
 

 

 
Mississippi Management and  

Reporting System 

 
 
 
 
 
 

Department of Finance and Administration 

 
 
 

 
 

   
 
 

   

MMRS MASH/Training Materials 

6315 SPAHRS PR Generate SAAS/ 
 SAAS Tables 

Date:  09/05/2019 

Version:  2 

 
 
 
 
 



6315 SPAHRS PR Gen SAAS – SAAS Tables                                                        V2 09/05/2019 
 

      
       Page 2 of 49 

 
Table of Contents 

 
Objective .................................................................................................................................... 3 

Outcome .................................................................................................................................... 3 

Overview .................................................................................................................................... 3 

MAGIC Payroll Interface ............................................................................................................ 3 

SAAS Tables ............................................................................................................................. 3 

SAAS Tables Group 1 ................................................................................................................ 3 

SAAS Agency Table ............................................................................................................... 4 

SAAS Activity Table ............................................................................................................... 7 

SAAS Location Table ............................................................................................................10 

SAAS Fund Table .................................................................................................................12 

SAAS Organization Table .....................................................................................................14 

SAAS Sub-Organization Table ..............................................................................................17 

SAAS Object Table ...............................................................................................................19 

SAAS Object Class Table .....................................................................................................22 

SAAS Reporting Category Table ...........................................................................................24 

SAAS Bank Account Table ....................................................................................................26 

SAAS Tables Group 2 ...............................................................................................................29 

SAAS Vendor Table ..............................................................................................................30 

SAAS Vendor Table by Name ...............................................................................................32 

SAAS/MAGIC Vendor Cross Walk Table ..............................................................................35 

SAAS/MAGIC G/L Account Code Cross Walk Table .............................................................36 

SAAS Electronic Fund Transfer Table ...................................................................................38 

SAAS Agency Project Table ..................................................................................................41 

SAAS Project Budget Line Inquiry Table ...............................................................................44 

MAGIC Acct Dist Cross-walk .................................................................................................47 

 
 



6315 SPAHRS PR Gen SAAS – SAAS Tables                                                        V2 09/05/2019 
 

      
       Page 3 of 49 

Objective 
 
Develop an understanding of how to enter codes into the SAAS Tables in SPAHRS  
 
Outcome 
 
The ability to initiate the process of the SAAS tables in SPAHRS and MAGIC transactions 
related to payroll programs. 
 
Overview 
 
The Generate SAAS process of SPAHRS SAAS Tables interfaces with MAGIC to validate 
account codes, to edit against budget and cash availability and to generate MAGIC accounting 
transactions. 
  
MAGIC Payroll Interface 
 
On July 1, 2014, the State of MS switched from the Statewide Automated Accounting System 
(SAAS) to the MAGIC accounting system.  However, all SPAHRS accounting transactions are 
created using SAAS accounting structures.  SAAS tables, which are used to define account 
coding structures, are now accessed through SPAHRS and must be populated prior to use in 
SPAHRS.  Edits in SPAHRS will look at these SPAHRS SAAS tables to verify the accounting 
codes entered are valid. 
 
A crosswalk table has been created in MAGIC that converts the SPAHRS accounting entries 
into the correct MAGIC accounting entries in order to edit against fund availability, budget 
authority, etc.  SPAHRS SAAS Table entries into this crosswalk table are added by MMRS 
MAGIC staff.  They must be entered and assigned the corresponding MAGIC entry prior to 
running a preliminary payroll. 
 
Numerous edits and validations exist in the SPAHRS system.  There are tables containing data 
against which the system validates the payroll information, as well as the SAAS Tables in 
SPAHRS edits and other system edits.  For example, if a G is entered in the Funding Sources 
field, the system will only allow a 2000 fund to be entered in the Fund field.  Any SAAS/MAGIC 
agency code that is entered on the default accounting distribution will be validated against the 
SPAHRS SAAS Tables.  Generate SAAS also verifies the start and end dates of the accounting 
distribution to ensure they correspond to those existing in SPAHRS SAAS Tables.
 
SAAS Tables 
 
SAAS Tables have been created in SPAHRS to allow users with proper access to initiate, 
display, or modify tables as needed.   
 
SAAS Tables Group 1 
 
SAAS Tables Group 1 has been created in SPAHRS to allow users who have proper access to 
initiate, display, or modify tables as needed.   
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Your Action… System Response… 

1. Choose PA (Payment) from the Main 
Menu and press ENTER. 

The Payment Menu will appear. 

2. Choose GS (Generate SAAS 
Transactions) from the Payment Menu 
press ENTER. 

The Generate SAAS Transactions Menu will 
appear. 

3. Choose S1 (SAAS Tables Group 1) from 
the Generate SAAS Transaction Menu 
and press ENTER. 

The SAAS Tables Group 1 Menu will appear. 

