsheet shows a subset of divisions and branches for a hypothetical agency.  Specifically, it shows the degree to which ten staff persons currently engage in activities related to "Payments (Central Issued Checks").

3.8 As you will notice, the efficiency targets across the activities involved vary.  It is expected that the same will be true in your agency; some activities will yield higher efficiency measures than others.

3.9 What is important to note in this example is that, prior to calculating efficiencies, total FTE's were found to be 4.23.  Following the introduction of efficiency measures, the total efficiency FTE's were calculated at 3.23.  What this efficiency savings of 1.00 represents is the possible extent to which FTE's may be reduced in the future.

3.10 Complete such calculations for all activities handled by your agency for which efficiencies are targeted.  Create a list of the changes (both positive and negative) by target activity area in FTE's.  Excel report functionality may be used to do so.

3.11 For target activities with significant efficiencies, identify relevant employees and positions.

3.12 Identify positions, as appropriate, as targets for redeployment and identify relevant timing considerations.  Use the role worksheet in the Excel tool [Agencynumber]_[DeptName]-WkfcTran.xls].

3.13 Reclassify or reassign duties to those who will remain in their current positions.

Step 6:  Complete Redeploy Sheet

Purpose

The purpose of completing the redeploy/transition sheet is to assist you with planning for workforce transition and redeployment that may be required as a result of the MARS implementation, and provide agency management with a tracking tool for helping track progress toward meeting the business case objectives.

Resources Needed

In order to complete the “Redeploy/Transition” worksheet in the [Agency#]_[DeptName]_ WkfrTran. XLS] file, you may need to consult:

· Consolidation calculations

· As-Is Information

· Agency administrative services managers
Tools and Examples

[Agency#]_[DeptName]_ WkfrTran. XLS] is a Microsoft Excel file located in the Tools file folder on the Course 2 diskette provided with the Guidebook.  The “Redeploy/Transition” worksheet is the fourth worksheet in this Excel file.  An example of this worksheet is included below.  For additional examples, please refer to the Module 2.3 slides that were given to you during training.  If you require assistance with Microsoft Excel, please consult Appendix E: Software Assistance Guide.

Procedure

The procedures for completing this template were briefly described during training Module 2.4.  Those abbreviated procedures have been broken into a number of more detailed steps for you here.

1. Open the worksheet entitled, "Redeploy/Transition."  A sample of this worksheet is included on the next page.  The first column is filled with the names of employees based on the "As Is Information" worksheet.  The second and third columns indicate whether an employee will require redeployment, and the anticipated transition date.  These columns are populated with the information that you supplied in columns AJ and AK of the "To Be Roles" sheet.
2. The next column provides detailed information about the employee’s current class title, code, salary, and grade.  To view this information, click the “+” sign above the “Position Information” column.
3. The “Special Needs” column allows you to list any special placement needs that should be considered for an employee who requires redeployment.  Examples include wheel chair, etc.
4. Fill out the next three columns for employees who may require redeployment.  First, enter the beginning date of the employee’s service.  A comment box appears asking you to enter the date in the format “month/ day/ year.”  Next, enter the date that the employee was informed of the redeployment need.  Finally, enter the date of the meeting with the Personnel Cabinet or Workforce Transition Team member.

5. The “New Position Tracking” column allows you to enter information related to a new position target or opportunity for an employee, including class title, class code, grade, interview date, results/ comments, and the start date for the new position.  To enter this information, click on the “+” sign above the “New Position Tracking" column.

6. Finally, the last column allows you to enter the date that the employee was placed in the new position.  An example of a completed “Redeploy/Transition” worksheet is included below:
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As-Is Information
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To validate or change an employee's as-is personnel information, click on the plus sign above

To view the as-is activities that made up the total, please click on the plus sign above

To view the as-is activities that made up the total, please click on the plus sign above

To view the as-is activities that made up the total, please click on the plus sign above
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		Name (last, first)		Will this individual use MARS?		When?  (Date)		Administrative Service role(s) in the future?		Role 1 Effective Date		Role 1 Comments		Role 1		Role 2 Effective Date		Role 2 Comments		Role 2		Role 3 Effective Date		Role 3 Comments		Role 3		Role 4 Effective Date		Role 4 Comments		Role 4		Role 5 Effective Date		Role 5 Comments		Role 5		Role 6 Effective Date		Role 6 Comments		Role 6		Role 7 Effective Date		Role 7 Comments		Role 7		Role 8 Effective Date		Role 8 Comments		Role 8		Role 9 Effective Date		Role 9 Comments		Role 9		Role 10 Effective Date		Role 10 Comments		Role 10		ROLE IDENTIFICATION		May this employee require redeployment?		Anticipated Transition Date		May this employee retire in the next 3 years?		Anticipated Retirement Date
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To enter role click on drop box below. To enter effective date or comments click on plus sign above

This column will probably not be applicable until December of 1999 and beyond.

