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For more information and specific user guides, navigate to:

SABHRS Documentation > Financials > User Guides
> General Ledger 
Accounting Overview

The General Ledger supports a number of state business and accounting functions by incorporating those functions into a single database, thereby reducing the maintenance, reconciliation, and data integrity problems that occur when data is stored in multiple places. Information is posted to the general ledger through the processing of journals, and the information that makes up a journal comes from the various agency transactions that are processed and posted (e.g., deposits, vouchers, etc.). 
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Each transaction entered by an agency includes chartfields, which tell the system the financial accounting data for that transaction. Chartfields are values that help define financial transactions in the system. The values in a chartfield may vary based upon the module in which you are working and any validation rules that may be in place. 

The chartfields segregate and categorize transaction and budget data for classification purposes, so that financial records and budgetary information can be tracked and analyzed. 
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Chartfields are alphanumeric, meaning they can contain both numeric and alphabetic characters. Each chartfield also has an associated lookup button [image: image2.bmp] to help users identify and select a valid chartfield value.

The chartfields used by the State of Montana include the following:

	Field Name
	Description

	 Business Unit
	The major organizational identifier required to achieve effective control over the State’s financial activities. In some instances, additional general ledger business units are recorded to facilitate more efficient accounting practices. Agencies may establish multiple business units in the accounts payable (AP) and accounts receivable (AR) modules to facilitate their internal business processes.

	Fund Code
	An independent fiscal or accounting entity with a self-balancing set of accounts provided to record assets and other resources, together with all related liabilities, obligations, reserves, and equities, and changes therein. Funds are segregated for the purpose of carrying on specific governmental activities or attaining certain objectives in accordance with regulations, restrictions, or limitations. The Department of Administration maintains this field.

	Account
	Alphanumeric code used to designate resources and expenditures (e.g., expense, asset, revenue, liability, fund balance, etc.) to a clearly defined purpose.  The Department of Administration maintains this field. 

	Organization (Org)
	Value used to establish agency reporting structure and capture revenue and expenditure activity for a designated area, function, or organizational grouping within the agency. Each agency is responsible for maintaining the organization chartfield for their agency. 

	Program Code
	Designates a year; used to determine if the budget, and thus expenditures/revenues, are associated with the current fiscal year or the previous (also known as prior or reverted) fiscal year. The Department of Administration maintains this field.

	Sub-Classification
(Sub-Class)
	Along with a given fund and year, identifies the source of appropriate authority. The first three characters indicate the agency program, the fourth indicates the source of authority, and the fifth character is assigned by the agency. This field is used for budgeted expenses and non-budgeted transfers, but is not required on revenues, except for non-budgeted transfers.  The Office of Budget and Program Planning (OBPP) maintains this field. 

	Project ID
	Optional field that further defines expenditures down to units and sub-units within a program. Each agency maintains this field, if it is being utilized by the agency. 

	ChartField 1/2/3
	Optional chartfields for use as specified by an individual agency. 


Chartfield combinations are entered separately for each transaction, and are checked during the Edit process to ensure the combinations are valid. A fund and account are required on all financial transactions to tell the system the source of the funding, and on what type of expenditure the money was spent (e.g., office supplies, travel reimbursements, etc.).

Appropriations are the source of authority determined and authorized by the legislature to be spent by a program in a state agency. Appropriations are tracked by fund and subclass. 

The Budget Period defines a time span during which appropriations are active. The budget period is the same time frame as the fiscal year in which a document is processing. Remember that the state’s fiscal year begins on July 1 and ends on June 30 of the following year. The transaction date, or accounting date, determines the fiscal year in which the transaction is associated. For example, if the transaction date is 6/30/04, the budget period is the 2004 fiscal year. If the transaction date were 07/07/04, the budget period is the 2005 fiscal year. The SABHRS system will automatically determine in which budget period the transaction is taking place, based upon the transaction date entered by the user. 

