Table Maintenance/Migration Checklist

End of Fiscal Year Prior to Loading Release 2.4.1.0: 

Action:
Completion Date:

1. Review ASD Table for codes that should be deactivated.

· Deactivate codes as of 9/30 so that the deactivated code does not roll forward in the new fiscal year during the table migration process.




2. Look at all the inactivate codes, determine if any of these should be deactivated.

· Deactivate codes as of 9/30 so that the deactivated code does not roll forward in the new fiscal year.

· If the code is still inactive, leave the inactivation/reactivation dates alone.




Beginning of Fiscal Year After Table Migration Process has completed: All fiscal year tables within EAS IV will be initiated for a new allocation processing year.  Codes on the centrally-managed and site-specific tables that have a deactivation date prior to the new fiscal year or that map to a DMIS ID that has a deactivation date prior to the new fiscal year will not roll forward to the new fiscal year.

Action:
Completion Date:

1. Review the EAS IV Release Notes to determine what, if any, DMIS IDs and/or 3rd Level FCCs were activated and/or deactivated in the new fiscal year.  Note any that affect your site.




2. Generate the DMIS ID Table for the previous fiscal year.

· Under the Reports Menu, select Miscellaneous Standard Tables, and select the DMIS ID Table. 

· Click on the refresh button (icon button with two downward arrows) and at the prompt, enter the previous fiscal year, i.e., 2003.

· Click within the Parent DMIS ID column.  This will highlight the column.

· Click the filter button (yellow funnel) and select your Parent DMIS ID.  This will produce a report that displays the Parent and child MTFs for your site and should display a deactivation date for any DMIS IDs that were deactivated.

· Print the filtered report.

Note this action applies to DMIS IDs 0001 and 0110 only.  These sites are the only Army sites that had child MTFs deactivated in FY03.  DMIS ID 0607 had one child MTF deactivated as of 10/31/03, which means it is still an active code to roll over into the new fiscal year (FY04).




3. Generate the DMIS ID Table for the new fiscal year.

· Under the Reports Menu, select Miscellaneous Standard Tables, and select the DMIS ID Table. 

· Click on the refresh button (icon button with two downward arrows) and at the prompt, enter the new fiscal year, i.e., 2004.

· Click within the Parent DMIS ID column.  This will highlight the column.

· Click the filter button (yellow funnel) and select your Parent DMIS ID.  This will produce a report that displays the Parent and child MTFs for your site.

· Print the filtered report.

· Ensure that any DMIS IDs that were deactivated in FY03 do not appear on the FY2004 DMIS ID Table.

Note this action applies to DMIS IDs 0001 and 0110 only.  These sites are the only Army sites that had child MTFs deactivated in FY03.  DMIS ID 0607 had one child MTF deactivated as of 10/31/03, which means it is still an active code to roll over into the new fiscal year (FY04).




4. Generate the ASD Table for the previous fiscal year.

· Under the Reports Menu, select Site-Specific Tables, and select the ASD Table. 

· Click on the refresh button (icon button with two downward arrows) and at the prompt, enter the site’s Parent DMIS ID and the previous fiscal year, i.e., 2003.

· Click on the DMIS ID field (should be the number identifying your site).  

· Click the filter button (yellow funnel) and review the values in the window.  Using the FY2003 DMIS ID Table, select any DMIS IDs that were deactivated for your site by holding down the CTRL key and selecting the DMIS ID.  When all of the deactivated DMIS IDs have been selected, click OK.  This will give you a filtered report that you can use to ensure all of the codes mapped to these DMIS IDs have deactivation dates. 

· Once you have finished your verification, click on the DMIS ID field again and click the filter button.  This will remove the previous filter.

· Click within the 4th Level FCC field.  This will highlight the column.

· Click the filter button (yellow funnel) and review the values in the window.  Select all FCCs that are mapped to deactivated 3rd level FCCs by holding down the CTRL key and selecting the FCC.  When all of the DMIS IDs have been selected, click OK.  This will give you a filtered report that you can use to ensure all of the 4th Level FCCs that are mapped to deactivated 3rd Level FCCs have deactivation dates.  

