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Accessing the Organization (ORG2) Table 

You will use the following to access the Organization (ORG2) table:

Step 1
Open the Go To Window.

Step 2
In the CODE field, type “ORG2” and press the <OPEN> button.

The ORG2 screen is displayed.
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Organization (ORG2)
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Organization (ORG2)

Purpose:  The Organization (ORG2) table defines valid Organization codes and creates an Agency/Organization relationship for each Agency within the Commonwealth.

Responsibility:  Maintenance of this table is the responsibility of the Finance and Administration Cabinet’s Division of Accounts in coordination with User Agencies.

Major Points:
· The MARS Organization element is used to establish all valid Organization values.  The Organization data element is a breakdown of an Agency (i.e., Department, Division, Branch, Section, Unit).  The Organization structure can be up to twelve levels.  

· In general, users code the lowest level Organization that has been established for an agency’s structure on accounting transaction lines.  The Organization levels that have been established above the lowest level are inferred.  For example, a Department Organization (Level 1) can be inferred from a Division Organization (Level 2).

· The Organization code must be unique across Organization structure within a given agency.
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Organization (ORG2)
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· 
Since all organization levels are established in the same MARS Chart of Accounts table; numbers cannot be duplicated within a given agency.  Specifically, a particular number may be entered only once for a Budget Fiscal Year/Agency/Organization code combination.

· Organization is characterized as both a Statewide and Agency Chart of Accounts data element.  At a minimum, when processing accounting document lines for expenditures and revenues, a Department (Level 1) organization must be coded.  This is a statewide requirement.

· The Organization code is also an Agency COA data element because user agencies may establish lower level organizations.  For example, additional lower level structures such as Division, Branch, Section, and Unit may be established.  Additionally, other uses for lower level organizations are acceptable.

· Recall that each Organization code must be a unique 4-character code within a given Agency.  However, the same Organization code may exist in different agencies.

Let’s create an organization on ORG2.
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Organization (ORG2)
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Populate the ORG2 

Step 1 
On the Menu Bar, select Window: Clear Window.

The ORG2 table should be cleared.

Step 2 
Enter the following values in the corresponding fields:


Fiscal Year  This field is the two-digit code for  fiscal year.  Type “((”


Agency  Enter the appropriate Agency.  Type “(((” 


Organization Enter a code that is unique within Agency.  Type “D520”


Manager  Enter the name exactly as you want it to appear on reports.  Type “Your Name”


Org Name Enter the Organization name.  Type “DEPARTMENT OF STATE POLICE”

ORGANIZATION LEVEL  This field denotes the number value of the level in which this organization appears.  For example:

“01”- If the organization being defined in this line does not report up to any other organization.

“02” – If this organization being defined in this line reports to only one organization above itself.

etc…

Type “01”
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Organization (ORG2)
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Populate the ORG2 (Continued) 


FUND  Enter the value for the fund associated with this organization and agency.  Leave blank.


Activity  This field indicates the activity value that you want the system to use as a default when processing transactions for this organization.   Leave blank.


Function This field indicates the fund code that you want the system to use as a default when processing transactions for this organization.  Leave blank.


Project This field indicates the applicable value from Project (PROJ) if the organization defined in the line is associated with a project.  This field is not used by the Commonwealth of Kentucky.  Leave blank.


Inactive  Default is cleared.  Select if this agency/organization combination  is inactive.  When this checkbox is selected, transactions cannot be processed for this agency/organization combination. Leave blank.

BUYER  This field contains the buyer value to define an overriding buyer associated with the organization. This field is not used by the Commonwealth of Kentucky.  Leave blank. 
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Organization (ORG2)

(Budget /Reporting Org tab)

[image: image34.bmp]
[image: image35.png]= ADVANTAGE Desktop Training - PSB6033 - [Organi
e Fle Edt Disply bodify Window Help

s RS R 5H A HEESY 0 2REE
Fiscal Year 99 ‘Agency 520 Drganization D520 Manager TRAINING
Digtane [DEPRRTHENT OF STATE FOLICE I 0
s ey Rezien -
™ Inactive. Buyer
St Fepotivg O [ G wCE ]
P ——
Job Number Required on Spending Not Applcable. =l
Sub-organization Reguired on Spending Not Applcable. =l
Job Number Required on Revenue Not Applcable. =l
Sub-organization Required on Revene Not Applcable. =l
I™ Inventory Organization ™ Special Drganization Appravals
™ Multi-year Budgeting I™ Exclude Budget Preparation
Grant Indicator € Advanced Grant € Organization Method Grant @ Not a Grant
AL OES A00ED

HEsAGES BE5AM | 06711738





Populate the Budget / Reporting Org Tab 

If Budget / Reporting tab is not forward, please move it forward by clicking onto the tab. 