   

 
                                     
SAAS Agency Table  
 
This table is maintained by OFM and defines valid agency codes.  Agencies will have display 
only. 
 

Your Action… System Response… 

4. Choose AG (SAAS Agency Table) from 
the SAAS Tables Group 1 Menu and 
press ENTER. 

The SAAS Agency Table will appear. 
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Your Action … System Response … 

5. Choose Add/Display in the action field 
and press ENTER. 

The Maintain SAAS Agency Table screen will 
appear. 
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Your Action … System Response … 

6. Enter the following information: 
 

Budget Year:  Required. Enter the 
budget year in YYYY format. 

Agency:  Required. Enter the 3-digit 
SAAS agency number.   

Agency Name:  Optional. However, there 
will be no descriptions on reports for 
this code if this field is left blank.  

Agency Short Name: Optional. Enter the 
name to appear on reports when there 
is not enough room for the full name.  

Agency Manager Name:  Optional. Enter 
the name exactly as it to appear on 
reports.  

Agency Address:  Optional. Enter the 
address of the agency.  

Agency Phone Number:  Optional. Enter 
the phone number for the agency.  

Rept Cat Req Flag:  Optional. This field 
defines the reporting category codes.  
Valid values are: "Y" or "N.”  

Check Activity:  Required. Enter 'Y' or 
'N.' 
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Your Action … System Response … 

Continued. 
 
Last Update Date/Time:  The system will 
populate the date and time of last 
update affecting this screen. 

Last Update Program:  The system will 
populate the program ID of last update 
date affecting this screen. 

Last Update User:  The system will 
populate the user ID of last update data 
affecting this screen. 

 

7. Press ENTER. The system will display the following 
message: 
 
Agency added/ displayed successfully. 

 
SAAS Activity Table  
 
An activity is an account code that is identified for budgeting and/or reporting purposes. 
Activities can cut across agency and fund boundaries; i.e., more than one agency can spend 
money for the same activity, and more than one fund can supply money for the same activity.  
 

This table is maintained by Agencies. 
 

Your Action… System Response… 

1. Choose PA (Payment) from the Main 
Menu and press ENTER. 

The Payment Menu will appear. 

2. Choose GS (Generate SAAS 
Transactions) from the Payment Menu 
press ENTER. 

The Generate SAAS Transactions Menu will 
appear. 

3. Choose S1 (SAAS Tables Group 1) from 
the Generate SAAS Transaction Menu 
and press ENTER. 

The SAAS Tables Group 1 Menu will appear. 

4. Choose AC (SAAS Activity Table) from 
the SAAS Tables Group 1 Menu and 
press ENTER. 

The SAAS Activity Table will appear. 
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Your Action … System Response … 

5. Choose Add/Display in the action field 
and press ENTER. 

The Maintain SAAS Activity Table screen will 
appear. 
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Your Action … System Response … 

6. Enter the following information: 
 
Budget Year:  Required.  Enter the 
budget year in YYYY format. 

Activity: Required. If adding a new 
record, enter a unique code. 

Activity Name:  Optional. However, there 
will be no descriptions on reports for the 
activity if this field is left blank.  

Activity Short Name: Optional. Enter the 
name to appear on reports when there 
is not enough room for the full name.  

Last Update Date/Time:  The system will 
populate the date and time of last 
update affecting this screen. 

Last Update Program:  The system will 
populate the program ID of last update 
date affecting this screen. 

Last Update User:  The system will 
populate the user ID of last update data 
affecting this screen. 
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Your Action … System Response … 

7. Press ENTER. The system will display the following 
message: 
 
ACTV added/displayed successfully. 

 
SAAS Location Table 
 
This table is maintained by Agencies and defines valid Location codes.   
 

Your Action… System Response… 

1. Choose PA (Payment) from the Main 
Menu and press ENTER. 

The Payment Menu will appear. 

2. Choose GS (Generate SAAS 
Transactions) from the Payment Menu 
press ENTER. 

The Generate SAAS Transactions Menu will 
appear. 

3. Choose S1 (SAAS Tables Group 1) from 
the Generate SAAS Transaction Menu 
and press ENTER. 

The SAAS Tables Group 1 Menu will appear. 

4. Choose LO (SAAS Location Table) from 
the SAAS Tables Group 1 Menu and 
press ENTER 

The SAAS Location Table screen will appear. 
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Your Action … System Response … 

5. Choose Add/Display in the action field 
and press ENTER. 

The Maintain SAAS Location Table screen 
will appear. 

 

 
 

Your Action … System Response … 

6. Enter the following information. 
 

Budget Year:  Required. Enter the 
budget year in YYYY format. 

*Agency:  Required. Enter the 3-digit 
SAAS agency number. 

Location: Required. The code used to 
identify a specific location.  

Location Name: Optional. Description 
used to identify the location code.  