ChartFields also provide an Attribute feature, which allows the addition of one or more characteristics to a value. For example, the Fund ChartField could be designated a “Fund Type” attribute of “State Special” or “Federal.” Similarly, the Subclass could have a “Source of Authority” attribute of “HB2” or “Statutory.” Currently, the Office of Budget and Program Planning (OBPP) in the Governor’s office and the Accounting and Financial Services Division (AFSD) of the Department of Administration use attributes for the specific types of processes they perform. The only requirement related to attributes is that you must designate a Program for each Organization you create. 

ChartField Maintenance

Because the Department of Administration and OBPP maintain most chartfields, agencies are responsible for maintaining only the Organization and Project chartfields for their agency. For example, if an agency reorganizes their structure and creates a new organization, the agency is then responsible for adding that new organization in the system, on the organization rollup tree, and/or the organization translate tree, if desired. Similarly, if the agency uses projects and a new project is created, the agency is responsible for creating that project. Changes to organizations or projects may be made to reflect manager changes, name changes, and/or project date range and status changes, for example. 

Add/Update ChartFields

To create new chartfield values or maintain existing ones, navigate to: 

Setup Financial/Supply Chain > Common Definitions > Design ChartFields > Define Values > ChartField Values

[image: image89.wmf]Tip: Because the path is lengthy, you may wish to create a SABHRS Favorite for this navigation. 
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This list of chartfield values is one of the few places in SABHRS where you will see a “list within a list.” In order to view one type of chartfield and then return to view a different chartfield, you need to actually click the menu item “ChartField Values” again to return to this list of chartfields. Click the link of the desired chartfield to add or search for a value. 

Review or Modify Chartfields

On the Find an Existing Value page, the SetID is populated by default with your agency number. 

The drop down list next to each field allows you to vary the search criteria. Although “begins with” is initially displayed by default, you may select another value from the drop down list, such as “contains” to expand the search criteria.  
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You may search by any or all of the other displayed fields by entering a specific value. You may also use a wild card character to conduct a search on a partial value, such as 03% or 62%, for example. Leave the field blank to search for all values within that field.

Checking the Include History box will ensure that all history rows are retrieved with the chartfield value. 

Click the Search button to retrieve a list of values that match your search criteria.
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The list of results can be sorted by clicking any of the column headings. Click once to sort in ascending order, twice to sort in descending order. To display a screen tip of the next sort order (e.g., ascending or descending) to be displayed, “hover” (point, but don’t click) over the heading with your mouse pointer. Clicking the heading will actually sort the results by that column.

To select a value, click one of the links in the associated row. You may quickly move through the list of values by clicking the Next in List or Previous in List buttons, rather than navigating back to the list and searching repeatedly. 
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If you are updating an existing chartfield, you will need to insert another row in order to enter a new effective date. Click the Add a New Row button [image: image7.bmp] to insert an additional row. 

The total number of rows for the chartfield will be listed on the right side of the blue title bar, as well as which of those records you are currently viewing. 
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If more than one row exists, click the View All link to display all history rows. 
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Click the Budgetary Only select box if the Organization is used for budgetary purposes only. 
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Click the Attributes link to go to the Chartfield Attributes screen.
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Add an Organization

To add a new organization, navigate to: 

Setup Financial/Supply Chain > Common Definitions > Design ChartFields > Define Values > ChartField Values > Organization
By default, the Find an Existing Value page is displayed. Click the Add a New Value tab to go to that page. 

Enter your agency number in the SetID field. 
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Enter a number (up to 10 characters) for the new organization and click the Add button.
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The effective date populates with the current date, by default, but can be overridden. You may enter a different date or select one by clicking the calendar icon and clicking the date on the calendar. You may future-date the effective date if you want the org to be effective at a specific date in the future. 
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Note: In order for the new org to update the translate tree effectively, the effective date of the org needs to be equal to or earlier than the effective date of the org translate tree. 

The Status field displays “Active” by default, and it is strongly recommended to accept this default. Changing the status to “Inactive” will later result in the system not recognizing this chartfield as a valid value.

Together, the effective date and status determine which row is the active definition in use for the chartfield value. 

