ADPICS Training
ADPICS Introduction


Chapter 1 – Introduction
In this section we will cover:

· A summary of the SFMS Project

· An overview of this training manual

· Logging on and off of ADPICS

· An overview of how ADPICS is structured

· Some general guidelines in getting around in ADPICS

· An ADPICS glossary
Project History
As an employee of the State of Oregon, you are aware of the changing demands being put on state government. Nowhere is this felt more than in the area of financial management. Oregon has been struggling with these pressures since 1967. At the time, then Secretary of State Tom McCall issued a report calling for a “centralized accounting system” and “the organizational and functional integration of financial management applications.”
In 1989 the state acted on Tom McCall’s recommendation and established the Statewide Financial System (SFMS) Steering Committee. For the next four years this committee evaluated the financial management needs of the state and the organizations best suited to assist the state in meeting those needs.

After a lengthy selection process, the state chose KPMG Peat Marwick as the organization that would provide the computer software and implementation services for the accounting and reporting is R*STARS, or Relational Standard Accounting and Reporting System. 
In addition to R*STARS the state purchased another KPMG Peat Marwick product, the Advanced Purchasing  and Inventory System (ADPICS) to assist the state with its purchasing processes.  
The Statewide Financial Management Application (SFMA) was first implemented on March 17, 1995. The phased approach was used to implement SFMA. Today, SFMA is the maintained by the Statewide Financial Management Services (SFMS) section of the State Controller’s Division (SCD).
KPMG Peat Marwick
KPMG Peat Marwick brought a long history of professional excellence to the SFMA project. KPMG Consultants assisted SFMS in the implementation of ADPICS and R*Stars.  The R*STARS software is being used in a number of states including Arizona, Maryland, Michigan and The District of Columbia to name a few. Although the State of Oregon makes numerous revisions to SFMA, Tier Technology owns the base source code today.
ADPICS Overview

The Advanced Purchasing and Inventory Control System (ADPICS) is one of the two major systems that comprise the Statewide Financial Management Application (SFMA).  It is a purchasing system designed specifically for governmental entities.

Two ADPICS features that are of major significance are:

· ADPICS provides the capability for on-line, real-time access to purchasing, receiving, and payment.

· ADPICS interfaces with the state’s accounting system, R*STARS.

As part of its purchasing capabilities, ADPICS consists of a number of major subsystems that process various purchasing and inventory transactions.  These subsystems are:

· Requisition (Not used in Oregon)
· Bid Processing (Not used in Oregon – processed by another application)

· Purchasing

· Receiving

· Inventory (not currently being used in Oregon)

· Accounts Payable

· Reporting and Inquiry

Structure

There are some basic aspects of ADPICS that will make working in the system easier.

· ADPICS transactions are created and stored in electronic “documents.”

· ADPICS is a relational database.

· ADPICS is menu driven.

· ADPICS interfaces to R*STARS, the state’s accounting system.

· ADPICS has on-line Help Screens.

· The ADPICS structure is very similar from menu to menu and screen to screen.

Training Overview

Goals

You are not expected to totally understand and be totally proficient in ADPICS when you leave this training.  It is a complex system.  It will take you awhile to become comfortable with its concepts, functions, and terms.

The primary goals for this introductory ADPICS training are:

· Fear Reduction
It is common for people to have some fear and skepticism when trying to learn a different computer system, especially one as unique and complex as SFMA.  Hopefully, by the end of this training, you will feel comfortable moving around in the system.  Do not be concerned about posting errors.  Any entries you will be making can be changed or deleted, if necessary.

· Familiarization with Features of the System
SFMA, with the R*STARS and ADPICS components, is complex.  ADPICS has a number of features that will initially be unfamiliar to you.  This training is designed to familiarize you with the basic features and concepts of the system.

· Acquisition of System Language
All systems have terminology unique to that system.  ADPICS is no different.  Being able to use the system’s terms is essential for being able to ask questions and further explore and understand the capabilities of the system.  You will begin to become familiar and comfortable with some of the basic ADPICS terms.

The secondary goals of the training materials are:

· Technical Information
You are not expected to remember and totally understand all of the concepts presented in this training.  Hopefully, the knowledge and experience you gain during the class will give you a starting point for further exploring the system.  You may find these materials and exercises useful in answering subsequent questions once you are working in ADPICS.

Training Methods

· Hands-on Exercises
The focus of most of this training will be hands-on exercises.  The training modules have been designed to give you the opportunity to learn by doing.  You will receive separate training materials with exercises during your class session.

