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BUDGET CONTROL SYSTEM (BCS) TRAINING MANUAL

On November 24, 2008, the SAP Finance system will be migrated from the former budgeting
module to the Budget Control System (BCS) module. The transactions that you are currently
using within SAP-FI to monitor your budget will be changing. Budget transfers will no longer be
parked using FR69. Instead, you will be using the Budgeting Workbench (FMBB) to pre-post
your budget transfers.

Similarly, the SAP-FI on-line budget reports will also be changing. Please note that you will
continue to use ZBUDSTAT_CF or ZBUDSTAT_EX_CF to view your budgets and transactions
for fiscal year 2008 and prior. However, any transactions processed for fiscal year 2009 and
after will need to be viewed using transaction ZFM02 or ZFMO02_EXP. This training manual is
being provided to assist you in monitoring your budget using the BCS module. Below is a
crosswalk to aid your understanding:

Priorto 11/24/08 After 11/24/08
Budget Transfer Park using FR69 Pre-Post using FMBB

Fiscal years 2009 and
Function Fiscal years 2008 and Prior | after

On-Line Reporting ZBUDSTAT_CF ZFMO02 and ZFM02_EXP
ZBUDSOURCE_CF ZFMO02 and ZFM02_EXP
ZBUDSTAT EX_CF ZFM02_EXP

Changes in BCS that will be reviewed later in this document

Parked Transfer FR69 changes to Pre-Posted document FMBB

No need to input Fund or BDGT on transfer, it automatically fills it in!

Ability to do multiple transfers on one document even if they are in different funds
Ability to enter different text for each line item

Ability to copy line item to one below to save data entry

Ability to “hold” a document if you can’t finish it right away.

Ability to track posted, pre-posted, undone, and held documents.

Report transaction and generation changes

Report view allows user to switch between report views without re-running transaction

AN N N N NN N U

This eliminates the need for multiple report transactions!
Report view changes to accommodate Availability Control
Little more flexibility in setting Availability Control rules.

ANERN
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Availability Control (AVC)

Impact on AVC rules:

Currently, in the Former Budgeting System, the ONLY rule available is to have the budget control
restricted to the commitment item to which the budget was posted for an expense (purchase
orders, funds reservations, and GL journal entries). This required that all budget dollars by
commitment item be posted to the expense commitment item within a fund/funds center number.

The Budget Control System (BCS) module provides a little more flexibility in how the rules for AVC
are set. We now have the option of continuing to maintain the status quo, i.e. AVC at CI where
budget is loaded or we can set the AVC rule to check at a higher level within the fund.

AVC rules in the BCS module have been set as follows.
Please reference APPENDIX A for specific commitment item number relationships.

Rule 1 > AVC checking will occur at the “summary” levels within the EXPENSE commitment
item hierarchy for UTILITIES, LEASES, OTHER EXPENSES and at the specific 6 digit
commitment item number for commitments 700000-799999, 801000-813530 for funds
centers within:

Fund 1011000000 E&G Funds - all funds centers

Rule 2 > AVC checking will occur at the 6 digit commitment item where budget is loaded for
funds centers within:

Funds 1012000000 to 1016000000  Designated for E&G activities

Funds 1021000000 to 1025000000  Auxiliary Funds

Funds 1031000000 to 1031600000  Restricted Funds

Funds 1061000000 to 1071000000  Plant Funds

Rule 3 AVC checking will occur at the 3 digit “summary” levels within the EXPENSE
commitment item hierarchy for OTHER EXPENSES and at the specific 6 digit commitment item
number for commitments 700000-799999, 801000-821000 for funds centers within:

Funds 1032000000 to 1033800000  Restricted Funds - Grants
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Budget Folders

Download FOlder Wlth BCS TransaCtlons Favorites Extras Systern  Help
1. In BCS click on Favorites 2dd Cirl+Shift+F &
2. Choose “Upload from PC” ﬁg:;ge C"“Sh'm”’
3. At“Look In” choose S drive Qel_ete SnieF2
4. Choose “BU Documents” Insert folder Cirl+Shift+F &
5. Choose “SAP” folder Ingerttransaction Cirl+Shift+F 4
6. ChOOSE ,,BCS,, Add other ohjects Ctrl+Shift+F 7

Download ta PC

7. Click on “Insert” Upload fom PC

You should receive a folder with two sub-folders one
for budget transactions and one for budget reports.

8. Repeat steps 1-5, Choose “Former Budgeting Folder”
You should receive a folder titled “Former Budgeting Folder FY 2008 and Prior”
It will have 8 reports in it. These are the reports you can use for FY 2008 and prior.

What To Do With Your Old Budget Folder

After you have downloaded these two folders, you can delete any other budget folders or
transactions that you no longer use. This will clean up your SAP menu.