Enter a description (up to 30 characters) for the new organization. This is the description that will appear on various reports on which this organization shows up. Enter up to 10 characters in the Short Description field, which is also required.  
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Two ways are provided to associate an organization with a particular manager; however the manager field is not required. To designate the manager of the Organization, you may either select the manager’s employee ID from the Manager ID drop-down list or type the name into the Manager Name field. The format in the Manager Name field must be as follows: lastname,firstname (no spaces allowed). 

AFSD is requiring the “PROGRAM” attribute on the organization chartfield to indicate with what division the organization is associated. Type in the attribute and value, or click the lookup icon [image: image15.bmp] and select these values from the list of valid values. NOTE: The program attribute must match the program attribute of the sub-classification. 
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[image: image91.wmf]
 All organization chartfields must have an associated program attribute. 

Click the OK button to return to the previous page and save your work. 
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Note: New orgs (even if non-budgeted) need to be added to the Reporting or Translate trees, to update budget definitions, etc. Additionally, new orgs and projects must be added to your reporting tree(s) in order for them to appear on the MTGL0110 Report (Organizational Summary Report) and/or to be used in the Managers Reporting Tool (unless already on the tree(s)).

Project

To add a new project, navigate to: 

Setup Financial/Supply Chain > Common Definitions > Design ChartFields > Define Values > ChartField Values > Project
Not all agencies use projects, however, for those that do use projects, this chartfield can be useful in recording activity for a federal grant period or a project planning period. 

By default, the Find an Existing Value page displays when Project is selected. Navigate to the Add a New Value page. 
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Change the SetID to your agency number and assign the desired project ID (up to 15 alphanumeric characters). Click the Add button. 
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Enter up to 30 characters in the description field; this is the description that will appear on various reports. 

The status defaults to an Active status. It is strongly encouraged to accept this default, as setting this field to Inactive will result in the system no longer recognizing this project as a valid value. 

The effective status will determine whether the project is active and if it will appear in the list of valid values. A project is not effective dated; it is either active or inactive. The effective date displays the current date by default, however, this can be changed either by entering the desired date or selecting a date from the calendar after clicking the calendar icon [image: image19.bmp].

Although the manager field is not required, the name of the responsible manager will appear on various reports. To associate a responsible person with the organization or project, you may either select the manager’s employee ID from the Manager ID drop-down list or type the name into the Manager Name field. The format in the Manager Name field must be as follows: lastname,firstname (no spaces allowed).  The manager field is effective dated so you can have as many rows as needed to maintain history (you must be in correction mode to view history rows, however). 

The Project Status section is optionally used for informational purposes only, such as to define the status (e.g., Open, Closed, Proposed, etc.) and a period range of the project, such as a federal grant year. The dates in this section do not restrict the use of the project on financial transactions outside of those dates. The project status is effective dated so you can have as many rows as necessary to maintain history. 
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Insert or delete rows in the Project Manager or Project Status sections as necessary by clicking the Add a New Row button [image: image21.bmp] or the Delete Row buttons [image: image22.bmp]. If more than one row exists, click the View All link to display all rows.

Projects can be used for budgetary purposes only. To designate that a project is a budgetary project, simply click the Summary Project select box.

If you wish to provide a longer description for the project, navigate to the Description page. 
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The Long Description field allows you to enter more specifics about a particular project. More descriptions can also be added or deleted by clicking the Add [image: image24.bmp] or Delete [image: image25.bmp] buttons. The number of rows that currently exist is displayed under the Description title bar. You may view other rows by clicking the <Previous or Next> links. 

When finished, save your work by clicking the Save button. 

Add ChartField 1/2/3

To add a new Chartfield, navigate to: 

Setup Financial/Supply Chain > Common Definitions > Design ChartFields > Define Values > ChartField Values > 
ChartField 1 – OR –  

ChartField 2 – OR –  

ChartField 3
Chartfields 1, 2, and 3 are generic, non-specific user-defined chartfields for use by agencies for whatever purpose desired. While no delivered reports are available based solely on these chartfields, users may select the chartfields for inclusion in various reports. 

