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Entity Hierarchy Redesign Request Form
Multiple Changes to an Entity Hierarchy
 
Use this form to request changes related to entity hierarchy redesigns that involve changes to multiple Org Nodes including transfers of DeptIDs between new and existing Org Nodes, deletion of Org Nodes and new Org Node Hierarchies and for shifts in Org Node levels. If the request also includes Description changes to existing Org Nodes and/or DeptIDs (including changes to the L4 Org Code in the description), please also fill out a Description Change Request Form.
 
 
Departments: Please discuss any new requests with your Divisional Finance Leader (DFL) before filling out this form. The DFL will work with the Office of the CFO (OCFO) to discuss the changes and determine next steps. This form should not be filled out until the change request has been evaluated based on business needs and Chart of Account (COA) guidelines and should include a PDF Visio file and an excel flat file supporting the changes.
 
 
DFLs: Please contact the OCFO to discuss any new requests and determine next steps prior to filling out this form. The OCFO will work with you to evaluate the request based on business needs and COA guidelines.  aa PDF Visio file and an excel flat file should be included as support for the requested changes. The redesign should reflect your Division's financial management and reporting needs. Transfers between Divisions must be approved by the Dean/VC (or Designate) of both Divisions.  Approvals must be documented on the last page of this form.
In order to ensure that we have your Division's support in making these changes and to clarify responsibilities, please
acknowledge the following items by signing in the space provided:
http://cfo.berkeley.edu/sites/default/files/berkeley_coa_guidelines_revised_v15.pdf
Item
Executive Signature
(Dean/VC or Designate)
Current Information
Finance Mgr Signature
(DFL)
Updated/New Information
I acknowledge that I have reviewed the proposed new entity hierarchy (PDF Visio file) for my division and approve the modified design.	

I have reviewed the attached files and confirm that the specific changes between the existing and redesigned entity hierarchies have been accurately documented.	

I agree that my financial managers will work with the Controller's Office to cleanup any outstanding balances associated with any planned DeptID inactivations.	

I agree that my financial managers will work with the appropriate systems to request security updates as needed.	

Note:  Signing the document will lock all input cells.  Please be sure to complete the entire document before signing
View the Master Org tree at http://www.bai.berkeley.edu/BFS/BudgetGL/treeReports.htm
A list of DFLs is located at http://cfo.berkeley.edu/divisionalfinanceleaders#dfl
DeptID Information
This information is needed to confirm the summarized additions and deletions of DeptIDs.  For simplicity, this information can be provided in an excel file rather than entering it here.  If using an excel file, please be sure to include all associated fields.
 
New DeptID codes will be assigned based guidance from the DFL based on the next available code within the range(s) assigned to your division. If there are no available DeptIDs, the DFL will need to request a new range. See Concierge website for more information on DeptID ranges associated with your division.
  
Note: If moving DeptIDs between different L4s, the Org Node included in the DeptID description will need to change. Please use the Description Change Request Form to indicate this type of description change.
 
 
 
New DeptIDs
DELETE ROW
DEPTID CODE
DEPTID DESCRIPTION
(Including L4 Org Code)
Speedchart
L6 UNIT CODE
Business Unit
L6 UNIT DESCRIPTION
BFS Account
 
Inactivated DeptIDs
 
Note: DeptID inactivations are on hold for now as we work to finalize the timing and requirements for that process. However, please include any proposed DeptID inactivations below so that we can collect the information and include them for inactivation when the process is reopened and we can remove the ability to plan to them in CalPlanning.
DELETE ROW
DEPTID CODE
DEPTID DESCRIPTION
(Including L4 Org Code)
Speedchart
L6 UNIT CODE
Business Unit
L6 UNIT DESCRIPTION
BFS Account
ALTERNATE DEPTID
(Inactivations only)
Fund
Org Node Payroll Information
The following information is needed for payroll updates associated with New and Deleted Org Nodes.  For new Org Nodes with payroll activity, you will need to provide a Home Dept. The Home Dept can either be the new Org Node or an existing Org Node.  For simplicity, this information can be provided in an excel file rather than entering it here.  If using an excel file, please be sure to include all associated fields. 
 
New Org Nodes
DELETE ROW
ORG NODE CODE
ORG NODE DESCRIPTION
Speedchart
PAYROLL ACTIVITY?
Business Unit
HOME DEPT
BFS Account
HOME DEPT CONTACT NAME AND EMAIL 
(For New Home Depts Only)
 
Deleted Org Nodes
DELETE ROW
ORG NODE CODE
ORG NODE DESCRIPTION
Speedchart
HOME DEPT?
Business Unit
REPLACEMENT HOME DEPT CODE
BFS Account
REPLACEMENT HOME DEPT NEW or EXISTING?
Org Node Payroll Security Information
For New Home Depts listed above, please designate at least two (2) individuals to be approvers for PPS access requests submitted via SARA.
 
SARA requests must be completed at https://sara.berkeley.edu for all PPS access requests. New Home Dept codes will not be available in SARA until the day after the Org Node has been added to BFS by the Budget Office.
 
New Home Depts
DELETE ROW
NEW HOME DEPT CODE
EMPLOYEE ID #1
Speedchart
EMPLOYEE NAME #1
(Last, First)
Business Unit
EMPLOYEE ID #2
Speedchart
EMPLOYEE NAME #2
(Last, First)
Business Unit
BFS Security Information
Please list any current BFS users who will need access. Requests for new BFS users must be completed using SARA at https://sara.berkeley.edu. 
DELETE ROW
EMPLOYEE ID 
EMPLOYEE NAME
(Last, First)
Business Unit
ORG NODE
BFS Account
ROLE
Fund
Secondary Approval (if transfer occurs between Divisions)
Budget Office use only
Approved by:
Requested by:
8.2.1.4029.1.523496.503679
Disbursements
Direct Voucher Form
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