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	UNIVERSITY OF SOUTH AUSTRALIA
Finance Unit FS08


	MAINTENANCE OF CHART OF ACCOUNTS




NEW COST CENTRE DETAILS
	Sub-Ledger (AD, PD or PR)
	____ ____
	
	

	Set up for salaries?
	Y / N
	If Y for PD sub-ledger please provide:  
	Fund ID __ __  
	Allocation Year __ __

	Employee ID (PD only)
	___ ___ ___ ___ ___ ___
	

	Description (60 characters)
	__ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __

	Status (A/I)
	____




COST CENTRE FIELDS	FILL IN FOR	
	[bookmark: _GoBack]Entity
	All Sub-Ledgers
	___ ___
	New Account Code
(CFU use only)

	FinRep4
	All Sub-Ledgers
	___ ___ ___ ___ ___ ___
	

	Sub-Line of Business (SLOB)
	All Sub-Ledgers
	___ ___
	

	Theme
	All Sub-Ledgers
	___ ___ ___ ___
	

	Cost Centre Manager
	All Sub-Ledgers
	__ __ __ __ __ __ __
	The Cost Centre Manger’s Network Username

	Campus Identifier
	AD ONLY
	___ ___ ___
	

	Project Classification
	PR ONLY
	___ ___
	

	Staff Network Username
	PD ONLY
	__ __ __ __ __ __ __
	

	Project Link
	PD & AD ONLY
	__ __ __ __ __ __
	

	Finance Contact 
	All Sub-Ledgers
	_______________________
	

	Start Date
	PR ONLY
	__ __ / __ __ / __ __
	

	End Date
	PR ONLY
	__ __ / __ __ / __ __
	

	University Levy Weight
	AD & PD ONLY
	___
	




Email your completed form to Finance.Systems@unisa.edu.au 


EXPLANATORY NOTES FOR COST CENTRE CREATION FORM



The valid codes and criteria for each category can be found by viewing Finance 1 (Chart of Accounts Enquiry).


SUB-LEDGER
This indicates the sub-ledger that the cost-centre will be created in and must be one of AD, PR or PD.

EMPLOYEE ID
6 numeric characters.  This is the employee’s identification number.

DESCRIPTION
60 characters.  Use all upper case.

STATUS
Active (A) or Inactive (I).   If inactive no transactions can be posted to the cost centre.

Entity (Selection Type 01)
This is a 2 digit field that indicates the legal entity for Statutory Reporting.

FinRep4 (Selection Type 05)
This is the lowest level reporting hierarchy for the organisational structure and is made up of 6 characters. Each FinRep4 Rolls up to 1 FinRep3. FinRep3’s roll up to 1 Org2, which roll up to 1 Org1.

Sub-Line of Business (SLOB) (Selection Type 07)
This is a 2 character field that is a sub-category of Line of Business (LOB). LOB defines the major activities the university undertakes e.g. Research & Consultancy.

Theme (Selection Type 08)
This is a maximum 8 character field used for specialist reporting. It can be used to further group cost centres.

Cost Centre Manager (Selection Type 11)
Every cost centre will have a cost centre manager.  This is the person directly responsible for the activity conducted through the account.  The format for the code is the network ID of the individual.   

Campus Identifier (Selection Type 17)
This is a 3 letter code used to report on a campus basis by cost centre. These codes can be found on Finance One.

Project Classification (Selection Type 13)
This is a 2 digit field used specifically by Property to enable grouping by classification.

Staff Network ID (Selection Type 13)
This is used to define the employee to which the cost centre relates. This must be in the format of the staff network ID.

Project Link (Selection Type 16)
Cost centres can be linked to each other. Use this code if you wish this cost centre to be linked to others in one report.   The project link code can be any 8 digits (numeric or character).  If a link is not required NA should be entered.

Finance Contact (User Field 2)
This field is for the name of the Division Finance Officer or Finance Unit staff member who is the appropriate first contact point for Finance queries.  The format for the code is first name then surname 2 spaces then phone number – for example SARAH SCRIBBLE 22588

Start Date (User Field 3)
This indicates the project start date.   

End Date (User Field 4)
This assists in identifying cost centres for inactivation.

University Levy Weight (User Field 5)
Free text field that accepts values from 0-1. This is used to indicate a levy waiver and unless written consent is provided by the Executive Director of Finance the value of this cell will be 1. When a waiver is provided, the value of this field should be the result of 1 minus the waiver value. E.g. if the waiver was for 30%, then the value of the University Levy Weight is 0.7 (1-0.3).
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