· NOTE:  For all the child DMIS IDs that are deactivated or moved to another Parent MTF, all ASD Table records that map to these DMIS IDs should be deactivated during the table migration process by setting the ASD deactivation date to the deactivation date of the DMIS ID.  For all 3rd Level FCCs deactivated on the FCC Master Table, all 4th Level FCC ASD records that map to these deactivated 3rd Level FCCs should be deactivated during the table migration process by setting the ASD deactivation date to the last day of the fiscal year.
· Once you have finished your verification, click on the 4th Level FCC field again and click the filter button.  This will remove the previous filter.

· Click within the Deactivation Date column.  This will highlight the column.

· Click the filter button (yellow funnel) and review the values in the window.  Select all of the deactivation dates in the list by holding down the SHIFT key and clicking on the first date in the list and clicking on the last date in the list.  When all of the dates have been selected, click OK.  This will give you a filtered report that you can use to check the ASD Table in the new fiscal year.  

· Print the filtered report.




5. Generate the ASD Table for the current fiscal year.

· Under the Reports Menu, select Site-Specific Tables, and select the ASD Table. 

· Click on the refresh button (icon button with two downward arrows) and at the prompt, enter the site’s Parent DMIS ID and the new fiscal year.

· Click on the DMIS ID field (should be the number identifying your site).  

· Click the filter button (yellow funnel) and review the values in the window.  Ensure that none of the deactivated DMIS IDs are showing in values list.

· Once you have finished your verification, hit the cancel button.

· Click within the 4th Level FCC column.  This will highlight the column.

· Click the filter button (yellow funnel) and review the values in the window. Using the printed reported from the last step, ensure that none of the deactivated FCCs appear in the values list.  If the site erroneously mapped an FCC to more than one DMIS ID, the FCC may appear in the list.  The site will need to select these FCCs and ensure that the proper record was deactivated.

· NOTE:  If any of last year’s deactivated codes appear on the current ASD Table, a help desk ticket will need to be placed to have them removed.  




6. Under Table Maintenance, ensure the ASD Table appears for the new fiscal year.




7. Review the Release Notes for any description changes as they relate to the 3rd Level codes.  Update the 4th Level FCC descriptions on the ASD, as appropriate.




8. If any of the newly activated 3rd Level FCCs are authorized at your site, add these to the ASD Table with the appropriate information.

· If these are D, E, or cost pool accounts, set up their MTF Data Set rules immediately.  This will avoid the site having to reprocess in the future.

· Likewise, ensure these codes are included/excluded from other Providing FCC/DMIS ID combinations.




9. If any of the deactivated codes apply to your site, these should be removed from the data set includes/excludes lists.  To do so, the site should do the following:

a. Under the Reports Function, select Site-Specific Tables, and generate the MTF Data Set Table.

b. Refresh the report.  (Check the date at the top of the report to ensure it is today’s date.)

c. The easiest way to review the MTF Data Set Table is to export it to an excel format.  This can be done by:

· Selecting Data on the Menu bar, then select View data (or simply click on the cube icon).  The Data Manager window will appear.

· Click the Export button.  The Export to external format window will appear.

· Ensure the radio button is enabled for ‘Export to Local File Format’.  This should already be defaulted.

· Click the Browse button.  The Export to local file format window will appear.  Create the file path for the excel spreadsheet.  This should be a location where you normally store your documents so that you know where to retrieve the spreadsheet.

· In the File Name field type ‘MTF Data Set Table and the current date’, i.e., MTF Data Set Table 103103.

· In the Save as type field, click on the down arrow and select Microsoft Excel Files.

· Click the Save button.  This will return you to the Export to external format window.

· Click the OK button.  When the export is complete, a window will appear with the message ‘Export done!’.

· Click the OK button.  The Data Manager window will appear.

· Click the OK button.  The BusinessObjects screen will appear with the MTF Data Set Table.

· Exit the report.