If employee uses STARS or KAPS; is in a field or program area that will in the future initiate docs., etc choose yes

To select roles for an employee, please click on the plus sign above and select as many roles as applicable



Training

		Name (last, first)		Require MARS training prior to 7/1/99?		Ever require MARS training?		When?		Course 1 Effective Date		Course 1 Comments		Course 1 Name  -- Time and comments		Course 2 Effective Date		Course 2 Comments		Course 2 Name  -- Time and comments		Course 3 Effective Date		Course 3 Comments		Course 3 Name  -- Time and comments		Course 4 Effective Date		Course 4 Comments		Course 4 Name-- Time and comments		Course 5 Effective Date		Course 5 Comments		Course 5 Name-- Time and comments		Course 6 Effective Date		Course 6 Comments		Course 6 Name-- Time and comments		Course 7 Effective Date		Course 7 Comments		Course 7 Name-- Time and comments		Course 8 Effective Date		Course 8 Comments		Course 8 Name-- Time and comments		Course 9 Effective Date		Course 9 Comments		Course 9 Name-- Time and comments		Course 10 Effective Date		Course 10 Comments		Course 10 Name-- Time and comments		Course Identification		Additional Training Needs

		Hill, John

		Smith, Jane

		Doe, Bob

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0
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Please enter month training would be expected post July 1999

If MARS Training is required prior to 7/1/99, please identify courses to the right

If this employee is anticipated to need training in the next 18 months - enter yes

If you need to enter courses, please click on the plus sign above

Click on the plus sign above to enter date or month for course and record any additional comments

Please identify additional training needs such as Statewide budget process, customer service, accounting, etc.



Redeploy | Transition

		Name (last, first)		May this employee require redeployment?		Anticipated Transition Date		Class Code		Class Title		Current Grade		Current Salary		Position Information		Special Needs		Length of Service		Date Employee Informed of Redeployment Need		Date Employee Meets with Personnel Cabinet		New Position Target or Opportunities: Class Title		New Position Opportunities: Class Code		New Position Opportunities: Grade		New Position Opportunities: Interview Date		New Position Opportunities: Results/Comments		Date Employee Starts in New Position		NEW POSITION TRACKING		PLACED?

		Hill, John		0		0		0		0

		Smith, Jane		0		0		0		0

		Doe, Bob		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0
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For details about the employees current class title, code, salary, and grade click the plus sign

Please list any special placement needs that may need to be considered for this employee



Course List

		COURSE LIST

		Chart of Accounts

		Budget and Cash Control

		General Accounting

		External Vendor Payment Processing, Internal Payments, and Automated Disbursements

		Revenue and Receivables

		Consumable Inventory

		Fixed Assets

		Projects and Grants

		Advanced Projects and Grants

		Control Agency

		Cost Allocation

		Travel

		General Procurement

		Payables

		Contracting

		Procurement Card Administration

		PD-Web

		PD-System Administration

		Budget Preparation

		Budget Execution

		BRASS - System Administration

		Crystal Information

		Reports





Roles List

		ROLES LIST

		Prepare and Manage Detailed Agency Budgets

		Manage Budget Appropriations and Allotments

		Biennial Budget Preparation

		Recording Disbursements

		Establish Payable (Straight Disbursement)

		Establish Recurring Payable

		Monitoring and Approval of Disbursements and Payables

		Administer ProCard

		Consummable Inventory Management

		Fixed Asset Property and Insurance Control Management

		Supervision of Fixed Asset Property

		Asset/Liability Management

		Monitoring Payables

		Agency Fiscal Management/ Supervision

		Table Maintenance

		Error Correction

		Maintain Codes

		Processing Journal Vouchers

		Processing/ Manage Loans

		Manage Funds Availability

		Accounting Manager

		Grant Setup, Monitoring & Reporting

		Grant Management

		Cost Allocation Expert

		Process Internal Bills

		Goods and Services Procurement

		Initiate and Request Goods or Services

		Purchasing Support

		Receiver

		Contract Administration

		Create & Process Accounts Receivable

		Approve Accounts Receivable

		Initiate Cash Receipts

		Cash Receipts Support

		Create and Process Cash Receipts

		Internal Approval of Cash Receipts

		Final Approval of Cash Receipts

		Maintain Customer Files

		Collection of Delinquent Accounts Receivables

		Write-Off Delinquent Accounts Receivable

		Prepare Expense Voucher

		Authorize Expense Voucher

		Agency Administrative Processes

		Financial Reporting

		Agency Security Management

		Establish Agency Workflow

		Records Management
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To validate or change an employee's as-is personnel information, click on the plus sign above