These chartfield IDs can be up to ten characters in length, and can be used in speed charts for faster or more efficient coding. These chartfields can be effective dated, as well. 
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As with other chartfields, any chartfield established can be used for budgetary purposes only – simply click the Budgetary Only select box.

Add Chartfield Value Set
Chartfield Value Sets provide an optional tool for users to access pre-defined Chartfield ranges, lists, or tree nodes for reporting in Ledger Inquiry and Budget Overview. Chartfield value sets are NOT a combination of chartfields, but rather a grouping of specific chartfields where one or more of the chartfields can be located in the same Chartfield Value Set. Chartfield Value Sets are optional, effective dated, set up by each agency, and can be deleted, if desired. 
To establish a Chartfield Value Set, navigate to:
Set Up Financials/Supply Chain > Common Definitions > Design ChartFields > ChartField Value Sets > Setup ChartField Value Sets

Click the Add a New Value tab and enter your agency business unit in the SetID field.
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Enter a name (up to 20 characters) in the ChartField Value Set field. 
Tip: [image: image93.jpg]


Use a descriptive name for the ChartField Value Set since you will not be able to see the contents when using them in Budgets Overview or Budget Details.
Click the Add button.

[image: image94.wmf]You can also add/update ChartFieild Value Sets by clicking the Update/Add/New link within Ledger Inquiry or Budgets Overview.
The current date populates the effective date field by default. Any chartfield that is effective dated AFTER this effective date will not appear in the drop down lists for use.
The Ledger Template displays “STANDARD” by default, however, you may select “STD_BUDG” if you wish to use the value set for standard budgets. 

Enter a description for the value set in the Description field. If desired, you may also enter additional comments in the Comments field. 

Select a field name from the Field Name drop down list.
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Select a field name from the Field Name drop down list.
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Select the desired option from the How Specified drop down list. Three options are available:

1. Selected Detail Values (default)

a. Select or enter specific values. Insert additional rows as needed. 

2. Detail-Selected Parents (uses a tree)

a. Use this option to select tree values that are grouped within a tree node.

b. Select Tree and Tree Level to use. 

i. ***It’s very helpful to use the Tree Viewer and Refresh icons [image: image30.png]


 to view the tree and select a node from there.

ii. WARNING: If you are using the tree node drop down for the ACCOUNTS_TRANS tree – you may time out. If possible, type in the tree name and tree levels and values. 

3. Range of Values

a. Enter the From/To values.

To specify another Field Name and values, insert a row by clicking the Add a New Row icon [image: image31.bmp] and complete the steps above.

When finished, click the Save button to save your work.  

SpeedCharts

A SpeedChart is a saved set of accounting values that can be used repeatedly when coding transactions in the system. SpeedCharts reduce the number of keystrokes required of users when entering transaction coding, thereby saving time and promoting efficiency for these users. SpeedCharts are established and maintained by each agency based on their needs and processes. 

Maintain SpeedChart

To maintain, update, or make changes to existing speedcharts, navigate to:

Set Up Financials/Supply Chain > Product Related > Procurement Options > Management > SpeedChart

The Find an Existing Value page displays by default. Enter your agency number in the SetID field or select it from the lookup list.  

Enter any other known search criteria and click the search button. You may search by SpeedChart Key (or “name”), User ID (of the person who initially created the speedchart), by permission list (users who are authorized to use the speedchart), or by effective date. By default, the search parameters display “begins with,” however, you may expand the search parameters by selecting another option from the drop-down list. You may also use a wild card character (e.g., %) in the search parameters.  

Checking the Include History box will ensure that all history rows are retrieved with the speedchart value. Click the Search button to retrieve a list of values that match your search criteria. 
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The list of results can be sorted by clicking any of the column headings. Click once to sort in ascending order, twice to sort in descending order. To display a screen tip of the next sort order (e.g., ascending or descending) to be displayed, “hover” (point, but don’t click) over the heading with your mouse pointer. Clicking the heading will sort the results by that column.  

Select the speedchart to be updated by clicking any of the links in the associated row. 
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Setting the status to Inactive will disallow use of the speedchart. 