Last Update Date/Time:  The system will 
populate the date and time of last 
update affecting this screen. 

Last Update Program:  The system will 
populate the program ID of last update 
date affecting this screen. 

Last Update User:  The system will 
populate the user ID of last update data 
affecting this screen. 
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Your Action … System Response … 

7. Press ENTER. The system will display the following 
message: 
 
Location added/displayed successfully. 

 
SAAS Fund Table 
 
This table is maintained by OFM and defines codes for all funds in the financial system.  
Agencies will have display only. 
 

Your Action… System Response… 

1. Choose PA (Payment) from the Main 
Menu and press ENTER. 

The Payment Menu will appear. 

2. Choose GS (Generate SAAS 
Transactions) from the Payment Menu 
press ENTER. 

The Generate SAAS Transactions Menu will 
appear. 

3. Choose S1 (SAAS Tables Group 1) from 
the Generate SAAS Transaction Menu 
and press ENTER. 

The SAAS Tables Group 1 Menu will appear. 

4. Choose FU (SAAS Fund Table) from the 
SAAS Tables Group 1 Menu and press 
ENTER. 

The SAAS Fund Table will appear. 
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Your Action … System Response … 

5. Choose Add/Display in the action field 
and press ENTER. 

The Maintain SAAS Fund Table screen will 
appear. 

 

 
 

Your Action … System Response … 

6. Enter the following information. 
 

Budget Year:  Required. Enter the 
budget year in YYYY format. 

Fund:  Required. Enter the code for the 
fund associated with this organization. 

*Agency:  Required. Enter the 3-digit 
SAAS agency number.  

Appr Unit:  Required Enter the 
appropriation unit to be associated with 
this fund. 

Fund Name: Optional. However, there 
will be no descriptions on reports for this 
code if this field is left blank. 

Fund Short Name: Optional.  Code the 
name that should appear on reports 
when there is not enough room for the 
full name. 
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Your Action … System Response … 

Continued. 
 
Fund Type:  Required.  Must be: 

Federal, General, or Other. 
Last Update Date/Time:  The system will 
populate the date and time of last 
update affecting this screen. 

Last Update Program:  The system will 
populate the program ID of last update 
date affecting this screen. 

Last Update User:  The system will 
populate the user ID of last update data 
affecting this screen. 

 

7. Press ENTER. The system will display the following 
message: 
 
Fund added/displayed successfully. 

 
SAAS Organization Table 
 
This table is maintained by Agencies and defines valid organization codes and assigns 
agency/organization relationships.  
 

Your Action… System Response… 

1. Choose PA (Payment) from the Main 
Menu and press ENTER. 

The Payment Menu will appear. 

2. Choose GS (Generate SAAS 
Transactions) from the Payment Menu 
press ENTER. 

The Generate SAAS Transactions Menu will 
appear. 

3. Choose S1 (SAAS Tables Group 1) from 
the Generate SAAS Transaction Menu 
and press ENTER. 

The SAAS Tables Group 1 Menu will appear. 

4. Choose OR (SAAS Organization Table) 
from the SAAS Tables Group 1 Menu 
and press ENTER. 

The SAAS Organization Table will appear. 
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Your Action … System Response … 

5. Choose Add/Display in the action field 
and press ENTER. 

The Maintain SAAS Organization Table 
screen will appear. 
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Your Action … System Response … 

6. Enter the following information. 
 

Budget Year:  Required. Enter the 
budget year in YYYY format. 

*Agency:  Required. Enter the 3-digit 
SAAS agency number.  

Organization:  Required. Enter the code 
for the Organization. 

Org Name: Optional.  However, there will 
be no descriptions on reports for this 
code if this field is left blank. 

Org Manager: Optional.  Enter the name 
exactly as it is to appear on reports. 

Last Update Date/Time:  The system will 
populate the date and time of last 
update affecting this screen. 

Last Update Program:  The system will 
populate the program ID of last update 
date affecting this screen. 

Last Update User:  The system will 
populate the user ID of last update data 
affecting this screen. 
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Your Action … System Response … 

7. Press ENTER. The system will display the following 
message: 
 
Organization added/displayed successfully. 

 
SAAS Sub-Organization Table  
 
This table is maintained by Agencies and defines valid sub-organization codes and establishes 
organization/ sub-organization relationships. 
 

Your Action… System Response… 

1. Choose PA (Payment) from the Main 
Menu and press ENTER. 

The Payment Menu will appear. 

2. Choose GS (Generate SAAS 
Transactions) from the Payment Menu 
press ENTER. 

The Generate SAAS Transactions Menu will 
appear. 

3. Choose S1 (SAAS Tables Group 1) from 
the Generate SAAS Transaction Menu 
and press ENTER. 

The SAAS Tables Group 1 Menu will appear. 