To view the as-is activities that made up the total, please click on the plus sign above

To view the as-is activities that made up the total, please click on the plus sign above

To view the as-is activities that made up the total, please click on the plus sign above



To-Be Roles

		Name (last, first)		Will this individual use MARS?		When?  (Date)		Administrative Service role(s) in the future?		Role 1 Effective Date		Role 1 Comments		Role 1		Role 2 Effective Date		Role 2 Comments		Role 2		Role 3 Effective Date		Role 3 Comments		Role 3		Role 4 Effective Date		Role 4 Comments		Role 4		Role 5 Effective Date		Role 5 Comments		Role 5		Role 6 Effective Date		Role 6 Comments		Role 6		Role 7 Effective Date		Role 7 Comments		Role 7		Role 8 Effective Date		Role 8 Comments		Role 8		Role 9 Effective Date		Role 9 Comments		Role 9		Role 10 Effective Date		Role 10 Comments		Role 10		ROLE IDENTIFICATION		May this employee require redeployment?		Anticipated Transition Date		May this employee retire in the next 3 years?		Anticipated Retirement Date
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To enter role click on drop box below. To enter effective date or comments click on plus sign above

This column will probably not be applicable until December of 1999 and beyond.

If employee uses STARS or KAPS; is in a field or program area that will in the future initiate or approve docs., etc choose yes

To select roles for an employee, please click on the plus sign above and select as many roles as applicable



Training

		Name (last, first)		Require MARS training prior to 7/1/99?		Ever require MARS training?		When?		Course 1 Effective Date		Course 1 Comments		Course 1 Name  -- Time and comments		Course 2 Effective Date		Course 2 Comments		Course 2 Name  -- Time and comments		Course 3 Effective Date		Course 3 Comments		Course 3 Name  -- Time and comments		Course 4 Effective Date		Course 4 Comments		Course 4 Name-- Time and comments		Course 5 Effective Date		Course 5 Comments		Course 5 Name-- Time and comments		Course 6 Effective Date		Course 6 Comments		Course 6 Name-- Time and comments		Course 7 Effective Date		Course 7 Comments		Course 7 Name-- Time and comments		Course 8 Effective Date		Course 8 Comments		Course 8 Name-- Time and comments		Course 9 Effective Date		Course 9 Comments		Course 9 Name-- Time and comments		Course 10 Effective Date		Course 10 Comments		Course 10 Name-- Time and comments		Course Identification		Additional Training Needs
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Please enter month/year training would be expected post July 1999 (e.g., 12/99)

If MARS Training is required prior to 7/1/99, please identify courses to the right

If this employee is anticipated to need training in the next 18 months - enter yes

If you need to enter courses, please click on the plus sign above

Click on the plus sign above to enter date or month for course and record any additional comments

Please identify additional training needs such as Statewide budget process, customer service, accounting, etc.



Redeploy | Transition

		Name (last, first)		May this employee require redeployment?		Anticipated Transition Date		Class Code		Class Title		Current Grade		Current Salary		Position Information		Special Needs		Length of Service		Date Employee Informed of Redeployment Need		Meeting with Personnel Cabinet		New Position Target or Opportunities: Class Title		New Position Opportunities: Class Code		New Position Opportunities: Grade		New Position Opportunities: Interview Date		New Position Opportunities: Results/Comments		Date Employee Starts in New Position		NEW POSITION TRACKING		PLACED?

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0		0		0		0		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0



For details about the employees current class title, code, salary, and grade click the plus sign

Please list any special placement needs that may need to be considered for this employee



Course List

		COURSE LIST

		Chart of Accounts

		Budget and Cash Control

		General Accounting

		External Vendor Payment Processing, Internal Payments, and Automated Disbursements

		Revenue and Receivables

		Consumable Inventory

		Fixed Assets

		Projects and Grants

		Advanced Projects and Grants

		Control Agency

		Cost Allocation

		Travel

		General Procurement

		Payables

		Contracting

		Procurement Card Administration

		PD-Web

		PD-System Administration

		Budget Preparation

		Budget Execution

		BRASS - System Administration

		Crystal Information

		Reports





Roles List

		ROLES LIST

		Prepare and Manage Detailed Agency Budgets

		Manage Budget Appropriations and Allotments

		Biennial Budget Preparation

		Generate Disbursements

		Request Immediate Check from Treasury

		Establish Payable (Straight Disbursement)