You may add, change, or delete any information on this page. Be sure to save your work by clicking the Save button after making changes. 

By using the Next in List and Previous in List buttons, it is not necessary to return to the search results to move through the list of speedcharts if you are making changes to several speedcharts. 

Create a SpeedChart

To create a new speedchart, navigate to:

Set Up Financials/Supply Chain > Product Related > Procurement Options > Management > SpeedChart

The Find an Existing Value page is displayed by default. Navigate to the Add a New Value page. 
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In the SetID field, enter or select your agency number. Enter a key or “name” for the speedchart in the SpeedChart Key field. This key can contain from 1 to 10 characters. 

The User ID field allows you to restrict use of this speedchart to a single user, class of users, or allow all users to access the speedchart. Leave this field blank to allow all users to use the speedchart. 

By default, the current date populate the Effective Date field, however, you may enter or select another date, if desired.

Click the Add button to add chartfield values to the speedchart. 
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Enter a description for the speedchart, if desired. Because there are no required chartfields in a speedchart, you may fill out as many or as few of the fields as desired. 

Agencies also have the option to use multiple funding in a single speedchart. Add one row for each line of funding needed by clicking the Add a Row button [image: image36.jpg]


. To delete a row, click the Delete Row button [image: image37.jpg]


 in the line you wish to delete. 
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The only requirement when using multiple funding is that the total percentage of all lines equals 100%. For your convenience, the total percentage is calculated for you above the Definition section. 

When finished entering the desired chartfields, click the Save button.  

Trees

Trees are the graphical representations of the relationships between budgets and organizations, projects, etc. During budgetary tracking, the translate rules in the Commitment Control Budget Definitions module look to the trees to find translate values (such as rollup hierarchies) on the tree. Each agency is responsible for creating and maintaining their trees.

The two types of trees used by the State of Montana are organization (“org”) translate trees and reporting trees. Org translate trees tell the system where to find the budget for various transactions when they are processed. Only one org tree can be effective at any given time. Reporting trees are used by some agencies to provide various ways of analyzing agency budget data, or for defining the organizational rollup in the agency. 

View an Existing Tree

Tree Viewer allows a user to view or print existing trees. To view an existing tree, navigate to:


Tree Manager > Tree Viewer

The current naming convention in use provides for each tree name to begin with the agency number, for identification purposes. Users may enter the agency number into the Tree Name or SetID field to search for the agency trees.
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Other criteria by which a user may search include effective date, description, structure, or by draft or valid tree status. Enter the desired criteria and click the Search button. 

The list of results can be sorted by clicking any of the column headings; click once to sort in ascending order, twice to sort in descending order. Select the desired tree to view by clicking any of the links in the associated row.
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The top section of the screen summarizes the agency, tree name, effective date, and status of the tree (e.g., Active, Draft, etc.). 

The number of values within the tree is displayed in the blue Search Results Header bar. You may view the tree with all nodes collapsed or expanded, or a combination of collapsed and expanded nodes. 

Collapse/Expand Nodes

The Collapse function will collapse all nodes currently open within the tree to level one. The Expand function will open all branches within the tree to the lowest level within each node. 

To expand or collapse all nodes, click the associated link on the header bar. To expand only a specific node, click the yellow folder [image: image41.bmp] of the node to be expanded, or select the node and click the Expand Node Hierarchy icon [image: image42.bmp]. 
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Click the folder of an expanded node [image: image44.bmp] to collapse the node. 

Display Options

You may choose how the tree displays, and with what information, by customizing the Display Options. Click the Display Options link to go to the Configure User Options page. 
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You can change the default action for dragging and dropping nodes on the tree by selecting the appropriate radio button. 

Check the Select the Display Levels select box and click the Update button to insert the level name next to the node. 
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Search within a Tree

The Find tool is useful when searching for a specific node or value within a tree, especially if the tree is very large. 
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Click the Find link to open the Find Value page. 