EXPENSE BUDGET ORGANIZATION LEVEL  This field indicates the level of the expense budget organization to which this organization reports.  This is the level at which the expense budget should be built when an accounting transaction is processed.  Type “01”

REVENUE BUDGET ORGANIZATION LEVEL  This field indicates the level of the revenue budget organization to which this organization reports.  This is the level at which the revenue budget should be built when an accounting transaction is processed. Type “01” 

APPROPRIATION ORGANIZATION LEVEL  The level of the appropriation organization to which this organization reports.  This is always “01” for MARS.  Type “01”

ALLOTMENT ORGANIZATION LEVEL  The level of the allotment organization to which this organization reports.  This is always “01” for MARS. Type “01”

REPORTING ORGANIZATIONS  This field indicates the appropriate organization codes for the higher level organizations to which this organization reports.  Each individual agency defines its organization structure.  These reporting organizations can be numbered 1 to 12 to correspond with the organization level.  In the field 1, type “D520”
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Organization (ORG2)

(Options and Controls tab)
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Populate the Options and Controls Tab 

Job Number Required on SPENDING  Defines whether job numbers are required on spending transactions for this organization.   Select “Not Applicable.”

Sub-Organization Required on Spending  Defines if sub-organization values are required on spending documents for organization.  Select “Not Applicable”

Job Number Required on Revenue  Defines if job numbers are required on revenue documents for this organization. Select “Not Applicable”

Sub-Organization Required on Revenue  Defines if sub-organization codes are required on revenue documents for this organization.  Type “Not Applicable” 

Inventory Organization Choose to indicate that the organization is an inventory organization.  Leave blank.

Special Organization Approvals  Chose  to indicate this orgainzation has its own approval requirements that override the default approvals established for each document type.  Leave blank.
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Organization (ORG2)

 (Options and Controls tab)
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Populate the Options and Controls Tab 

Multi-Year Budgeting This Option is not being use by the Commonwealth of Kentucky. Leave blank.

ExcLUde Budget PreparatioN Default is cleared.  This field is not used by the Commonwealth of Kentucky.  Leave blank.

Grant Indicator  This field indicates if this organization is associated with a grant. This field is not used by the Commonwealth of Kentucky Leave blank. 

Step 3 
On the Menu bar, select Modify: Add.

Your Organization has been added to the Organization (ORG2) table.

Let’s assume after adding the Organization, your informed by your supervisor that a second Organization Level should be created.  Let’s add a new organization to ORG2. 
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Organization (ORG2)
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Adding a Level 2  Organization

Let’s add a Level 2 Organization in this table. 

Step 1
On the Menu Bar, select Widow: Clear Window.

Step 2
Populate the following fields:


Fiscal Year, type “((”


AGENCY, type “(((”


Organization, type “DIV1”


Org Name, type “ADM SERV-PROPERTY & SERVICE”

Organization level, type  “02”

Budget / Reporting Org Tab


Expense budgeT Organization Level, type  “02”

Revenue BudgeT Organization Level, type  “02”

Appropriation Organization Level, type “01”

Allotment Organization Level, type “01”
 
Box 1, type  “D520”


BOX 2, type  “DIV1”

Step 3 
On the Menu Bar, select Modify: Add.

Your new record is now added to the Organization (ORG2) table.

Let’s pretend your supervisor informs you the Organization needs to be deleted.  Let’s delete the Organization.
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Organization (ORG2)
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Deleting an Organization from ORG2 

Let’s delete the Organization. 

Step 1
On the Menu Bar, select Widow: Clear Window.

Step 2
To find your specific record, enter the following:


Fiscal Year, type “((”


AGENCY, type “(((”


Organization, type “div1”

Step 3
On the Menu Bar, select Display: Get Specific Data.  

Your record is now displayed on the ORG2.

Step 4 
On the Menu Bar, select Modify: Delete.

Your fund has now been deleted.

Step 5
On the Menu bar, select Window: Close Open Windows.

This page intentionally left blank.
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Let’s view the impact of processing a Vendor Payment Voucher (P1) document on the Expense Budget Inquiry (EEX2) table when the Expense Budget Organization Level is set as “01” versus “02”.