		Establish Recurring Payable

		Monitoring and Approval of Disbursements and Payables

		Administer ProCard

		Consummable Inventory Management

		Fixed Asset Property and Insurance Control Management

		Supervision of Fixed Asset Property

		Asset/Liability Management

		Monitoring Payables

		Agency Fiscal Management/ Supervision

		Table Maintenance

		Error Correction

		Maintain Codes

		Processing Journal Vouchers

		Processing/ Manage Loans

		Manage Funds Availability

		Accounting Manager

		Grant Setup, Monitoring & Reporting

		Grant Management

		Cost Allocation Expert

		Process Internal Bills - Buyer

		Process Internal Bills - Seller

		Goods and Services Procurement

		Initiate and Request Goods or Services

		Purchasing Support

		Receiver

		Contract Administration

		Create & Process Accounts Receivable

		Approve Accounts Receivable

		Initiate Cash Receipts

		Cash Receipts Support

		Create and Process Cash Receipts

		Internal Approval of Cash Receipts

		Final Approval of Cash Receipts

		Maintain Customer Files

		Collection of Delinquent Accounts Receivables

		Write-Off Delinquent Accounts Receivable

		Prepare Expense Voucher

		Authorize Expense Voucher

		Agency Administrative Processes

		Financial Reporting

		Agency Security Management

		Establish Agency Workflow

		Records Management

		Agency System Administration
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To validate or change an employee's as-is personnel information, click on the plus sign above

To view the as-is activities that made up the total, please click on the plus sign above

To view the as-is activities that made up the total, please click on the plus sign above

To view the as-is activities that made up the total, please click on the plus sign above



To-Be Roles

		Name (last, first)		Will this individual use MARS?		When?  (Date)		Administrative Service role(s) in the future?		Role 1 Effective Date		Role 1 Comments		Role 1		Role 2 Effective Date		Role 2 Comments		Role 2		Role 3 Effective Date		Role 3 Comments		Role 3		Role 4 Effective Date		Role 4 Comments		Role 4		Role 5 Effective Date		Role 5 Comments		Role 5		Role 6 Effective Date		Role 6 Comments		Role 6		Role 7 Effective Date		Role 7 Comments		Role 7		Role 8 Effective Date		Role 8 Comments		Role 8		Role 9 Effective Date		Role 9 Comments		Role 9		Role 10 Effective Date		Role 10 Comments		Role 10		ROLE IDENTIFICATION		May this employee require redeployment?		Anticipated Transition Date		May this employee retire in the next 3 years?		Anticipated Retirement Date
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To enter role click on drop box below. To enter effective date or comments click on plus sign above

This column will probably not be applicable until December of 1999 and beyond.

If employee uses STARS or KAPS; is in a field or program area that will in the future initiate or approve docs., etc choose yes

To select roles for an employee, please click on the plus sign above and select as many roles as applicable



Training

		Name (last, first)		Require MARS training prior to 7/1/99?		Ever require MARS training?		When?		Course 1 Effective Date		Course 1 Comments		Course 1 Name  -- Time and comments		Course 2 Effective Date		Course 2 Comments		Course 2 Name  -- Time and comments		Course 3 Effective Date		Course 3 Comments		Course 3 Name  -- Time and comments		Course 4 Effective Date		Course 4 Comments		Course 4 Name-- Time and comments		Course 5 Effective Date		Course 5 Comments		Course 5 Name-- Time and comments		Course 6 Effective Date		Course 6 Comments		Course 6 Name-- Time and comments		Course 7 Effective Date		Course 7 Comments		Course 7 Name-- Time and comments		Course 8 Effective Date		Course 8 Comments		Course 8 Name-- Time and comments		Course 9 Effective Date		Course 9 Comments		Course 9 Name-- Time and comments		Course 10 Effective Date		Course 10 Comments		Course 10 Name-- Time and comments		Course Identification		Additional Training Needs
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Please enter month/year training would be expected post July 1999 (e.g., 12/99)

If MARS Training is required prior to 7/1/99, please identify courses to the right

If this employee is anticipated to need training in the next 18 months - enter yes

If you need to enter courses, please click on the plus sign above

Click on the plus sign above to enter date or month for course and record any additional comments

Please identify additional training needs such as Statewide budget process, customer service, accounting, etc.



Redeploy | Transition

		Name (last, first)		May this employee require redeployment?		Anticipated Transition Date		Class Code		Class Title		Current Grade		Current Salary		Position Information		Special Needs		Length of Service		Date Employee Informed of Redeployment Need		Meeting with Personnel Cabinet		New Position Target or Opportunities: Class Title		New Position Opportunities: Class Code		New Position Opportunities: Grade		New Position Opportunities: Interview Date		New Position Opportunities: Results/Comments		Date Employee Starts in New Position		NEW POSITION TRACKING		PLACED?