· On-Line Interaction
During the lectures and exercises you will be interacting with the system.  Hopefully, this will give you as much exposure as possible to ADPICS.

Class Overview

ADPICS classes are structured according to function -- Purchasing, Approving, Receiving, and Payment Processing.  In many instances, different agency staff members will be attending different classes.

Generally, the classes (and these materials) have the same format.  For each function, we will:

· learn about the general concepts for a particular function

· Create a straight forward document

· Review the document’s components

· Explore some variations (complications) of a simple document

· Perform inquiries related to that particular function

These materials cover the following ADPICS functions:

· Basic ADPICS structure and organization

· Creating a Direct Purchase Order

· Approving Documents

· Receiving Goods and Services Ordered with a Purchase Order

· Creating Invoices, Vouchers, and Direct Vouchers

Documents

The documents are similar to the traditional paper purchasing documents.  For example:

· We create purchase orders.

· We make a notation that goods have been received.

· We enter an invoice from the vendor.

In the case of Purchase Orders, the electronic document becomes a printed document that is sent to vendors.  For others, the electronic documents are a way to conceptually keep several screens of a transaction together.

Each document has a unique number, consisting of two alpha characters and eight numbers.  The alpha characters indicate the kind of document.  For example, a Purchase Order will have a document number that begins with PO.    

These documents include one “Header” screen and one or more detail screens.  These screens relate to paper documents.  Notice the comparison between Paper and Electronic processes on page 1-8.  
Relational Database

In many instances, the electronic documents look-up information that is stored in tables.  This has several advantages:

· It reduces needed data entry.

We can enter a key, such as a vendor number, and the accompanying table can supply the needed information.  In the case of a vendor, the table can supply the ORDER FROM address for the Purchase Order and the REMIT TO address for the warrant.

· It ensures valid and consistent data.

The information is entered once on a central table.  In most cases, that information is then available to all users on the system.

· It saves computer storage space

The information is stored once rather than in each separate document.

Menus

· ADPICS has a Main Menu and then submenus for the different components of the system.  For example, there are submenus for Accounts Payable, Procurement and Receiving
· The user can access the screens for a particular function through the menu structure.

· The user can also by-pass the menus by “linking to” a particular screen from anywhere in the system.

Interface with R*STARS

· When an ADPICS document is saved, posted (if there is not an approval path), or approved, ADPICS performs edit checks against R*STARS tables.

· ADPICS interfaces with R*STARS to update the accounting records when a document is posted or finally approved.  This ensures that the accounting records and purchase records are in agreement.  It also ensures that R*STARS is current with pre-encumbrances, encumbrances, and payables.

On-line Help

From any input screen, press f1--help.  ADPICS will provide a series of descriptions and coding instructions to explain a particular screen or to give information on a particular error message.

Consistency Among Screens

· There are several function keys that perform the same task for each screen.

· The appearance of the screens is similar.

Purchasing Process

The illustration on the following page depicts a typical purchasing cycle.  This cycle is the same for manual systems and automated systems, like ADPICS.

In a manual system, a paper document is generated at each step and forwarded to the next step in the process.  In ADPICS, the paper documents are replaced with computer screens.  These screens go through the same purchasing process; but, each step in the process occurs electronically rather than manually.  The basic process DOES NOT CHANGE.




Comparison of Paper and Electronic Process

	WITHOUT ADPICS...
	WITH ADPICS...

	The Purchasing Agent or Buyer issues a Purchase Order and forwards the document for approval.
	The Buyer produces a Purchase Order.  The Purchase Order is electronically sent to a supervisor for approval.

	The supervisor reviews the Purchase Order and either rejects, changes, or approves it.
	The supervisor accesses the electronic mailbox, reviews the Purchase Order, and either rejects, changes, or approves it on-line.

	After the necessary approvals, a copy of the Purchase Order is mailed to the Vendor, a copy is sent to the Receiving Department, and a copy is forwarded to Accounts Payable.
	After the necessary approvals, the buyer prints the Purchase Order from ADPICS and mails it to the Vendor.  The PO is available on-line for  the Receiving Department and Accounts Payable

	The Vendor receives the Purchase Order, provides the goods or services, and sends an invoice to Accounts Payable.
	The Vendor receives the Purchase Order, provides the goods or services, and sends an invoice to Accounts Payable.