Enter the value name or description for which you wish to search, and click the Find button. Clicking the Close button will return you to the tree without searching.
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The system displays the portion of the tree that contains the first instance of the value you entered. 
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Print a Tree

Clicking the Print Format link displays a preview of how the tree will look when printed. You may print the entire tree or just a selected portion, based upon the node selected when you enter the print format page. 

Select the desired node to print, or select the top node if you wish to print the entire tree.
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To view a preview of how the tree will look when printed, click the Print Format link.
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To return to the previous page, click the Return button.

Click the printer icon in your browser (e.g., Internet Explorer, Mozilla Firefox, etc.) window to print the tree or selected tree node. 


Printing is one of the few occasions where it is acceptable to use the browser icons. 
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Click the Return button to go back to the previous page when you have printed the tree. 

To close the tree and return to the search page, click the Close link. 

Maintain Trees

Tree Manager not only allows you to view or print existing trees (as in Tree Viewer), but also allows you to edit, copy, and perform other maintenance activities within a tree. Additionally, Tree Manager allows a user to create an entirely new tree. To maintain an existing tree, navigate to:


Tree Manager > Tree Manager

[image: image53.png]Tree Manager

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Tree:

Tree Name:

Setm: e 3 T Y
SetComolvaie: begnswin v
g ]
s I—

Tree Branch:

Decrpion: [contans_[vJoRS |
Category: begnswi[v]| Q

Teesuuctwel: pegnswin v] @

Valia Tree:
NodeFli  [bemswmlv] Q@
DetalFel  begmewmnlv] Q@

[Jcase Sensitive

ssann | o | as susnn 6 s s cus

Search Results

11040 ORG TRANSLAT 11040 (lank) 1210172004
11040 ORG TRANSLAT 11040 (blank) 070112003
11040 ORG TRANSLAT 11040 (blank) 07112002
[11040 ORG TRANSLAT 11040 blank) 07111998

Leq Branch Org Translate DEFAULT Valid Tree
Leq Branch Org Translate DEFAULT Valid Tree
Leq Branch Org Translate DEFAULT Valid Tree
Leq Branch Org Translate DEFAULT valid Tree

Find an Existing Tree | Create New Tree




By default, the Find an Existing Tree page is displayed. Enter the search criteria for the tree you need to maintain, and click the Search button. 

Only one ORG_TRANSLAT tree can be in effect at any one time. The tree currently in effect is the one with the most recent effective date. Select the desired tree by clicking the link in the associated row. 

Display Options

Click the Display Options link to display the Configure User Options page and customize the way in which the trees are displayed and the default action for dragging and dropping nodes. 
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Click the radio button next to the appropriate option when pasting nodes on the tree. 

Check the Display Levels select box and click Update to insert the level name next to each node.
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Click the level name to view the node properties. 

Copy a Tree

To copy a tree (such as when creating similar reporting trees), click the Save As link. 
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The Tree Definition and Properties page lists the structure ID, description, category, and use of levels for the tree selected. All properties except the tree structure can be changed. The tree structure determines the type of tree and its use of nodes and levels. 
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A tree may be saved as a “Draft” tree if you wish to continue working on the tree but do not want it to be confused with a valid tree. To save the tree as a work in progress, click the Save As Draft button. The tree will not attain a “valid” status while in draft status, however. 

To create the copy, click the Save As button. Upon saving the copy, the new tree will be displayed so that you can make modifications to the tree. 

Modify a Tree

You can accomplish modification of trees and nodes through dragging and dropping or by using the provided icons. 
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To change the tree definition of an existing tree, click the Tree Definition link. 
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Although similar to the tree definition screen in the tree copy process, at this point you cannot modify the tree name or effective date. You can, however, modify the description, category, and use and definition of levels. 

Expand Node

Click the Expand Node hierarchy icon [image: image60.bmp] to expand the selected node and show the details in the rollup. 
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To collapse the node again, click the Collapse Node icon [image: image62.bmp] or the Collapse All link. 

Insert a Node

When a new org/project node is added to an existing tree, the effective date of the new node displays the current date by default. However, the new node must have an effective date equal to or earlier than the effective date of the tree in order for the new node to be recognized and displayed on the tree.
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Before you can insert a new node, you must select one of the tree nodes to display the icons that will allow you to insert the node. Click the appropriate icon (insert sibling/child) based on where in the tree you want this new value to fall.