		0		Yes		0		0		0								Expertise in Microsoft Excel		9/19/86		8/9/99		9/9/99																9/19/99
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For details about the employees current class title, code, salary, and grade click the plus sign

Please list any special placement needs that may need to be considered for this employee



Course List

		COURSE LIST

		Chart of Accounts

		Budget and Cash Control

		General Accounting

		External Vendor Payment Processing, Internal Payments, and Automated Disbursements

		Revenue and Receivables

		Consumable Inventory

		Fixed Assets

		Projects and Grants

		Advanced Projects and Grants

		Control Agency

		Cost Allocation

		Travel

		General Procurement

		Payables

		Contracting

		Procurement Card Administration

		PD-Web

		PD-System Administration

		Budget Preparation

		Budget Execution

		BRASS - System Administration

		Crystal Information

		Reports





Roles List

		ROLES LIST

		Prepare and Manage Detailed Agency Budgets

		Manage Budget Appropriations and Allotments

		Biennial Budget Preparation

		Generate Disbursements

		Request Immediate Check from Treasury

		Establish Payable (Straight Disbursement)

		Establish Recurring Payable

		Monitoring and Approval of Disbursements and Payables

		Administer ProCard

		Consummable Inventory Management

		Fixed Asset Property and Insurance Control Management

		Supervision of Fixed Asset Property

		Asset/Liability Management

		Monitoring Payables

		Agency Fiscal Management/ Supervision

		Table Maintenance

		Error Correction

		Maintain Codes

		Processing Journal Vouchers

		Processing/ Manage Loans

		Manage Funds Availability

		Accounting Manager

		Grant Setup, Monitoring & Reporting

		Grant Management

		Cost Allocation Expert

		Process Internal Bills - Buyer

		Process Internal Bills - Seller

		Goods and Services Procurement

		Initiate and Request Goods or Services

		Purchasing Support

		Receiver

		Contract Administration

		Create & Process Accounts Receivable

		Approve Accounts Receivable

		Initiate Cash Receipts

		Cash Receipts Support

		Create and Process Cash Receipts

		Internal Approval of Cash Receipts

		Final Approval of Cash Receipts

		Maintain Customer Files

		Collection of Delinquent Accounts Receivables

		Write-Off Delinquent Accounts Receivable

		Prepare Expense Voucher

		Authorize Expense Voucher

		Agency Administrative Processes

		Financial Reporting

		Agency Security Management

		Establish Agency Workflow

		Records Management

		Agency System Administration
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To validate or change an employee's as-is personnel information, click on the plus sign above

To view the as-is activities that made up the total, please click on the plus sign above

To view the as-is activities that made up the total, please click on the plus sign above

To view the as-is activities that made up the total, please click on the plus sign above



To-Be Roles

		Name (last, first)		Will this individual use MARS?		When?  (Date)		Administrative Service role(s) in the future?		Role 1 Effective Date		Role 1 Comments		Role 1		Role 2 Effective Date		Role 2 Comments		Role 2		Role 3 Effective Date		Role 3 Comments		Role 3		Role 4 Effective Date		Role 4 Comments		Role 4		Role 5 Effective Date		Role 5 Comments		Role 5		Role 6 Effective Date		Role 6 Comments		Role 6		Role 7 Effective Date		Role 7 Comments		Role 7		Role 8 Effective Date		Role 8 Comments		Role 8		Role 9 Effective Date		Role 9 Comments		Role 9		Role 10 Effective Date		Role 10 Comments		Role 10		ROLE IDENTIFICATION		May this employee require redeployment?		Anticipated Transition Date		May this employee retire in the next 3 years?		Anticipated Retirement Date

		Hill, John		Yes		Jul-99		Yes																																																														Prepare and Manage Detailed Agency Budgets		No				Yes		Jul-00

		Smith, Jane		Yes		Dec-99		Yes																																																														Biennial Budget Preparation		No				No

		Doe, Bob		Yes		Jul-99		Yes																																																														Establish Payable (Straight Disbursement)		No				No
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To enter role click on drop box below. To enter effective date or comments click on plus sign above

This column will probably not be applicable until December of 1999 and beyond.