	The Receiving Department receives the order and completes a receiving document.  This receiving document is forwarded to Accounts Payable
	The Receiving Department receives the order and enters the receiving information in ADPICS.  Accounts Payable accesses the necessary receiving information on-line.

	Accounts Payable manually matches the Purchase Order, Receiving Document and Vendor Invoice.  Accounts Payable examines these documents and authorizes payment.
	Accounts Payable enters the invoice into ADPICS.  The system electronically matches the Purchase Order, Receiving information, and Invoice and generates a voucher.




Using ADPICS

Log on Procedures

                 Dept.  of  Administrative  Services

                General   Government   Data   Center

                         Help  Desk  378-3181

     E1  -  ROSCOE           E24 -  SFMSTRN           E31 -  CICSTSRI

     E8  -  SWITCH           E25 -  SFMSACPT          H2  -  GCICS

     E15 -  PEBBCICS         E26 -  SFMSTEST          J1  -  JACKSON CNTY

     E18 -  CICSSPR          E27 -  CASPOOL           L3  -  AIRS PROD

     E19 -  TSO              E28 -  SFMSAGCY          L6  -  AIRS TEST

     E21 -  DASCICST         E29 -  DASACPT           M2  -  PPDS

     E22 -  EBTSCICS         E30 -  SFMSOPRD          M3  -  MULT-PICS

     E23 -  DASCICSP                                  T8  -  ODOT-MENU

            MENU SELECTION AND ORDER HAS CHANGED AS OF 07/28/05

     Your IP  Address: XXX.XXX.XXX.XXX     Netname:  XXXXXXXX
     e24

STEP ONE:
The screen above is the DAS Network Screen.  Type “E24”  and press <ENTER> (Right <CTRL>).  The following screen will appear.

WELCOME TO SFMS TRAINING REGION 14:14:29

                     ******\  ******\  ******\   ******\(R)

                    ********\ ******\ ********\ ********\

                    **\\\\**\   **\\\ **\\\\**\ **\\\\**\

                    **\    \\   **\   **\    \\ **\    \\

                    **\         **\   **\       *******\

                    **\         **\   **\        *******\

                    **\         **\   **\         \\\\**\

                    **\   **\   **\   **\   **\ **\   **\

                    ********\ ******\ ********\ ********\

                     ******\\ ******\  ******\\  ******\\

                      \\\\\\   \\\\\\   \\\\\\    \\\\\\

STEP TWO
Press the <PAUSE> key and a blank screen will appear.

STEP THREE
At the blank screen type “CESN” and press <ENTER> (RIGHT CTRL).  The following screen will appear.

                         CICS Sign-on

 Type your userid and password:

          Userid   ==> ********
          Password ==>

          Language ==>

      New Password ==>

 PF 3=End

STEP FOUR
Type your USER ID and PASSWORD in the appropriate fields and press <ENTER> (RIGHT CTRL).  The following screen will display.

ph00xxxxx Sign-on is complete (Language E).

STEP FIVE
Type PH(( (“P, H, two zeroes) and press <ENTER> (RIGHT CTRL).  The ADPICS Main Menu will appear.

PCHL0000 V4.1            ADVANCED PURCHASING/INVENTORY    07/30/2007   4:16 PM 

 LINK TO:                           MAIN MENU                                  

                         COPYRIGHT 1993 KPMG PEAT MARWICK                       

                USE THE FUNCTION KEYS TO SELECT THE DESIRED FUNCTION:           

                 (1)  - ACCOUNTS PAYABLE MENU                                   

                 (2)  - PROCUREMENT TRANSACTIONS MENU                           

                 (3)  - RECEIVING MENU                                          

                 (5)  - TABLE MAINTENANCE MENU                                  

                 (6)  - REPORT PROCESSING MENU                                  

                 (7)  - SYSTEMS MANAGEMENT MENU                                 

                 (8)  - CHANGE ORDER PROCESSING MENU                            

                 (10) - DOCUMENT AUTHORIZATION MENU                             

                 (11) - COMMODITY TABLE INQUIRY                                 

                 (12) - VENDOR TABLE INQUIRY                                    

                 (CL) - EXIT                                                    

this concludes the log-on process

Log off Procedures

Logging off the system can be accomplished from any screen in ADPICS.