Are there any questions about the Organization (ORG2) table?

Let’s look at the Program Reference (PRFT) table
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Go to Window
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Accessing the Program Reference (PRFT) Table 

You will use the following to access the Program Reference (PRFT) table:

Step 1
Open the Go To Window.

Step 2
In the CODE field, type “PRFT” and press the <OPEN> button.

The PRFT screen is displayed.
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Program Reference (PRFT)
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Program Reference (PRFT)

Purpose: This table is used to ensure that the Program Budget Unit for a specific Fund/Agency combination is valid and allows the inference of Appropriation Program and Allotment Program when the Program Budget Unit (PBU) is entered.  The PRFT table is also used to determine the Cash Control Indicator associated with a PBU and to specify whether or not cash override applies.

Responsibility: Maintenance of this table is the responsibility of the Finance and Administration Cabinet’s Division of Accounts in coordination with the Governor’s Office for Policy and Management (GOPM) and the User Agencies.

Major Points:

· PRFT is used to establish Program Budget Units so that Appropriation Programs and Allotment Programs can be inferred during transaction processing.

· Each Program Budget Unit is associated with a Cash Control Indicator.  This indicator is used to identify the level at which Cash is controlled for a Program Budget Unit (e.g., appropriation program versus allotment program).
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Program Reference (PRFT)
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· 
Each Program Budget Unit can have a deficit associated cash balance if the Override Cash Indicator is coded as “Yes”.

Let’s create a Program Budget Unit on PRFT.
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Program Reference (PRFT)
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Populate the PRFT

Step 1
On the Menu Bar, select Window: Clear Window.

The Program Reference (PRFT) table should be cleared.

Step 2
Enter the following values in the corresponding fields:

BUDG FY  The Budget Fiscal Year associated with the Program Budget Unit.  Type “((”

FUND  The Fund associated with the Program Budget Unit.  Type “1300”

AGENCY  The Agency associated with the Program Budget Unit.  Type “(((”

PROG BUDG UNIT  The Program Budget Unit is used to infer Appropriated program and Allotment Program.  Type “DAF0”

ALLT PROG  The Allotment Program associated with a Program Budget Unit.  Type “DAF”

APPR PROG  The Appropriated Program associated with a Program Budget Unit.  Type “D0”
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Program Reference (PRFT)
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Populate the PRFT (Continued)

CASH CONTROL IND  The Cash Control level associated with a Program Budget Unit.

Options include:

1 - Controls Cash at FUND level  

(Budget Fiscal Year/Fund)

2 - Controls Cash at AGENCY level (Budget Fiscal Year/Fund/Agency)

3 - Controls Cash at APPROPRIATION level (Budget Fiscal Year/Fund/ Agency/ Appropriation)

4 - Controls Cash at ALLOTMENT level (Budget Fiscal Year /Fund/Agency/ Appropriation/Allotment)

5 - Cash Control at PROGRAM BUDGET UNIT level (Budget Fiscal Year /Fund/Agency/Appropriation/Allotment/ Program Budget Unit.

Type “4”

Override CASH INDICATOR   This field indicates whether document  overrides are required to process an accounting transaction associated with this Program Budget Unit. If this field is set to “Y” for yes, accounting transactions that result in a deficit cash position can be processed without a document override.  Type “N” 

NAME  The name associated with the Program Budget Unit.  Type “STATE POLICE-ASSET FORFEITURE”
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Program Reference (PRFT)
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Populate the PRFT (Continued)


CAFR Ind    If set to “Y” , Finance and Administration Cabinet’s Division of Accounts does not use MARS data for CAFR.  If set to “N” the data will be used for CAFR. Type “N”.” 


Int Incl  If set to “Y” for yes this account statutorily receives interest income.  If set to “N” for No, income accrues to the Commonwealth General or Capital Projects Fund.  Type “N”.


Inv Pool  Valid values for this field are:

· I = Intermediate

· S = short term

· L = Long Term

· b = Bond Proceeds

· R = Retirement Accounts

· N = Old Investment Accounts

Type “I”.


Inactive IND  If set to “Y” for yes, transactions will not process.  If set to “N” for no, transactions will process.   Type “N”.
Step 3
On the Menu Bar, select Modify: Add.

Your Program Budget Unit has been added to Program Reference (PRFT) table.

Let’s assume after adding the Program Budget Unit, your informed by your supervisor that the Program Budget Unit will not be needed.   Let’s delete the record from PRFT. 
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Program Reference (PRFT)
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