If employee uses STARS or KAPS; is in a field or program area that will in the future initiate docs., etc choose yes

To select roles for an employee, please click on the plus sign above and select as many roles as applicable



Training

		Name (last, first)		Require MARS training prior to 7/1/99?		Ever require MARS training?		When?		Course 1 Effective Date		Course 1 Comments		Course 1 Name  -- Time and comments		Course 2 Effective Date		Course 2 Comments		Course 2 Name  -- Time and comments		Course 3 Effective Date		Course 3 Comments		Course 3 Name  -- Time and comments		Course 4 Effective Date		Course 4 Comments		Course 4 Name-- Time and comments		Course 5 Effective Date		Course 5 Comments		Course 5 Name-- Time and comments		Course 6 Effective Date		Course 6 Comments		Course 6 Name-- Time and comments		Course 7 Effective Date		Course 7 Comments		Course 7 Name-- Time and comments		Course 8 Effective Date		Course 8 Comments		Course 8 Name-- Time and comments		Course 9 Effective Date		Course 9 Comments		Course 9 Name-- Time and comments		Course 10 Effective Date		Course 10 Comments		Course 10 Name-- Time and comments		Course Identification		Additional Training Needs
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Please enter month training would be expected post July 1999

If MARS Training is required prior to 7/1/99, please identify courses to the right

If this employee is anticipated to need training in the next 18 months - enter yes

If you need to enter courses, please click on the plus sign above

Click on the plus sign above to enter date or month for course and record any additional comments

Please identify additional training needs such as Statewide budget process, customer service, accounting, etc.



Redeploy | Transition

		Name (last, first)		May this employee require redeployment?		Anticipated Transition Date		Class Code		Class Title		Current Grade		Current Salary		Position Information		Special Needs		Length of Service		Date Employee Informed of Redeployment Need		Date Employee Meets with Personnel Cabinet		New Position Target or Opportunities: Class Title		New Position Opportunities: Class Code		New Position Opportunities: Grade		New Position Opportunities: Interview Date		New Position Opportunities: Results/Comments		Date Employee Starts in New Position		NEW POSITION TRACKING		PLACED?
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For details about the employees current class title, code, salary, and grade click the plus sign

Please list any special placement needs that may need to be considered for this employee



Course List

		COURSE LIST

		Chart of Accounts

		Budget and Cash Control

		General Accounting

		External Vendor Payment Processing, Internal Payments, and Automated Disbursements

		Revenue and Receivables

		Consumable Inventory

		Fixed Assets

		Projects and Grants

		Advanced Projects and Grants

		Control Agency

		Cost Allocation

		Travel

		General Procurement

		Payables

		Contracting

		Procurement Card Administration

		PD-Web

		PD-System Administration

		Budget Preparation

		Budget Execution

		BRASS - System Administration

		Crystal Information

		Reports





Roles List

		ROLES LIST

		Prepare and Manage Detailed Agency Budgets

		Manage Budget Appropriations and Allotments

		Biennial Budget Preparation

		Recording Disbursements

		Establish Payable (Straight Disbursement)

		Establish Recurring Payable

		Monitoring and Approval of Disbursements and Payables

		Administer ProCard

		Consummable Inventory Management

		Fixed Asset Property and Insurance Control Management

		Supervision of Fixed Asset Property

		Asset/Liability Management

		Monitoring Payables

		Agency Fiscal Management/ Supervision

		Table Maintenance

		Error Correction

		Maintain Codes

		Processing Journal Vouchers

		Processing/ Manage Loans

		Manage Funds Availability

		Accounting Manager

		Grant Setup, Monitoring & Reporting

		Grant Management

		Cost Allocation Expert

		Process Internal Bills

		Goods and Services Procurement

		Initiate and Request Goods or Services

		Purchasing Support

		Receiver

		Contract Administration

		Create & Process Accounts Receivable

		Approve Accounts Receivable

		Initiate Cash Receipts

		Cash Receipts Support

		Create and Process Cash Receipts

		Internal Approval of Cash Receipts

		Final Approval of Cash Receipts

		Maintain Customer Files

		Collection of Delinquent Accounts Receivables

		Write-Off Delinquent Accounts Receivable

		Prepare Expense Voucher

		Authorize Expense Voucher

		Agency Administrative Processes

		Financial Reporting

		Agency Security Management

		Establish Agency Workflow

		Records Management
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To validate or change an employee's as-is personnel information, click on the plus sign above

To view the as-is activities that made up the total, please click on the plus sign above

To view the as-is activities that made up the total, please click on the plus sign above

To view the as-is activities that made up the total, please click on the plus sign above



To-Be Roles

		Name (last, first)		Will this individual use MARS?		When?  (Date)		Administrative Service role(s) in the future?		Role 1 Effective Date		Role 1 Comments		Role 1		Role 2 Effective Date		Role 2 Comments		Role 2		Role 3 Effective Date		Role 3 Comments		Role 3		Role 4 Effective Date		Role 4 Comments		Role 4		Role 5 Effective Date		Role 5 Comments		Role 5		Role 6 Effective Date		Role 6 Comments		Role 6		Role 7 Effective Date		Role 7 Comments		Role 7		Role 8 Effective Date		Role 8 Comments		Role 8		Role 9 Effective Date		Role 9 Comments		Role 9		Role 10 Effective Date		Role 10 Comments		Role 10		ROLE IDENTIFICATION		May this employee require redeployment?		Anticipated Transition Date		May this employee retire in the next 3 years?		Anticipated Retirement Date
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To enter role click on drop box below. To enter effective date or comments click on plus sign above

This column will probably not be applicable until December of 1999 and beyond.