PCHL0000 V4.1            ADVANCED PURCHASING/INVENTORY    07/30/1996   4:16 PM 

 LINK TO: quit                       MAIN MENU                                  

                         COPYRIGHT 1993 KPMG PEAT MARWICK                       

                USE THE FUNCTION KEYS TO SELECT THE DESIRED FUNCTION:           

                 (1)  - ACCOUNTS PAYABLE MENU                                   

                 (2)  - PROCUREMENT TRANSACTIONS MENU                           

                 (3)  - RECEIVING MENU                                          

                 (5)  - TABLE MAINTENANCE MENU                                  

                 (6)  - REPORT PROCESSING MENU                                  

                 (7)  - SYSTEMS MANAGEMENT MENU                                 

                 (8)  - CHANGE ORDER PROCESSING MENU                            

                 (10) - DOCUMENT AUTHORIZATION MENU                             

                 (11) - COMMODITY TABLE INQUIRY                                 

                 (12) - VENDOR TABLE INQUIRY                                    

                 (CL) - EXIT                                                    

STEP ONE:
Press the <PAUSE> key to move the cursor to the Link To field.

STEP TWO:
Type “QUIT” into the Link To field.

STEP THREE:
Press the F9 key.  The following screen will display:

CESF LOGOFF  ONLINE ADPICS 4.1 SESSION COMPLETED.                               

STEP FOUR:
Overtype the “C” and press <ENTER.  The original DAS network screen will display.

Later in this material, when we cover the ADPICS and R*STARS interface, we will cover how to move back and forth from ADPICS to R*STARS.

This concludes the log-off process

ADPICS Menu Structure

As mentioned earlier, ADPICS is menu driven.  When you log onto ADPICS, the system will take you initially to the Main Menu.  This menu leads to system submenus.

PCHL0000 V4.1            ADVANCED PURCHASING/INVENTORY    07/30/2007   5:04 PM 

LINK TO:                            MAIN MENU                                  

                         COPYRIGHT 1993 KPMG PEAT MARWICK                       

                USE THE FUNCTION KEYS TO SELECT THE DESIRED FUNCTION:           

                 (1)  - ACCOUNTS PAYABLE MENU                                   

                 (2)  - PROCUREMENT TRANSACTIONS MENU                           

                 (3)  - RECEIVING MENU                                          

                 (5)  - TABLE MAINTENANCE MENU                                  

                 (6)  - REPORT PROCESSING MENU                                  

                 (7)  - SYSTEMS MANAGEMENT MENU                                 

                 (8)  - CHANGE ORDER PROCESSING MENU                            

                 (10) - DOCUMENT AUTHORIZATION MENU                             

                 (11) - COMMODITY TABLE INQUIRY                                 

                 (12) - VENDOR TABLE INQUIRY                                    

                 (CL) - EXIT                                                    

You can access the screens from the menus by pressing the function key that corresponds to the number in parenthesis next to the menu entry.  For example, press F2 from the Main Menu.  ADPICS will move to the Procurement Menu.
PCHL2000 V4.1            ADVANCED PURCHASING/INVENTORY    07/30/2007   5:05 PM 

LINK TO:                  PROCUREMENT TRANSACTIONS MENU                        

                         COPYRIGHT 1993 KPMG PEAT MARWICK                       

                USE THE FUNCTION KEYS TO SELECT THE DESIRED FUNCTION:           

                 (1)  - REQUISITION PROCESSING                                  

                 (2)  - ITB AND BID PROCESSING                                  

                 (3)  - PURCHASE ORDER WRITING                                  

                 (4)  - DIRECT PURCHASE ORDER WRITING                           

                 (5)  - BLANKET PURCHASE ORDER WRITING                          

                 (6)  - PURCHASE ORDER INQUIRY MENU                             

                 (7)  - REQUISITION INQUIRY MENU                                

                 (CL) - EXIT                                                    

As you will notice, the ADPICS menus are organized according to function.

ADPICS Screens

All ADPICS screens have several aspects in common:

PCHL3100 V4.1         ADVANCED PURCHASING/INVENTORY    07/31/2007  10:12 AM 

LINK TO:            RECEIVING HEADER DEFINITION                          

RECEIVING RPT ID : RC000145           RECEIVE ALL     : N (Y/N)                

PURCHASE ORDER ID: PO000355           DOCUMENT TYPE   : RC                     

DATE RECEIVED    : 04/17/2006         CREATE DATE     : 04/17/06               

DATE ACCEPTED    : 04/17/2006         PO DUE DATE     : 04/21/06               

REJECT CODE      :                    PROCURE/INV IND : P                      

ACTION INDICATOR : P                  INTERFACE TYPE  : RR                     

PARTIAL/FINAL IND: P                  NOTE PAD        : N (Y/N)                

