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1. SUMMARY:  On September 28, 2005, the ICASS Service

Center will post the first ICASS agency code reference

file update for the FY 2006 budget cycle.  This update is

to be used with Web.ICASS 2.15.00 only; using it with any

earler version will cause problems with the software.  The

updates will be posted on a monthly basis; both Network

and Standalone users can download the reference file from

the ISC website and upload it into the Web.ICASS

application for immediate use.

2. A list of the agency code changes since the Web.ICASS

2.15 release was provided septel (STATE 177747 dated

September 26, 2005).  By this November, the reference file

updates will be pushed out to Network users through the

ICASS messaging system so that the agency code table will

be updated automatically; Access (stand-alone version)

users should continue downloading and uploading the

reference file for update.  The September 28 update is

effective for FY 2006 plans only.  End Summary.

3. All Web.ICASS users must upload the new agency code

table so that they will have timely access to new codes

for use in preparing ICASS invoices.  For the month of

September, users operating Web.ICASS on the Network,

standalone machine, and laptops for the workshops, must

download the Reference Table updates that will be posted

on the the ICASS OpenNet website at http://icass.state.gov

on September 28.  The file will be posted under:

Software/WebICASS Download/Reference File Update.

Download and upload instructions are available on the

site.  You should not need assistance from the IT office

at post. Once the file is downloaded and saved, the user

logs on to Web.ICASS.  When in the Plan Maintenance node,

the user will see a button labeled "Update Reference

Table."  A window opens so that you may select the file

you wish to import into the software.

4. Once the agency table update process is complete, users

who have already started their FY 2006 plan must run

VERIFY to ensure that name changes and obsolete agency

code names appear on ALL existing 2006 plans.

5. To confirm that the agency code updates were made,

first open and highlight a 2006 plan. Select the

"Reference Tables" under the "Reports" folder.  Select the

"Agency List" and identify an agency that has been listed

as "New Codes" in Reftel " ICASS Agency Codes Changes -

July 1 to September 1, 2005".  Confirm that the new code

appears on your report.  The agency changes only affect FY

2006 and beyond.

6. For Web.ICASS 2.15 network users, uploading the monthly

reference table will no longer be a manual process after

November 1, 2005.  At that time we will start the central

management of agency code updates through the ICASS

messaging system.  Once updates are made centrally, those

posts running Web.ICASS on the OpenNet will get updated

agency code information automatically.

7. When this process begins in November, posts can confirm

that the agency code file for November by checking the

ICASS Events log for "Update November Reference Table.  You

can also check the Reference Table report and confirm

whether the codes listed in the November announcement

cable appear.

8. In November if you do not see the automatic update by

November 18th, please contact ICASS Technical Support

(icasstechnicalsupport@state.gov) to test your messaging

configuration.

9. Questions regarding agency codes should be addressed to

Mattie Harms, RM/ICASS. Questions regarding the ICASS

software and reference table update should be addressed to

ICASS Technical Support (202-663-1973).

10. MINIMIZE CONSIDERED.
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