If you need help during this process, contact the Budget Department at #4023.
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How to Pre-Post a Budget Transfer - FMBB

Change: “parking” a document is now called “Pre-Posting” a document

Transaction: FMBB

1. Click on transaction FMBB under BCS Transaction Folder FM Area @’@)
2. Ifyou geta pop-up box to enter FM area, enter SSHE

3. Choose Transfer from the Process menu (see instructions below) | ¢ ®
4

Input Data
p Document Overvigw ondoff A7 98 Hold | Prepost Save Changes | |[F Long Text hle

Document Status Initial

*After you input the Hegder Data | Additional D
header data you ca
Transfer

. =] Total Sender 0.00
click on |IE| _
. . . Total Receiver 0.00
This will make the line Budget Category Payment E “ersion ] Insert Current Date
1tem lnput vView larger. Document type BGT (Budget) B Docurment Date 1052952008
Sender
Fizcal Year 2002 Current FY Period Al 2
Budget Type MREC Always NREC
Receiver
Fiscal Year 2009  Auto Updates Period Al 3
Budgset Type WREC = Always NREC
Click + J+/Short t...|
_ Sender BIEIE R EEEEEED
Click .@‘ + Receiver Lies
Click d d @ Line -+ Fund Fundsz Center |Commitment item |Functional Area | Amount (US00| Text
ick for dropdown, 000001 |- 1011000000 (1041030400 |625300 BDGT 25.00 |sover mailing cost
to choose + \ §QUUUUE + 1011000000 | 1044020400 | 520200 BDGT 2500 |cover mailing cost
000003 |- 1011000000 1041030400 |625300 BDGT 52500 [for purchase request
000004 |+ 1011000000 (1011030400 |S60130 EDGT 525,00 [for purchase request

tt t 1

Insert Funds Center and Comm. Item Insert Amount and Text

5. Enter Text (Required)
1 :
Usea® to check for errors. (located at very top of transaction)
7. When you have verified that you have no errors, click on  F™F9%t | |ocated towards top of

screen.
8. You will receive a document number at the bottom grey area. See example.

|_0 Document 1000062651 has been created successfully in Fhd area SSHE fiscal year 2009
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To Print the Document for Back Up

Create Shift+F8
Create by Reference Shift+F9
1. When you are in the document you want to print e Cti+F2
Check
a. Click Document Save .
b. Choose Display <-> Change S
*If “Print Preview” is available you can skip this Step: Delete
Display <-> Change Ctrl+F9
Exit Shift+F3

Document
Create Shift+F8
. . Create by Ref Shift+Fa
2. Now select Print Preview o '
everse Ctr+F2
Check
Save 3
Undo
Erint Preview Ctrl+5hift+F8
Delete
Display <-> Change Ctrl+F9
. . Exit Shift+F3
Header
Docurment 100A0EZ 793 Stat
CRSS Transfer Tota
“alue e Budget Tota
Budget Categary Fayment Wers
Document type BGT Doc

allalz|mwa)@al =2)[2[aa

Doc. Line |- | Grant Fund
|DDDDD1 - |MOTRELEYAMNT 10110
000002 |+ |NOTRELEWAMNT 10110

4. Click on green check  (your printer should be listed)

locl
HF Business Inkjet 2300 PCL B

Mumber of pages

@ Print all
O Print fram page

v e % 0
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Display an Entry Document - FMEDD

1. Choose FMEDD from your Budget Folder
Input FM Area as SSHE, Document Year (These should default after first use)

2
3. Inputthe document number if you know it. If you don’t know it, skip to step #5
4

Click on execute Display Entry Document

5. Click on dropdown menu
a. “Created by”-insert your user ID

b. “Document Date”-enter range of time such as a week or month when you think the

document occurred.

c. Clickon execute

M

Search For Entry Document (Effective)

d. Double Click on the document you want to see (It will take you back to Display Entry

Ed
£
EJ
Ed
Ed
£
EJ
Ed
Ed
Ed

Document window)

e. Click on execute

Selection List

A0 EBE&F | E%E™ 020 T ac | E

Posted o] BYWWE

Preposted |TRAN |0 BWE

Posted SUPL |0 BB 104,
Preposted |SUPL |0 BWE 104,
Preposted |TRAN |0 BWE 104,
Posted SUPL (0 MASS-RWSAL (104
Posted RETH |0 B E 104,
Undane RETH |0 B E 104,
Posted TRAM |0 BWE 104,
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View Budget Document or Line Item Transactions - FMEDDW

FMEDDW - This transaction can be used to view a single line item entry or all of the entries for a
specific funds center or items during a specific date range etc.

Entry Document

1. Enter “Created by”

2. Enter “Fiscal Year”

3. Enter “Funds Center”

This shows all documents

you created for this FC this FY
Or

1. Enter “Created by”

2. Enter “Document Date”
Range (ex 11/24/08-1/31/09)
This shows all docs you created
from 11/24/08to 1/31/09

in all your FC’s.

.Il"""“' ‘Iﬂllllg'
Hj'%% W

To Export From the FMEDDW Transaction

1. Choose Spreadsheet icon Selection List for Entry Documents

2. Then click green checkmarks | | | @ E')
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Budget Reports - Generation
For E&G Fund 1011000000
FC 1011xxxxxx

USE

These transactions will be used to provide your basic reporting requirements for monitoring your
budget such as displaying your total budget, actual expenditures, open commitments, and budget
balance available for your selected funds center(s). In addition, it will be used to drill down into
the line item details of all postings to the selected fund center. It can also provide a report to
detail the sources of your budget balance.