VENDOR ID        : XXXXXXXXXX         STATUS          : CLOS                   

RECEIVED BY      : KOCH, JOHN                                                  

VENDOR NAME      : AMERICAN MAIL WELL ENVELOPE                                 

ADDRESS          : 2515 SE MAILWELL DRIVE                                      

             CITY: PORTLAND                  ST: OR ZIP: 97222                 

DELIVER TO NAME  : PUBLIC UTILITY COMMISSION                                   

ADDRESS          : 550 CAPITOL ST NE                                           

             CITY: SALEM                     ST: OR ZIP: 97310 1380            

F1-HELP      F3-DELETE         F5-NEXT     F6-VIEW DOC   F9-LINK     

F10-SAVE    F11-RECV SUMMARY    F12-PRINT    ENTER-INQUIRE  CL-EXIT

 INQUIRY SUCCESSFUL, TRANSACTION READY FOR UPDATE

· The name of the screen always appears in the top center of the screen.

· The screen identifier appears in the upper left hand corner.

· All identifiers begin with PCHL followed by four numbers

· You can “link to” specific screens by typing the four numbers in the link to field on any screen and pressing f9-link.

· If the standard emulation profile is used, data on each screen will be one of three colors.

· Field names are in white.

· When there is data in a field that is blue, that data cannot be changed.

· When a field is green, that field can be accessed and the data changed 

· Each screen has a list of function keys at the bottom.

· The function keys indicate the system functions that are available from that screen.  Consequently, the list of function keys will vary from screen to screen.

· Several of the function keys perform the same function, regardless of the screen.

· System messages are displayed across the very bottom of the screen.

System Navigation

Following are some basics for easy navigation within ADPICS:

Menu Screens
From a menu screen, selections are made by pressing the function key in parenthesis next to the selection.

Linking
As an alternative to using the menu screens, the “Linking” feature can be used to navigate around ADPICS.  Enter the screen number of your destination screen in the Link To field and press F9.  The system will go directly to that screen.

Moving the Cursor
The cursor is moved down the screen field by field by pressing the <TAB> key.  You can move up the screen field by field by pressing the <SHIFT>and<TAB> keys at the same time.

You can move the cursor down the screen line by line by pressing the <(enter> key.

The <HOME> key returns the cursor to the Link To field.

Function Keys
At the bottom of most ADPICS screens are function keys that can be used to accomplish various tasks related to that screen, including moving to other related screens.

Retracing Your Steps
To return to the screen previously displayed, press the <PAUSE> key.  ADPICS goes back one screen.

Function Keys
From screen to screen, ADPICS uses the same function keys for the same or similar functions.  Some of these include:

f1--help
Press this key from any ADPICS screen to access the Help Inquiry (9000) screen for that particular screen.

f2--select
F2 is used to select a marked item.  Selecting usually transfers you to another screen that provides more information on the selected item.

f3--delete
F3 is used to delete an unposted transaction.  Your security profile determines whether you have the authority to delete documents.
f5--next
F5 is used to scroll from record to record.

f7--prior pg and f8--next pg:  These function keys are used to scroll forward and backward through multiple pages of a document.

PCHL2440 V4.1            ADVANCED PURCHASING/INVENTORY    07/31/2007  10:18 AM 

LINK TO:               PURCHASE ORDERS/CONTRACTS BY VENDOR      PAGE  01 OF 34 

     VENDOR    : XXXXXXXXX     AMERICAN MAIL WELL ENVELOPE                    

     TELEPHONE : 800 888 3141   EXT.                                           

     FROM DATE : 04/01/2006     TO DATE: 07/31/2007                            

------------------------------------------------------------------------------

          PO/                 DATE         DATE                    REMAINING   

  S     CONTRACT     TYPE    ISSUED       EXPIRED     STATUS        BALANCE    

        PO000312      DB    04/03/06                   CLOS                    

        PO000326      DP    04/04/06                   CLOS                    

        PO000329      DP    04/04/06                   CNCL              62.68 

        PO000355      DP    04/05/06                   CLOS              54.16 

        PO000490      DP    04/07/06                   CLOS                    

        PO000542      DP    04/11/06                   CLOS                    

        PO000552      DJ    04/11/06                   CLOS                    

        PO000605      SS    04/12/06                   CLOS                    

        PO000640      DP    04/12/06                   CLOS                    

        PO000699      SS    04/13/06                   CLOS                    

        PO000713      DP    04/13/06                   CLOS             181.90 

F1-HELP            F2-SELECT                       F5-NEXT                     

F7-PRIOR PAGE    F8-NEXT PAGE    F9-LINK       ENTER-INQUIRE      CL-EXIT  

INQUIRY SUCCESSFUL

Helpful Hints

· Always use the <tab> to move around the screen, not the arrow keys.  The <tab> key will skip protected fields.

