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[bookmark: _GoBack]Adding Accounts to Business Units - Agency Lesson



	Step
	Action

	1. [bookmark: T5_F108]
	Click the Navigator menu.


	1. [bookmark: T5_F4]
	Click the State of Nebraska link.


	1. [bookmark: T5_F6]
	Click the Accounting link.


	1. [bookmark: T5_F12]
	Click the Chart of Accounts link.


	1. [bookmark: T5_F14]
	Click the Add Accounts to Business Units link.


	1. [bookmark: T5_F69]
	Click in the Business Unit field.


	1. [bookmark: T5_F16]
	Enter the business unit number into the Business Unit field.

	1. [bookmark: T5_F18]
	Click the Find button.


	1. [bookmark: T5_F20]
	Click the check box of the business unit.


	1. [bookmark: T5_F22]
	Click the Select button.


	1. [bookmark: T5_F24]
	Click in the next available Obj Acct field.


	1. [bookmark: T5_F26]
	Enter the desired object number into the Object field.

	1. [bookmark: T5_F28]
	Click in the Description field.


	1. [bookmark: T5_F30]
	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.

	1. [bookmark: T5_F32]
	Click in the L D field.


	1. [bookmark: T5_F34]
	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.

	1. [bookmark: T5_F103]
	If a Sub ledger is required enter "L" in the PE field.  If a Sub ledger is not required leave this field blank.

	1. [bookmark: T5_F73]
	Click the OK button.


	1. [bookmark: T5_F38]
	Click the Cancel button.


	1. [bookmark: T5_F75]
	Click the Close button.


	1. [bookmark: T5_F3]
	You have successfully completed this lesson.
End of Procedure.
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