	Icon
	Name
	Function

	[image: image64.bmp]
	Insert Sibling
	Inserts a new value that falls at the same level within the tree as the currently selected node.

	[image: image65.bmp]
	Insert Child
	Inserts a node at one level below the currently selected node on the tree.

	[image: image66.bmp]
	Update Node Properties
	Allows modification of existing properties in a specific node on the tree.

	[image: image67.bmp]
	Edit Data
	View or edit the detail values. 

	[image: image68.bmp]
	Delete
	Delete a node. 
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	Cut
	Similar to other software products, “cuts” the node in preparation for moving the node to a different place on the tree. 
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	Paste as Sibling
	Inserts the cut value at the same level within the tree as the currently selected node.
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	Paste as Child
	Inserts the cut node at one level below the currently selected node on the tree.
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	Branch
	Splits the current level of a tree into its own branch on the tree. 

	[image: image73.bmp]
	Unbranch
	Re-joins a branch with the tree. 


When inserting a sibling/child node, you will have the opportunity to name the node. 
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Enter a name for the new node and click the Add button. 
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In the Effective Date field, enter the effective date (or before) of the original tree. Enter a description and short description, and an associated manager name, if desired. If necessary or desired, enter any associated attributes by clicking the Attributes link.   

 Remember: The Program attribute is required for all Organizations. If you do not associate a program with a new org, you will be prompted to do so before you can save the tree.  

Click the Apply button; then click the OK button. The new node will be saved and displayed on the tree. 
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Hint: The most common reason a new node doesn’t appear on a tree is related to the effective date. If the tree is not displaying your new node, go back and ensure that you entered an effective date equal to or earlier than the effective date of the tree.

The Edit Data icon 
[image: image77.png]


 allows you to view the detail associated with a value, and to edit those details, if desired. If the node is a range of values, you may view all the values within the range, add a new value to the range, and view the detail associated with a value within the range. 

To delete a node previously added, select the node and click the Delete icon 
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. A prompt appears, asking you to confirm you wish to delete the selected node. 
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Once the node has been deleted, it cannot be un-deleted; you will have to re-create and add the node. Click Yes to delete the node as requested; click No to cancel. 

The cut and paste functions work much the same as within other software products. Select the node you wish to move and click the Cut icon 
[image: image80.png]


. The cut icon disappears, once clicked.
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To paste the node into a new position on the tree, select the node onto which the previously cut node should be pasted. New icons will appear, allowing you to paste the node at the desired level. 
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A sibling node will paste the cut node at the same level as the selected node; a child node will fall one level below the selected node. 

Another method of moving nodes within a tree is simply to drag the node to a new position. 
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The specialized arrow displays where the dragged node will be dropped, and whether it will be dropped as a sibling or child, when the mouse button is released. 

The branch function allows you to split the current level of a tree into its own branch on the tree. Some agencies with very large trees may branch the tree to delegate tree maintenance among users, however, once a tree has been branched, the nodes that fall below that branch can no longer be viewed on the original tree. In order to view those nodes, the user must thereafter view the nodes from the branch that was created. 

Select the location at which you wish to branch the tree, and click the Branch icon.  

[image: image84.png]Tree Manager

SetiD: 11040 Last Audit:  valid Tree

EffectiveDate: 120112004 Status: Active

Tree Name: 11040_ORG_TRANSLAT  Leg Branch Org Translate

savess Close Tree Definition  Display Options  Print Format
> 22999

 ALL - All Organization Rollup
099 - BEC Program 20
199 - BEC Program 21
799 - BEC Program 27
899 - BEC Program 28
2999 BEC Program22 %+ e B ¢ B %
5999 - BEC Program 25
6999 - BEC Program 26





The Unbranch icon [image: image85.bmp] reverses the branching function that was previously carried out. Clicking the Open Branch icon [image: image86.bmp] expands the branch to allow viewing of the nodes that fall beneath that branch. 
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