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Security Forms and Other Documentation For Consolidating
 and a New Business Unit 


All or most of these links can be found on the Core-CT website, which can be found here: http://www.core-ct.state.ct.us .  The Core-CT website contains a great deal of information and should be used as a resource.  The Core-CT website also contains information and links to HR and EPM documentation. UPK exercises exist for each module of Core-CT and can be accessed once a Core-CT User ID is assigned.
Before any documentation or forms are sent into Core-CT, a call to the help desk (860) 622-2300 should be made to inform Core-CT that there is the potential need for a new business unit or consolidation of department IDs and/or business units.

Contacts
· There should be a main contact for the new BU to work with Core-CT to institute these changes.

· To begin working with Core-CT please call in a help desk ticket with the contact names.

Security – 
· A good place to begin is to review the security documentation on the Core-CT website, which can be found here: http://www.core-ct.state.ct.us/security .  Each agency should have an appointed Security Liaison, which would be responsible for the set up of security for all users and be familiar with all security documentation.  Security Liaisons must have the appropriate authority to submit CO-1092 forms.
· For an explanation of all user roles, use this document: http://www.core-ct.state.ct.us/security/docs/financials_role_handbook.doc  

· For set up of security for individuals, use the following: http://www.core-ct.state.ct.us/security/xls/finform.xls to obtain the CO-1092 forms. Under certain circumstances, an agency may use the CO-1092 Addendum (http://www.core-ct.state.ct.us/security/xls/co-1092_addendum_form_mass_agency_updates.xls) 
· Some user roles are incompatible with other roles (processor vs. approver). Review segregation of duties (http://www.core-ct.state.ct.us/financials/ap/xls/sgrgtn_dutis.xls and http://www.core-ct.state.ct.us/security/pdf/liaison_guide9_1.pdf)  

General Ledger, Budgets and Chart fields – 
· A good place to begin is to review the general ledger, budget and chart field documentation on the Core-CT website, which can be found here: http://www.core-ct.state.ct.us/financials/gl/Default.htm An overall explanation of the general ledger, commitment control modules and available reporting can be found here: http://www.core-ct.state.ct.us/financials/mgr/doc/gl_comm_cntrl.doc  
· Each agency must select at what level they will budget, this form can be found here: http://www.core-ct.state.ct.us/financials/gl/budget/xls/budget_ledger_election_template_4_7.xls  
· Each agency must determine their chart fields that they will use, instructions and forms can be found here: http://www.core-ct.state.ct.us/financials/chartfield/Default.htm  

· Chart fields also include going down to Projects, a good place to begin to review Project Costing can be found here: http://www.core-ct.state.ct.us/financials/mgr/doc/pcca.doc  
Purchasing (Contracts, ePro and Purchase Orders) – 
· A good place to begin is to review the purchasing documentation on the Core-CT website, which can be found here: http://www.core-ct.state.ct.us/financials/po/Default.htm and ePro documentation can be found here: http://www.core-ct.state.ct.us/financials/epro/Default.htm. 

· An overall explanation of Purchasing can be found here: http://www.core-ct.state.ct.us/financials/mgr/doc/supply_chain.doc.
· Each agency must set up origins and workflow to transact within Purchasing.  A chart that can be used as reference for setting up origins and workflow can be found here: http://www.core-ct.state.ct.us/financials/po/ppt/wrkflw.pps  

· Origins are usually added by calling the help desk and a ticket is created for the new origins that need to be added.  For a new business unit this would be worked out through a series of discussions.

· Changing origins for individuals would be done on through a security request on the security form.

· Determine purchasing card use. http://das.ct.gov/cr1.aspx?page=36 

Accounts Payable – 

· A good place to begin is to review the accounts payable documentation on the Core-CT website which can be found here: http://www.core-ct.state.ct.us/financials/ap/Default.htm  

· An overall explanation of Accounts Payable can be found here: http://www.core-ct.state.ct.us/financials/mgr/doc/accts_payable.doc  

· Each agency must understand the origins that are set up for Purchasing that will carry through to Accounts Payable. The origins a user is given will determine what vouchers the user will be able to access and approve.
· Another resource for Accounts Payable procedures and policies can be found on the OSC website which can be found here: http://www.osc.state.ct.us/apd .
· Origins are usually added by calling the help desk and a ticket is created for the new origins that need to be added.  For a new business unit this would be worked out through a series of discussions.

· Changing origins for individuals would be done on through a security request on the security form.

· New and consolidating business units will need new claims authorization forms (CO-512) http://www.osc.ct.gov/agencies/forms/excel/CO-512Rev04-2006.xls 
Billing and Accounts Receivable – 
· A good place to begin is to review the billing http://www.core-ct.state.ct.us/financials/bi/Default.htm and accounts receivable http://www.core-ct.state.ct.us/financials/ar/Default.htm documentation on the Core-CT website. 
· An overall explanation of Accounts Receivable can be found here: http://www.core-ct.state.ct.us/financials/mgr/doc/accts_rec.doc  
· An overall explanation of Billing can be found here: http://www.core-ct.state.ct.us/financials/mgr/doc/billing.doc 
· Each agency must determine who they will be billing and establish these as Customers to be used.  Adding customers is a UPK exercise which can be found when you log into Core-CT under UPK exercises.
· Billing requires set up of specialists, phone numbers, notes, these are referenced here: http://www.core-ct.state.ct.us/financials/bi/Default.htm  
Assets – 

· A good place to begin is to review the asset documentation on the Core-CT website which can be found here: http://www.core-ct.state.ct.us/financials/asset/Default.htm  
· An overall explanation of Asset Management and Physical Inventory process can be found here http://www.core-ct.state.ct.us/financials/mgr/doc/ast_mgt.doc  

· A determination of how the agency will perform their yearly physical inventory.  Working out a process can be done with the Core-CT staff. 

Inventory - 

· A good place to begin is to review the inventory documentation on the Core-CT website which can be found here: http://www.core-ct.state.ct.us/financials/inventory/Default.htm  
· An overall explanation Inventory in Core-CT can be found here: http://www.core-ct.state.ct.us/financials/mgr/doc/inventory.doc 
· A determination must be made whether the agency will be inventorying materials.

Final Note: This checklist is meant to guide the user through the process of creating or consolidating a BU through Core-CT. The establishment or consolidation of BU may have implications that go beyond Core-CT. The user of this checklist is advised to consult with other cognizant agencies to properly complete the creation or consolidation task.

Other Resources

Department of Administrative Services http://das.ct.gov/
State Procurement Marketplace http://das.ct.gov/Director.aspx?page=8
Small Agency Resource Team http://das.ct.gov/Director.aspx?page=5
OSC State Agency Resources http://www.osc.ct.gov/agencies.htm
Office of Policy and Management http://www.ct.gov/opm/site/default.asp
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