· If data fills all available characters in a field, the cursor will automatically skip to the next enterable field.

· The mainframe on-line entry is not case sensitive.  Therefore, it is not necessary to capitalize when typing data on the screen.  All on-line text will be stored and displayed in upper case only.

· If you have the “key” for a particular screen, press <enter> to retrieve that specific record.  If you do not have all of the components of the key, press f5--next to retrieve the first record associated with that screen.

· Default values can generally be overridden by typing another valid value in the field.

· If you are entering data over existing data in a field, you can erase the rest of the line by pressing <ctrl> and <delete> at the same time.

Editing and Saving Screens

When you are finished editing a screen, press F10-SAVE to save the information in the system.  This F10-SAVE key performs two tasks in ADPICS:

· It edits the screen for valid data.

· It saves the information “locally.”  This means that the system saved the information so it can be accessed and worked on at a later time.

Saving the header screen does not forward a document to an approver (if there is an approval path) or to R*STARS (if there is not an approver).  In order to finalize a document and send it to an approver, change the action ind to “P” and press F10-SAVE.  Once the document has been approved, the system will change the document’s status to “P” for post and interface the information to R*STARS.

PCHL3100 V4.1         ADVANCED PURCHASING/INVENTORY    07/31/2007  10:12 AM 

LINK TO:               RECEIVING HEADER DEFINITION                          

RECEIVING RPT ID : RC000145           RECEIVE ALL     : N (Y/N)                

PURCHASE ORDER ID: PO000355           DOCUMENT TYPE   : RC                     

DATE RECEIVED    : 04/17/2006         CREATE DATE     : 04/17/06               

DATE ACCEPTED    : 04/17/2006         PO DUE DATE     : 04/21/06               

REJECT CODE      :                    PROCURE/INV IND : P                      

ACTION INDICATOR : P              INTERFACE TYPE  : RR                     

PARTIAL/FINAL IND: P                  NOTE PAD        : N (Y/N)                

VENDOR ID        : XXXXXXXXXX         STATUS       : POST                   

RECEIVED BY      : KOCH, JOHN                                                  

VENDOR NAME      : AMERICAN MAIL WELL ENVELOPE                                 

ADDRESS          : 2515 SE MAILWELL DRIVE                                      

             CITY: PORTLAND                  ST: OR ZIP: 97222                 

DELIVER TO NAME  : PUBLIC UTILITY COMMISSION                                   

ADDRESS          : 550 CAPITOL ST NE                                           

             CITY: SALEM                     ST: OR ZIP: 97310 1380            

F1-HELP        F3-DELETE           F5-NEXT       F6-VIEW DOC     F9-LINK     

F10-SAVE     F11-RECV SUMMARY    F12-PRINT     ENTER-INQUIRE   CL-EXIT

 INQUIRY SUCCESSFUL, TRANSACTION READY FOR UPDATE

An ADPICS Glossary

Commodity Code
The State of Oregon is using the NIGP (National Institute of Governmental Purchasing) classification structure to define goods and services in ADPICS.  Commodities may be found on the Commodity Table (5100).  The commodities and their descriptions are centrally maintained.

Department Numbers
ADPICS department numbers consist of eight numbers.  The first three digits are the agency’s number.  Each agency develops its own numbering scheme to designate organizational entities within the agency.  The ADPICS department numbers are established on the Department Table Maintenance (5970).

Default Values
The system automatically puts data in some fields to minimize the amount of required data entry.  If necessary, you may override default values.

Key Data
The data that uniquely identifies each record.  For example, the Purchase Order Number is the key for a particular Purchase Order document.

For tables, the key may consist of several fields.  For example, on the Miscellaneous Table, the key is the file identification and the user key.  For the Initiating Department Approval Path it is the initiating dept, document, document type, and lower limit.
Protected Field
The system provides the data for a particular field.  The user may not override it.  The system will display protected data that can not be changed in green.

User Class
The user class controls what functions and level of activity a user can perform.  An ADPICS user can only have one user class.

this concludes the section on system navigation
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