· In Microsoft Excel, open the spreadsheet.

· If your site had any DMIS IDs that were deactivated in the previous fiscal year, highlight the Prvd_Dmis_ID_Incl and Prvd_Dmis_ID_Excl columns.  From the menu bar, select Edit and Find.  In the Find What field enter a DMIS ID that was deactivated.  Click the Find Next button.  If the search reveals that the DMIS ID is used, annotate the Providing FCC/DMIS ID using the DMIS ID.  Repeat this action for every deactivated DMIS ID.  Keep the list handy for updating the MTF Data Set Table.

· If your site had any FCCs that were deactivated in the previous fiscal year, highlight the Prvd_Fcc_Incl and Prvd_Fcc_Excl columns.  From the menu bar, select Edit and Find.  In the Find What field enter an FCC that was deactivated.  Click the Find Next button.  If the search reveals that the FCC is used on a data set, annotate the Providing FCC/DMIS ID using the FCC.  Continue until you have found all of the Providing FCC/DMIS ID using the FCC.  Repeat this action for every deactivated FCC.  Note, it may be necessary to complete the search at the 3rd level FCC vs. the 4th Level FCC.  This will depend on how the site has created their FCC includes and excludes list.

· Once completed, go to the ASD Table and click on each of the FCC/DMIS ID combination records that contained any of the deactivated DMIS IDs and/or FCCs.  The deactivated DMIS IDs and/or FCCs will need to be removed from the include and exclude lists, as appropriate.




10. Review the Release Notes for any changes to the Data Set Business Rules Table.  For example, if the business rule for a particular data set now allows C% to be included and the site does not want certain dental accounts to be included, the site should add them to the FCC Exclude list for that particular data set.



11. EAS IV will roll datasets forward from the end of one fiscal year to the beginning of the next fiscal year by carrying over the referential data and in some cases the statistical amount during the table migration process.
Under Workload Adjustments, ensure the datasets rolled forward to the new fiscal year, by checking the following:

· Check the square footage, square footage cleaned, EAC* (Dental Depreciation), EAD* (Special Programs Depreciation), and EAE* (Medical Readiness Depreciation) datasets and ensure they rolled forward with the statistical amounts from the last month in the previous fiscal year.  The statistical amount should be applied to all 12 months in the new fiscal year.
· Check the Ancillary (D%, DDD%, DHA%) datasets to ensure they did not roll forward to the new fiscal year.
· Check all other data sets (not mentioned above) to ensure they rolled forward to the first month (only)  in the new fiscal year with the FCCs recorded on the data set in last month of the previous fiscal year.  Note, raw and/or weighted statistical values should be zero.
· Within the data sets, check to ensure that FCCs that were deactivated prior to beginning of the new fiscal year do not roll forward to the new fiscal year. Be sure to check the Parent and child MTFs.
· Check the non-standard datasets (FCC/DMIS ID combination data sets)  that map to a deactivated Account Subset Definition record and/or deactivated DMIS ID record and ensure that these do not exist in the Workload Adjustments dropdown list under data sets.  Dataset records that contain an FCC or a DMIS ID that was deactivated prior to the new fiscal year should not roll forward to the new fiscal year.  Be sure to check the Parent and child MTFs.



12. User-Defined Corrections (UDC) Table and User-Defined Adjustments (UDA) Table:  Enter the User-Defined Corrections (UDC) Table and User-Defined Adjustments (UDA) Table rules for the new fiscal year because the rules from previous fiscal year do not roll forward.  The User-Defined Table, located under the Site-Specific Tables category, can be run for the previous fiscal year to determine which rules should be added for the new fiscal year and which additional rules, if any, need to be created.

IMPORTANT:
Sites are not able to enter UDC records until a personnel or financial file has been imported and contains at least one error.  When the file is imported and errors have been identified, the site can select Function, Table Maintenance, and then the User-Defined Table menu option in the Error Correction Unit (ECU) window and enter the appropriate rules.  The only rules that can be added are ones that match one of the imported records.




