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Objective 
 
Maintain Sub-Agency (for Agency Use) 
 
Outcome 
 
Sub-Agency is modified 
 
Purpose 
 
The Maintain Agency screen is used to store information necessary for reporting purposes.  The 
second panel of the Maintain Agency panel is used to enter and maintain additional information 
about an agency such as the address, how mail is to be handled, state and federal tax 
identification numbers, and some specific agency personnel information.  The third panel 
contains identification numbers, e.g., the Federal Reserve Bank ID Number, and various other 
numbers, dates, and codes for agency purposes.                                                           
                                                                       

Your Action ... System Response ... 
1. Choose AG (Agency) from the Main 

Menu and press ENTER. 
The Agency Menu will appear. 

 
 

 
 

Your Action ... System Response ... 
2. Choose MA (Manage Agency 

Information) from the Agency Menu and 
press ENTER. 

The Manage Agency Information Menu will 
appear. 
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Your Action ... System Response ... 
3. Choose MU (Maintain Agency by User 

Agencies) from the Manage Agency 
Information Menu and press ENTER. 

The Maintain Agency by User Agencies 
screen will appear.  

 

 
 

Your Action ... System Response ... 
4. Choose Modify, enter the sub-agency 

number and press ENTER. 
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Your Action ... System Response ... 
5. This is the only field that can be 

modified on this panel 
 

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

 

6. Press F11 to access the second panel of 
this screen. 

The second panel of the Maintain Agency by 
User Agencies screen will appear.  

 

 
 

Your Action ... System Response ... 
7. All fields on the second panel can be 

modified. These include:   
 

Address:   Street, City, State, Zip, 
Telephone and Extension and denote if 
Confidential should be indicated on the 
mailing address. 

*SPB Mail Type:   Indicates how mail is 
to be delivered to an Agency for SPB. 

*DFA Mail Type:   Indicates how mail will 
be delivered to an agency for DFA. 

*EE04 Function:   Code indicating the 
Equal Opportunity function denoting 
the agency’s mission. 

State Tax ID:   The agency's tax number 
used when paying taxes to the State 
government. 
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Your Action ... System Response ... 
Continue entering the following 

information:  
 
Federal Tax ID:   The agency's tax 

identification number used to pay taxes 
to the federal government. 

SAAS Ind:   No longer used. 
Min Leave (DD):   The minimum amount 

of leave hours that an agency requires 
before an employee is eligible for 
payroll direct deposit.  Agencies may 
have internal policies that determine 
whether this is applicable for this 
agency. 

*Warrant Sort Order:   Indicates how 
payroll warrants will be sorted and 
distributed. This field defaults to N. 
(Alpha Last Name) 

*Pers Dir/Cnct Agency#; *PIN; Phone; 
Ext:   

*Agency Head Agency#; *PIN; Phone; 
Ext:   

*Payroll Officer Agency#; * PIN; Phone; 
Ext:   

*Contract/Cnct Agency#; *PIN; Phone:   
Payroll officer Fax:   Fax number. 
Pers Dir Fax:   Fax number. 

 

8. Press F11 to access the third panel of 
this screen. 

The third panel of the Maintain Agency by 
User Agencies screen will appear.  
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Your Action ... System Response ... 
9. Enter the following information:   
 

PERS ID:   The agency identification 
number used by the state retirement 
system (PERS).   

Other PERS ID:   Other identification that 
may be assigned by PERS. 

Legislative PERS ID:   The Agency 
Number assigned by the retirement 
system for the Legislature.  

Detail Category Report Ind:   Yes or No.  
Indicates if a detailed category report is 
required. 

Detail Project Report Ind:   Yes or No.  
Indicates if a detailed project report is 
required. 

Detail Org Report Ind:   Yes or No.  
Indicates if a detailed organizational 
report is required. 

Insurance Department Code:   The 
insurance code assigned to the agency 
by the Insurance Department. 

Cafeteria Plan Start Date:   The starting 
date of the agency’s cafeteria plan. 

Cafeteria Plan End Date:   The ending 
date of the agency’s cafeteria plan. 

Federal Reserve Bank ID Nbr:   The 
agency's federal reserve bank account 
number.  

 
Continue entering the following 

information: 
 
ITS Agency Code:   The ITS number 

assigned to the agency. 
MESC Account Number:   The MS 

Employment Security Commission 
Agency’s reporting accounting number. 

MESC Covered Empl.:   Number of 
covered employees for each month of 
quarter. 

 

10. Press ENTER. The Agency has been modified and the 
following message is displayed:   
 
Agency xxxx modified successfully. 

 


	Objective
	Outcome
	Purpose