4. Choose SU (SAAS Sub-Organization 
Table) from the SAAS Tables Group 1 
Menu and press ENTER. 

The SAAS Sub-Organization Table will 
appear. 
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Your Action … System Response … 

5. Choose Add/Display in the action field 
and press ENTER. 

The Maintain SAAS Sub-Organization Table 
screen will appear. 

 

 
 

Your Action … System Response … 

6. Enter the following information. 
 

Budget Year:  Required. Enter the 
budget year in YYYY format. 

*Agency:  Required. Enter the 3-digit 
SAAS agency number.  

*Organization:  Required. The fiscal 
year/agency/ organization code 
combination must exist on the 
Organization Table.  

Sub-Org:  Required.  Enter a sub-
organization code to establish 
organization/ sub-organization 
relationships. 

Sub-Org Name: Optional.  However, 
there will be no descriptions on reports 
for this code if this field is left blank. 

 

 
 
 



6315 SPAHRS PR Gen SAAS – SAAS Tables                                                        V2 09/05/2019 
 

      
       Page 19 of 49 

Your Action … System Response … 

Continued. 
 
Sub-Org Short Name: Optional.  
Optional.  Enter the name to appear on 
reports when there is not enough room 
for the full name. 

Last Update Date/Time:  The system will 
populate the date and time of last 
update affecting this screen. 

Last Update Program:  The system will 
populate the program ID of last update 
date affecting this screen. 

Last Update User:  The system will 
populate the user ID of last update data 
affecting this screen. 

 

7. Press ENTER. The system will display the following 
message: 
 
Sub-Org added/displayed successfully. 

  
SAAS Object Table 
 
This table is maintained by OFM and defines the objects of expenditures that appear on 
accounting transactions.   Agencies will have display only. 
 

Your Action… System Response… 

1. Choose PA (Payment) from the Main 
Menu and press ENTER. 

The Payment Menu will appear. 

2. Choose GS (Generate SAAS 
Transactions) from the Payment Menu 
press ENTER. 

The Generate SAAS Transactions Menu will 
appear. 

3. Choose S1 (SAAS Tables Group 1) from 
the Generate SAAS Transaction Menu 
and press ENTER. 

The SAAS Tables Group 1 Menu will appear. 

4. Choose OB (SAAS Object Table) from 
the SAAS Tables Group 1 Menu and 
press ENTER. 

The SAAS Object Table will appear. 
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Your Action … System Response … 

5. Choose Add/Display in the action field 
and press ENTER. 

The Maintain SAAS Object Table screen will 
appear. 
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Your Action … System Response … 

6. Enter the following information. 
 

Budget Year:  Required. Enter the 
budget year in YYYY format. 

Object:  Required. Enter the object 
number of expenditures that appear on 
accounting transactions. 

*Object Class:  Required.  Enter the 
object class for allotments.   

Object Name: Optional.  However, there 
will be no descriptions on reports for 
this code if this field is left blank. 

Object Short Name:  Optional.  Enter the 
name to appear on reports when there 
is not enough room for the full name. 

Last Update Date/Time:  The system will 
populate the date and time of last 
update affecting this screen. 

Last Update Program:  The system will 
populate the program ID of last update 
date affecting this screen. 

Last Update User:  The system will 
populate the user ID of last update data 
affecting this screen. 
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Your Action … System Response … 

7. Press ENTER. The system will display the following 
message: 
 
Object added/displayed successfully. 

 
SAAS Object Class Table 
 
This table is maintained by OFM and defines valid object class codes that are used when 
establishing expense budget transactions.  Agencies will have display only. 
 

Your Action… System Response… 

1. Choose PA (Payment) from the Main 
Menu and press ENTER. 

The Payment Menu will appear. 

2. Choose GS (Generate SAAS 
Transactions) from the Payment Menu 
press ENTER. 

The Generate SAAS Transactions Menu will 
appear. 

3. Choose S1 (SAAS Tables Group 1) from 
the Generate SAAS Transaction Menu 
and press ENTER. 

The SAAS Tables Group 1 Menu will appear. 

4. Choose OC (SAAS Object Class Table) 
from the SAAS Tables Group 1 Menu 
and press ENTER. 

The SAAS Object Class Table will appear. 
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Your Action … System Response … 

5. Choose Add/Display in the action field 
and press ENTER. 

The Maintain SAAS Object Class Table 
screen will appear. 

 

 
 

Your Action … System Response … 

6. Enter the following information. 
 

Budget Year:  Required. Enter the 
budget year in YYYY format. 

Object Class:  Required.  Enter the 
object class for allotments.   

Object Class Name:  Required.  Enter 
the full name for the object class name. 

Object Cls Short Name:  Required.  
Enter the name to appear on reports 
when there is not enough room for the 
full name. 

Last Update Date/Time:  The system will 
populate the date and time of last 
update affecting this screen. 