If employee uses STARS or KAPS; is in a field or program area that will in the future initiate docs., etc choose yes

To select roles for an employee, please click on the plus sign above and select as many roles as applicable



Training

		Name (last, first)		Require MARS training prior to 7/1/99?		Ever require MARS training?		When?		Course 1 Effective Date		Course 1 Comments		Course 1 Name  -- Time and comments		Course 2 Effective Date		Course 2 Comments		Course 2 Name  -- Time and comments		Course 3 Effective Date		Course 3 Comments		Course 3 Name  -- Time and comments		Course 4 Effective Date		Course 4 Comments		Course 4 Name-- Time and comments		Course 5 Effective Date		Course 5 Comments		Course 5 Name-- Time and comments		Course 6 Effective Date		Course 6 Comments		Course 6 Name-- Time and comments		Course 7 Effective Date		Course 7 Comments		Course 7 Name-- Time and comments		Course 8 Effective Date		Course 8 Comments		Course 8 Name-- Time and comments		Course 9 Effective Date		Course 9 Comments		Course 9 Name-- Time and comments		Course 10 Effective Date		Course 10 Comments		Course 10 Name-- Time and comments		Course Identification		Additional Training Needs
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Please enter month training would be expected post July 1999

If MARS Training is required prior to 7/1/99, please identify courses to the right

If this employee is anticipated to need training in the next 18 months - enter yes

If you need to enter courses, please click on the plus sign above

Click on the plus sign above to enter date or month for course and record any additional comments

Please identify additional training needs such as Statewide budget process, customer service, accounting, etc.



Redeploy | Transition

		Name (last, first)		May this employee require redeployment?		Anticipated Transition Date		Class Code		Class Title		Current Grade		Current Salary		Position Information		Special Needs		Length of Service		Date Employee Informed of Redeployment Need		Date Employee Meets with Personnel Cabinet		New Position Target or Opportunities: Class Title		New Position Opportunities: Class Code		New Position Opportunities: Grade		New Position Opportunities: Interview Date		New Position Opportunities: Results/Comments		Date Employee Starts in New Position		NEW POSITION TRACKING		PLACED?
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For details about the employees current class title, code, salary, and grade click the plus sign

Please list any special placement needs that may need to be considered for this employee



Course List

		COURSE LIST

		Chart of Accounts

		Budget and Cash Control

		General Accounting

		External Vendor Payment Processing, Internal Payments, and Automated Disbursements

		Revenue and Receivables

		Consumable Inventory

		Fixed Assets

		Projects and Grants

		Advanced Projects and Grants

		Control Agency

		Cost Allocation

		Travel

		General Procurement

		Payables

		Contracting

		Procurement Card Administration

		PD-Web

		PD-System Administration

		Budget Preparation

		Budget Execution

		BRASS - System Administration

		Crystal Information

		Reports





Roles List

		ROLES LIST

		Prepare and Manage Detailed Agency Budgets

		Manage Budget Appropriations and Allotments

		Biennial Budget Preparation

		Recording Disbursements

		Establish Payable (Straight Disbursement)

		Establish Recurring Payable

		Monitoring and Approval of Disbursements and Payables

		Administer ProCard

		Consummable Inventory Management

		Fixed Asset Property and Insurance Control Management

		Supervision of Fixed Asset Property

		Asset/Liability Management

		Monitoring Payables

		Agency Fiscal Management/ Supervision

		Table Maintenance

		Error Correction

		Maintain Codes

		Processing Journal Vouchers

		Processing/ Manage Loans

		Manage Funds Availability

		Accounting Manager

		Grant Setup, Monitoring & Reporting

		Grant Management

		Cost Allocation Expert

		Process Internal Bills

		Goods and Services Procurement

		Initiate and Request Goods or Services

		Purchasing Support

		Receiver

		Contract Administration

		Create & Process Accounts Receivable

		Approve Accounts Receivable

		Initiate Cash Receipts

		Cash Receipts Support

		Create and Process Cash Receipts

		Internal Approval of Cash Receipts

		Final Approval of Cash Receipts

		Maintain Customer Files

		Collection of Delinquent Accounts Receivables

		Write-Off Delinquent Accounts Receivable

		Prepare Expense Voucher

		Authorize Expense Voucher

		Agency Administrative Processes

		Financial Reporting

		Agency Security Management

		Establish Agency Workflow

		Records Management
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To validate or change an employee's as-is personnel information, click on the plus sign above

To view the as-is activities that made up the total, please click on the plus sign above

To view the as-is activities that made up the total, please click on the plus sign above

To view the as-is activities that made up the total, please click on the plus sign above
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To enter role click on drop box below. To enter effective date or comments click on plus sign above

This column will probably not be applicable until December of 1999 and beyond.

