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Adding Accounts to Business Units - Agency Overview
Before beginning this instruction, please review the Account Structure Manual.

Each business unit must have the appropriate accounts attached to it for use. If many accounts
need to be added, they can be copied from an existing business unit. To copy accounts, please
follow the work instructions for Copying Accounts from Business Units to Business Units.
However, if only a few accounts need to be added, and they are not in a range, they can be added
on an individual basis

Navigation:

We have listed three ways to navigate to the Adding Accounts to Business Units - Agency
process. This lesson will be using the General Accounting navigational steps.

General Accounting
Accounting - Agencies > Organizational Structure > Chart of Accounts > Add Accounts to
Business Units.

Budget
Agency Budget Menu > Organizational Structure > Chart of Accounts > Add Accounts to
Business Units.

Grants and Projects
Grants and Projects > Organizational Structure > Chart of Accounts > Add Accounts to
Business Units.

SERVIC CONT Field
Refer to this section when you are completing the SERVICE CONT field.

Leave the the SERVICE CONT field blank if the Object Code used is not listed below. If
the Object Code you entered is listed below then enter to corresponding code.

Enter: C1
If the Object Code is: 541100

Enter: C10
If the Object Code is: 526100, 527100, 527200 527300, 527400, 527500 527600, 527700,
527800 548500, 548600, 548700 548800, 548900

Enter: C11
If the Object Code is: 549100, 549200, 549300 549500

Enter: C12
If the Object Code is: 554900
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Enter: C13
If the Object Code is: 574600, 574700

Enter: C14
If the Object Code is: 549600

Enter: C15
If the Object Code is: 591100, 592100

Enter: C16
If the Object Code is: 549700, 593100, 594100 599100

Enter: C19
If the Object Code is: 543500

Enter:C2
If the Object Code is: 541500, 541600, 541700

Enter: C3
If the Object Code is: 542100, 542200

Enter: C4
If the Object Code is: 542500

Enter: C5
If the Object Code is: 543100, 543200, 543300

Enter: C6
If the Object Code is: 544100, 544200, 544300 544400, 544500, 544600 544700, 544800,
544900 545000, 545100, 545200 546800, 546900

Enter: C7
If the Object Code is: 547100

Enter: C8
If the Object Code is: 547500

Enter: C9
If the Object Code is: 548100

Adding Accounts to Business Units - Agency Lesson
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Procedure

In this lesson you will learn the steps for adding accounts to business units.

e

EnterpriseOne Menu [2R=N=] Wal 1
Open Applications
*fou have no running applications, The EnterpriseCne Menu containg several links to the applications:

Open New Window These links will always be at the |eft of your screens, no matter what application you are using

You can also hide the menu when you need mare space far your wark.
Fast Path

(]

[» Activators

> Content Development Toals
[+ End-User Tasks

> EnterpriseOne Menus

[» NIS State of Mebraska

[ Power User Tasks

> Task View Setup and Testing

-~ Roles
MNAg8FUNG

“Actions

—Help

— Mty System Options

— hity System Profile

— Work With Wark Center
— Submit.Jab

— View Job Status

[ Preferences

Done € mnternet H100%

Step Action

Click the NIS State of Nebraska link.
[MIS State of Mehrasks]|

Click the Accounting - Agencies link.

[sccounting - Agencies|

Click the Organizational Structure link.

[Craanizational Structure]

Click the Chart of Accounts link.

Click the Add Accounts to Business Units link.

[&dd Accounts to Business Units]
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Add Accounts to Business Units - Work with Jeb Master @
Select Find  Add  Copy Delste Close Form  Row  Report Tools

v & + B 0 ¥ B B B B

Business Unit Name ‘, BUType ,*—
Fund *

No records found.

(] Business BU

Unit Description

Done & Internet H100%

Step Action

Click in the Business Unit field.
| |

Enter the business unit number into the Business Unit field.

Click the Find button.

9. Click the check box of the business unit.

O

10.
Click the Select button.
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Add Accounts to Business Units - Original Budget / Account Master Sequence m
0 ot f ACCD S
Ok  Find Delete Cancel Form Row FPrevious MNext Todls
B & @0 %
Disnlay [ Additional Selection
Ledoer Type n Ju GIL Date [09/30/2009] [E]
Business Unit B508764 TRAINING EXAMPLE BUS) Level of Detail g
BU Posting Edit o SBL TypeiSubledger -
Chart Type T

Done

€ Internet 100% v

Step Action

11.
Click in the Object field.

12. Enter the desired object number into the Object field.

13. Describe the object in the Description field.
Note: If adding account with level of detail 3, 4, or 5, see Nebraska Master for
correct object account description. For set-by-step instructions on how to view the
Nebraska Master Accounts, please follow the Inquire on Nebraska Master
Accounts work instructions.

14.
Click in the L D field.

15. Enter desired level of detail into the L D field. Accounts added by Agencies must

be a level of detail 6 or above.

Note: Accounts with level of detail 3, 4, or 5 can be added as long as they check
against the Master.
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Add Accounts to Business Units - Original Budget / Account Master Sequence m
0 Budget { Acco S
OK  Find Delete Cancel Form Row Previous Next Tools
B & @0 %
Disnlay [ Additional Selection
Ledger Type n Ju GlL Date 09/30/2009
Business Unit W TRAINING EXAMPLE BLIS) Level of Detail ’g—
BU Posting Edit ,N_ SBL TypefSubledasr l_ =
Chart Type T

|4uuuuu |REVENUE

€ Internet 100% v
Step Action
16. Use the scroll bar to scroll to the right.
17. SERVICE CONT field - This field will either be left blank or completed with a

code based on the Object Code which was used.

Refer to the Overview to see what you sould enter in this field.

18. NITC field - Leave the field blank unless the Object Code used is listed below.
If the Object Code is listed below etner "T00" (zeros, not the letter "O").

Obiject Codes:

521200, 521290, 521291, 521400, 521800, 525200, 525400, 527400, 527500,
543100, 543200, 543300, 555100, 555200, 583300, 583600, 583900
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Ok Find Delete Cancel Form Row Previous Next Tools

B & 1 X 8 8 [E [ B

Display | Additional Selection

Ledger Type s o GIL Date loawzo08

Business Unit W TRAINING EXAMPLE BLIS) Level of Detail ’g—

BU Posting Edit ,N_ SBL TypeiSubledger l_ ,17
Chart Type ’NM—

Records 1-2

[Customize Grid =

hate Rt Bill CAT SERVICE BUDGET | BUDGET| CAT CAT CAT CAT CAT CAT CAT CAT CAT il
Type HiA cd ¥H 1 CONT | HITC DIVISIOH | DIVISIOI| 6 7 8 9 10 1 12 13 14 |

N N Y N A A A O N |

| >

Done

e

Add Accounts to Business Units - Original Budget ! Account Master Sequence

€ Internet 100% v

Step

Action

19.

Click the OK button.

20.

Click the Cancel button.
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Add Accounts to Business Units - Work with Job Master

e

[y ]

Select Fnd  Add  Copy Delete Cpse Form  Row Report Iools
v & +# B @ X B

Business Unit MName ‘x BU Type [~
Fund -
Records 1-1
|p598764
Business BU
Unit Description
6588764 TRAINING EXAMPLE BUSINESS UNIT 10000 N a
< | ¥
Done € Internet H100%  +

Step Action

21.
Click the Close button.

22. You have successuflly completed this lesson.
End of Procedure.
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