Last Update Program:  The system will 
populate the program ID of last update 
date affecting this screen. 

Last Update User:  The system will 
populate the user ID of last update data 
affecting this screen. 
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Your Action … System Response … 

7. Press ENTER. The system will display the following 
message: 
 
Object Class added/displayed successfully. 

 
SAAS Reporting Category Table 
 
This table is maintained by Agencies to define general purpose reporting categories for 
individual agencies.  Each agency chooses whether it wants to use the codes. 
 

Your Action… System Response… 

1. Choose PA (Payment) from the Main 
Menu and press ENTER. 

The Payment Menu will appear. 

2. Choose GS (Generate SAAS 
Transactions) from the Payment Menu 
press ENTER. 

The Generate SAAS Transactions Menu will 
appear. 

3. Choose S1 (SAAS Tables Group 1) from 
the Generate SAAS Transaction Menu 
and press ENTER. 

The SAAS Tables Group 1 Menu will appear. 

4. Choose RC (SAAS Reporting Category 
Table) from the SAAS Tables Group 1 
Menu and press ENTER. 

The SAAS Reporting Category Table will 
appear. 
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Your Action … System Response … 

5. Choose Add/Display in the action field 
and press ENTER. 

The Maintain SAAS Reporting Category 
Table screen will appear. 

 

 
 

Your Action … System Response … 

6. Enter the following information. 
 

Budget Year:  Required. Enter the 
budget year in YYYY format. 

*Agency: Required. Enter the 3-digit 
SAAS agency number. 

Reporting Category:  Required.  Enter 
a code that is unique within the agency. 

Rept Category Name: Optional. 
However, there will be no descriptions 
on reports for this code if this field is left 
blank. 

Federal Percent: Required. Enter the 
percentage in which expenditures are 
segregated for grant purposes, i.e., 
80.0000 (80%) federally funded. 

State Percent: Required. Enter the 
percentage in which expenditures are 
segregated for grant purposes, i.e., 
20.0000 (20%) state funded. 
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Your Action … System Response … 

Continued. 
 
Other Percent: Required. Enter the 
percentage in which expenditures are 
segregated for grant purposes, i.e., 
0.0000 (00%) other funded. 

Last Update Date/Time:  The system will 
populate the date and time of last 
update affecting this screen. 

Last Update Program:  The system will 
populate the program ID of last update 
date affecting this screen. 

Last Update User:  The system will 
populate the user ID of last update data 
affecting this screen. 

7. Press ENTER. The system will display the following 
message: 
 
Rep Catg added/displayed successfully. 

 
SAAS Bank Account Table 
  
This table is maintained by OFM and defines codes for all the bank accounts maintained by the 
governmental entity.  Agencies will have display only. 
 

Your Action… System Response… 

1. Choose PA (Payment) from the Main 
Menu and press ENTER. 

The Payment Menu will appear. 

2. Choose GS (Generate SAAS 
Transactions) from the Payment Menu 
press ENTER. 

The Generate SAAS Transactions Menu will 
appear. 

3. Choose S1 (SAAS Tables Group 1) from 
the Generate SAAS Transaction Menu 
and press ENTER. 

The SAAS Tables Group 1 Menu will appear. 

4. Choose BA (SAAS Bank Account Table) 
from the SAAS Tables Group 1 Menu 
and press ENTER. 

The SAAS Bank Account Table will appear. 
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Your Action … System Response … 

5. Choose Add/Display in the action field 
and press ENTER. 

The Maintain Bank Account Table screen will 
appear. 
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Your Action … System Response … 

6. Enter the following information. 
 

Budget Year:  Required. Enter the 
budget year in YYYY format. 

Bank Account Code: Required. Enter 
the bank account code to be used by 
the automated disbursement process. 

Bank Account Number: Optional. Enter 
the account number assigned by the 
bank. 

Bank Number: Optional.  Enter the 
routing and transit number (the FRD-
ABA number) assigned to the bank 
holding this account. 

Bank Name: Optional.  Enter the name of 
the bank holding this account. 

Last Update Date/Time:  The system will 
populate the date and time of last 
update affecting this screen. 

Last Update Program:  The system will 
populate the program ID of last update 
date affecting this screen. 

Last Update User:  The system will 
populate the user ID of last update data 
affecting this screen. 
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Your Action … System Response … 

7. Press ENTER. The system will display the following 
message: 
 
Bank added/displayed successfully. 

 
SAAS Tables Group 2 
 
SAAS Tables Group 2 has been created in SPAHRS to allow users who have proper access to 
initiate, display, or modify tables as needed.   
                            

Your Action… System Response… 

1. Choose PA (Payment) from the Main 
Menu and press ENTER. 

The Payment Menu will appear. 

2. Choose GS (Generate SAAS 
Transactions) from the Payment Menu 
press ENTER. 

The Generate SAAS Transactions Menu will 
appear. 