If employee uses STARS or KAPS; is in a field or program area that will in the future initiate docs., etc choose yes

To select roles for an employee, please click on the plus sign above and select as many roles as applicable



Training

		Name (last, first)		Require MARS training prior to 7/1/99?		Ever require MARS training?		When?		Course 1 Effective Date		Course 1 Comments		Course 1 Name  -- Time and comments		Course 2 Effective Date		Course 2 Comments		Course 2 Name  -- Time and comments		Course 3 Effective Date		Course 3 Comments		Course 3 Name  -- Time and comments		Course 4 Effective Date		Course 4 Comments		Course 4 Name-- Time and comments		Course 5 Effective Date		Course 5 Comments		Course 5 Name-- Time and comments		Course 6 Effective Date		Course 6 Comments		Course 6 Name-- Time and comments		Course 7 Effective Date		Course 7 Comments		Course 7 Name-- Time and comments		Course 8 Effective Date		Course 8 Comments		Course 8 Name-- Time and comments		Course 9 Effective Date		Course 9 Comments		Course 9 Name-- Time and comments		Course 10 Effective Date		Course 10 Comments		Course 10 Name-- Time and comments		Course Identification		Additional Training Needs
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Please enter month training would be expected post July 1999

If MARS Training is required prior to 7/1/99, please identify courses to the right

If this employee is anticipated to need training in the next 18 months - enter yes

If you need to enter courses, please click on the plus sign above

Click on the plus sign above to enter date or month for course and record any additional comments

Please identify additional training needs such as Statewide budget process, customer service, accounting, etc.



Redeploy | Transition

		Name (last, first)		May this employee require redeployment?		Anticipated Transition Date		Class Code		Class Title		Current Grade		Current Salary		Position Information		Special Needs		Length of Service		Date Employee Informed of Redeployment Need		Date Employee Meets with Personnel Cabinet		New Position Target or Opportunities: Class Title		New Position Opportunities: Class Code		New Position Opportunities: Grade		New Position Opportunities: Interview Date		New Position Opportunities: Results/Comments		Date Employee Starts in New Position		NEW POSITION TRACKING		PLACED?
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For details about the employees current class title, code, salary, and grade click the plus sign

Please list any special placement needs that may need to be considered for this employee



Course List

		COURSE LIST

		Chart of Accounts

		Budget and Cash Control

		General Accounting

		External Vendor Payment Processing, Internal Payments, and Automated Disbursements

		Revenue and Receivables

		Consumable Inventory

		Fixed Assets

		Projects and Grants

		Advanced Projects and Grants

		Control Agency

		Cost Allocation

		Travel

		General Procurement

		Payables

		Contracting

		Procurement Card Administration

		PD-Web

		PD-System Administration

		Budget Preparation

		Budget Execution

		BRASS - System Administration

		Crystal Information

		Reports





Roles List

		ROLES LIST

		Prepare and Manage Detailed Agency Budgets

		Manage Budget Appropriations and Allotments

		Biennial Budget Preparation

		Recording Disbursements

		Establish Payable (Straight Disbursement)

		Establish Recurring Payable

		Monitoring and Approval of Disbursements and Payables

		Administer ProCard

		Consummable Inventory Management

		Fixed Asset Property and Insurance Control Management

		Supervision of Fixed Asset Property

		Asset/Liability Management

		Monitoring Payables

		Agency Fiscal Management/ Supervision

		Table Maintenance

		Error Correction

		Maintain Codes

		Processing Journal Vouchers

		Processing/ Manage Loans

		Manage Funds Availability

		Accounting Manager

		Grant Setup, Monitoring & Reporting

		Grant Management

		Cost Allocation Expert

		Process Internal Bills

		Goods and Services Procurement

		Initiate and Request Goods or Services

		Purchasing Support

		Receiver

		Contract Administration

		Create & Process Accounts Receivable

		Approve Accounts Receivable

		Initiate Cash Receipts

		Cash Receipts Support

		Create and Process Cash Receipts

		Internal Approval of Cash Receipts

		Final Approval of Cash Receipts

		Maintain Customer Files

		Collection of Delinquent Accounts Receivables

		Write-Off Delinquent Accounts Receivable

		Prepare Expense Voucher

		Authorize Expense Voucher

		Agency Administrative Processes

		Financial Reporting

		Agency Security Management

		Establish Agency Workflow

		Records Management
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