3. Choose S2 (SAAS Tables Group 2) from 
the Generate SAAS Transaction Menu 
and press ENTER. 

The SAAS Tables Group 2 Menu will appear. 
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SAAS Vendor Table  
 
This table is maintained by OFM and defines codes for all Vendors by vendor number.  
Agencies will have display only. 
 

Your Action… System Response… 

4. Choose VE (SAAS Vendor Table) from 
the SAAS Tables Group 2 Menu and 
press ENTER. 

The SAAS Vendor Table will appear. 

 

 
 

Your Action … System Response … 

5. Choose Add/Display in the action field 
and press ENTER. 

The Maintain SAAS Vendor Table screen will 
appear. 
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Your Action … System Response … 

6. Enter the following information: 
 

Vendor Code:  Required. Enter the 11-
digit number to be added. Vendor 
number is either a “V” or an “S,” 
indicating a vendor or state employee. 

Vendor Name:  Optional. Enter the 

Vendor's name exactly as it appears on 
the W-9. 

Vendor Address/ City State Zip: 
Required.  Enter the vendor’s complete 
address. 

Vendor Phone Number: Optional. Enter 
the vendor’s phone number. 

Vendor Contact: Optional. Enter the 
contact name of the vendor’s 
representative. 

Fed ID Number: Optional. Enter the TIN 
(99-9999999) or SSN (999-99-9999) of 
the vendor. 

EFT Flag: Required. Indicates that the 
vendor receives its payments 
electronically.  The values are A (always 
EFT); Y (Yes EFT) or N (not EFT). 
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  Your Action … System Response … 

Continue entering the following 
information. 
 
Payment Hold Ind: Optional. Enter Y or N 
to indicate payment is on hold. 

Misc Vendor Ind: Optional.  Enter the 
code from the Minority Vendor Self 
Certification Form. 

Last Update Date/Time:  The system will 
populate the date and time of last update 
affecting this screen. 

Last Update Program:  The system will 
populate the program ID of last update 
date affecting this screen. 

Last Update User:  The system will 
populate he user ID of last update data 
affecting this screen. 

 

7. Press ENTER. The system will display the following 
message: 
 
Vendor added/ displayed successfully. 

 
SAAS Vendor Table by Name 
 
This table is maintained by OFM and defines codes for all Vendors by vendor name.  Agencies 
will have display only. 
 

Your Action… System Response… 

1. Choose PA (Payment) from the Main 
Menu and press ENTER. 

The Payment Menu will appear. 

2. Choose GS (Generate SAAS 
Transactions) from the Payment Menu 
press ENTER. 

The Generate SAAS Transactions Menu will 
appear. 

3. Choose S2 (SAAS Tables Group 2) from 
the Generate SAAS Transaction Menu 
and press ENTER. 

The SAAS Tables Group 2 Menu will appear. 

4. Choose VN (SAAS Vendor Table by 
name) from the SAAS Tables Group 2 
Menu and press ENTER. 

The SAAS Vendor Table by Name will 
appear. 
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Your Action … System Response … 

5. Choose Add/Display in the action field 
and press ENTER. 

The Maintain SAAS Vendor Table by Name 
screen will appear. 

 



6315 SPAHRS PR Gen SAAS – SAAS Tables                                                        V2 09/05/2019 
 

      
       Page 34 of 49 

 
 

Your Action … System Response … 

6. Enter the following information: 
 

Vendor Code:  Required. Enter the 11-
digit number to be added. Vendor 
number is either a “V” or an “S,” 
indicating a vendor or state employee. 

Vendor Name:  Optional. Enter the 

Vendor's name exactly as it appears on 
the W-9. 

Vendor Address/ City State Zip: 
Required.  Enter the vendor’s complete 
address. 

Vendor Phone Number: Optional. Enter 
the vendor’s phone number. 

Vendor Contact: Optional. Enter the 
contact name of the vendor’s 
representative. 

Fed ID Number: Optional. Enter the TIN 
(99-9999999) or SSN (999-99-9999) of 
the vendor. 

EFT Flag: Required. Indicates that the 
vendor receives its payments 
electronically.  The values are A (always 
EFT); Y (Yes EFT) or N (not EFT). 
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Your Action … System Response … 

Continue entering the following 
information. 

 
Payment Hold Ind: Optional. Enter Y or N 
to indicate payment is on hold. 

Misc Vendor Ind: Optional.  Enter the 
code from the Minority Vendor Self 
Certification Form. 

Last Update Date/Time:  The system will 
populate the date and time of last update 
affecting this screen. 

Last Update Program:  The system will 
populate the program ID of last update 
date affecting this screen. 

Last Update User:  The system will 
populate the user ID of last update data 
affecting this screen. 

 

7. Press ENTER. The system will display the following 
message: 
 
Vendor added/ displayed successfully. 

 
SAAS/MAGIC Vendor Cross Walk Table 
 
The table is for display only for DFA. 
 

Your Action… System Response… 

1. Choose PA (Payment) from the Main 
Menu and press ENTER. 

The Payment Menu will appear. 

2. Choose GS (Generate SAAS 
Transactions) from the Payment Menu 
press ENTER. 

The Generate SAAS Transactions Menu will 
appear. 

3. Choose S2 (SAAS Tables Group 2) from 
the Generate SAAS Transaction Menu 
and press ENTER. 

The SAAS Tables Group 2 Menu will appear. 

4. Choose VX (SAAS/MAGIC Vendor Cross 
Walk Table) from the SAAS Tables 
Group 2 Menu and press ENTER. 

The SAAS/MAGIC Vendor Cross Walk Table 
will appear. 

 



6315 SPAHRS PR Gen SAAS – SAAS Tables                                                        V2 09/05/2019 
 

      
       Page 36 of 49 

 
 

Your Action … System Response … 

5. Choose Display in the action field and 
press ENTER. 

The Maintain SAAS/MAGIC Vendor Cross 
Walk Table screen will appear. 

 
SAAS/MAGIC G/L Account Code Cross Walk Table 
 
The table is display only for DFA. 
 

Your Action… System Response… 

1. Choose PA (Payment) from the Main 
Menu and press ENTER. 

The Payment Menu will appear. 

2. Choose GS (Generate SAAS 
Transactions) from the Payment Menu 
press ENTER. 

The Generate SAAS Transactions Menu will 
appear. 

3. Choose S2 (SAAS Tables Group 2) from 
the Generate SAAS Transaction Menu 
and press ENTER. 

The SAAS Tables Group 2 Menu will appear. 

4. Choose GL (SAAS/MAGIC G/L Account 
Code Cross Walk Table) from the SAAS 
Tables Group 2 Menu and press ENTER. 

The SAAS/MAGIC G/L Account Code Cross 
Walk Table will appear. 
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Your Action … System Response … 

5. Choose Display in the action field and 
press ENTER. 

The Maintain SAAS/MAGIC G/L Account 
Code Cross Walk Table screen will appear. 
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SAAS Electronic Fund Transfer Table 
 
The Electronic Funds Transfer table keeps track of which vendors are eligible for electronic 
funds transfer (EFT) 
 
This table is maintained by OFM.  Agencies have display only. 
 

Your Action… System Response… 

1. Choose PA (Payment) from the Main 
Menu and press ENTER. 

The Payment Menu will appear. 

2. Choose GS (Generate SAAS 
Transactions) from the Payment Menu 
press ENTER. 

The Generate SAAS Transactions Menu will 
appear. 

3. Choose S2 (SAAS Tables Group 2) from 
the Generate SAAS Transaction Menu 
and press ENTER. 

The SAAS Tables Group 2 Menu will appear. 

4. Choose EF (SAAS Electronic Fund 
Transfer Table) from the SAAS Tables 
Group 2 Menu and press ENTER. 

The SAAS Electronic Fund Transfer Table 
will appear. 
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Your Action … System Response … 

5. Choose Add/Display in the action field 
and press ENTER. 

The Maintain SAAS EFTT Table screen will 
appear. 
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Your Action … System Response … 

6. Enter the following information: 
 

*Vendor Code:  Required. Enter the 11-
digit number to be added. Must be valid 
on VEND table. 

ABA No/Check Digit.: Required. ABA 
Number and check digit found on the 
lower left hand corner of the vendor's 
check. 

Bank Account Number: Required.  The 
vendor's bank account number from the 
check. 

*Bank Acct Code: Required. A SAAS 
two-digit field that identifies the bank 
account with the transaction. 

Bank Name:  This field will be populated 
by the system. 

Checking/Savings Ind: Required.  Valid 
codes are "C" or "S.”  An indication of 
the type of account in which funds are 
transferred. 
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Your Action … System Response … 

Continue entering the following 
information. 
 
EFT Status: System will populate the 
vendor's status in EFT.  Defaults to "N" 
when the vendor is added to this table.  
Valid codes are: 

N –New 
A – Active 
H – Hold 
P – Pre-note processing begun 

Last Update Date/Time:  The system will 
populate the date and time of last update 
affecting this screen. 

Last Update Program:  The system will 
populate the program ID of last update 
date affecting this screen. 

Last Update User:  The system will 
populate the user ID of last update data 
affecting this screen. 

 

7. Press ENTER. The system will display the following 
message: 
 
EFTT added/ displayed successfully. 

 
SAAS Agency Project Table 
 
This table records financial and descriptive information about projects. 
 
This table is maintained by the Agencies. 
 

Your Action… System Response… 

1. Choose PA (Payment) from the Main 
Menu and press ENTER. 

The Payment Menu will appear. 

2. Choose GS (Generate SAAS 
Transactions) from the Payment Menu 
press ENTER. 

The Generate SAAS Transactions Menu will 
appear. 

3. Choose S2 (SAAS Tables Group 2) from 
the Generate SAAS Transaction Menu 
and press ENTER. 

The SAAS Tables Group 2 Menu will appear. 

4. Choose AP (SAAS Agency Project 
Table) from the SAAS Tables Group 2 
Menu and press ENTER. 

The SAAS Agency Project Table will appear. 



6315 SPAHRS PR Gen SAAS – SAAS Tables                                                        V2 09/05/2019 
 

      
       Page 42 of 49 

 
 

Your Action … System Response … 

5. Choose Add/Display in the action field 
and press ENTER. 

The Maintain SAAS Agency Project Table 
screen will appear. 
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Your Action … System Response … 

6. Enter the following information: 
 

*Agency: Required. Enter the 3-digit 
SAAS agency number. 

Project: Required. Enter a unique code 
identifying the project.  

Project Start Date: Required. Enter the 
beginning date of the project 
(MMDDYYYY).  

Project End Date: Required.  Enter the 
ending date of the project 
(MMDDYYYY).  

Project Manager: Optional. Enter the 
person name managing the project. 

Project Description: Optional. Enter a 
description from the project. 

Project Status: Optional. A one letter code 
indicating the status of the project; "O" 
for Open or "C" for Closed.  
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Your Action … System Response … 

Continue entering the following 
information. 
 
Last Update Date/Time:  The system will 
populate the date and time of last update 
affecting this screen. 

Last Update Program:  The system will 
populate the program ID of last update 
date affecting this screen. 

Last Update User:  The system will 
populate the user ID of last update data 
affecting this screen. 

 

7. Press ENTER. The system will display the following 
message: 
 
AGPR added/ displayed successfully. 

 
SAAS Project Budget Line Inquiry Table 
 
This table provides the means to plan for and control project spending according to user defined 
classification. 
 
This table is maintained by the Agencies. 
 

Your Action… System Response… 

1. Choose PA (Payment) from the Main 
Menu and press ENTER. 

The Payment Menu will appear. 

2. Choose GS (Generate SAAS 
Transactions) from the Payment Menu 
press ENTER. 

The Generate SAAS Transactions Menu will 
appear. 

3. Choose S2 (SAAS Tables Group 2) from 
the Generate SAAS Transaction Menu 
and press ENTER. 

The SAAS Tables Group 2 Menu will appear. 

4. Choose PB (SAAS Project Budget Line 
Inquiry Table) from the SAAS Tables 
Group 2 Menu and press ENTER. 

The SAAS Project Budget Line Inquiry Table 
will appear. 
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Your Action … System Response … 

5. Choose Add/Display in the action field 
and press ENTER. 

The Maintain SAAS Agency Budget Line 
Inquiry Table screen will appear. 
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Your Action … System Response … 

6. Enter the following information: 
 

*Agency: Required. Enter the 3-digit 
SAAS agency number. 

*Project: Required. Enter the assigned 
project number for the project. 

Sub-Project: Required.  Enter a code 
identifying a certain portion of the 
project. 

Phase: Required.  Enter a code 
indentifying a piece of the sub-project, 
(i.e., design, construction). 

Description: Optional: Enter a description 
of this project/sub-project/phase. 

Project Status: Required. A one letter 
code indicating the status of the project; 
"O" for Open or "C" for Closed.  

Last Update Date/Time:  The system will 
populate the date and time of last update 
affecting this screen. 
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Your Action … System Response … 

Continue entering the following 
information. 
 
Last Update Program:  The system will 
populate the program ID of last update 
date affecting this screen. 

Last Update User:  The system will 
populate the user ID of last update data 
affecting this screen. 

 

7. Press ENTER. The system will display the following 
message: 
 
PRBL added/ displayed successfully. 

 
MAGIC Acct Dist Cross-walk 
 

Your Action… System Response… 

1. Choose PA (Payment) from the Main 
Menu and press ENTER. 

The Payment Menu will appear. 

2. Choose GS (Generate SAAS 
Transactions) from the Payment Menu 
press ENTER. 

The Generate SAAS Transactions Menu will 
appear. 

3. Choose S2 (SAAS Tables Group 2) from 
the Generate SAAS Transaction Menu 
and press ENTER. 

The SAAS Tables Group 2 Menu will appear. 

4. Choose AD (MAGIC Acct Dist Cross-
walk) from the SAAS Tables Group 2 
Menu and press ENTER. 

The MAGIC Acct Dist Cross-walk screen will 
appear. 
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Your Action … System Response … 

5. Choose Display in the action field and 
press ENTER. 

The MAGIC Acct Dist Cross-walk Display 
screen will appear. 
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