TRANSACTION CODE

ZFMO02_EXP
Includes commitment items for expenses only. Does not include revenue or transfers in (CI
813xxx).

Note: Please see Appendix G-Page 32 if you have an E&G funds center that has miscellaneous
revenue or if you want to view salaries and benefits.

PROCEDURE

e Logon to the SAP system.
e Open your Favorites - BCS Transactions folder and click on the ZFM0Z2_Exp transaction.

Selection Values
The information in the “Selection Values” area will default.
1. Financial Management Area: Will always be SSHE
2. Budget Category: Will always be 9F
3. Version: Will always be 0
4. Fiscal Year: Enter the fiscal year on which you are reporting - can run for multiple years.

EPxpense Omnly: Sefection

£» Data Source...
Selection values
Financial Management Area SSHE 1

Budget Category @ aF
wersion a

Fiscal “ear From Zoog . .
. < Note: Must populate both fields

Fiscal wear To

| Selection groups
|  Budoet Tvpe
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Variants

You will use Variants set up by the Budget Office to obtain data for the commitment items (CI) you
need to view. The following variants are available. Follow the instructions below to select the
appropriate variant.

Variant Name Variant Description
10NONPERSONNEL Operating area only (non-personnel) CI range 600-899
10STUDENTWAGES Student wages only CI 510580
10NONPER_STUDW Operating area and student wages CI range 600-899 & 510580

Click on “Get Variant” icon

Expense Only: Selection
o eed ol
Expensé Only: Selection

‘

Data Source...

Selection values
Financial Management Area S5HE
Budget Category aF
Slareminn n

v

Double-click on variant name or highlight row and click ===

Wariant catalog for grogram GP4AIEYOQIGZNVOIEP 30 2MAKX4300
Variant name Short descriptn
AONONPERSOMH| Bloomsburg Mon Persannel

TONONPER_STUDYWY | Bloomshurdg MonPer & StudiWages
TO0STUDWAGES Bloomsburg Student Wages

Enter your funds center(s) in the Funds Center Value field and click to execute the report

Expense Only: Seiection
& 2Jd8 ee@ SHE SO0 FEFE @
l pense Only: Selection

[%  Data Source.

Selection values

Financial Management Area BEHE
Budget Category aF
WVersion L2}
Fiscal Year From 2009
Fiscal Year To 2089

Selection groups
Budget Type

Orvalue(s) o EI
Fund

Orvalue(s) o \EI
Funds Center

Orvalueds) 1011010200 to \EI
Commitment fem

Orvalue(s) OTHER_EXPEMSES to \II
Functional Area

Or value(s) o (=]
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Budget Reports - Navigation
For E&G Fund 1011000000

FC 101 1xxxxxx

A report will return with the appropriate data as shown below:

w/CF = With Carryforward

w/oCF = Without Carryforward

This transaction contains six different reports. Navigate to the various reports by simply clicking on
the appropriate report in the navigation pane.

Note: Always use the w/CF (with Carryforward) except when you need to see the ending available
balance for the prior fiscal year. Then use w/oCF (without Carryforward). This is helpful after
balances carryforward at fiscal year-end. Do not use this feature until notified by Budget Office.

BUDSTAT_wiCF| EXP

BUDSTAT_wiCF_EXP
SOURCES_wiCF_EXP
ACTCOM_wCF_EXP

SOURCES_woCF_EXP
ACTCOM_winGF_EXP

_____ KNI

Variation: Characteristics
Fund
Funds Center
Fiscal Year

‘ariation: Fund
= 3 * Fund
1011000000 E&G Ge

i, ..

Report Group:
Report Mame:

Expense On
BUDSTAT_w/!

1y
CF_EXP

Date:
Page

10/24/2008
1 1

FH frea SSHE State Systen
Budget Category aF FM Payment Budget
Fund *
Funds Center/Group 11110208 Social Equity
Commitment Item S5HE_3B Flat - Per CI Hierarchy excl P
Fiscal Year 2009
Commitment Item Current Budget Consumable Budget Commitment Actuals
Commitment Item GG, 941.56 GG, 941.56 g88.69 19,8108.58
2-EXP_NP_F Expenses - excl P 43,688.20 49 ,158.78 888,69 1,873.31
NON-FERS Non-Personnel 43 ,688.20 49,158.78 888,69 1,873.31
OTHER_EXPENSES Other Expenses 49,158.78
gO5100 Postaoe/Freight 608,68
GE5118 Postage 34248
605130 Freight{shippin 218.31
BEG10A Telephone & Tel B18.91
GEG115 Long Distance T 200. 00
GOG130 Telephone Equip 139.27
GO7108 hodvertising 1,500, 00 340. 00
BOE110 Subscriptions 1,248.55 416.00
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Page 12



Budget Control System

BCS Training Manual

BUDSTAT_w/CF_EXP

TP E | T @ & F | E coumn | |95 R e e
Repors
BUDSTAT_w/CF_EXP ml Report Group: Expense Only Date: 10/27/2008
SOURCES wiCF EXP Report MName BUDSTAT_w/CF_EXP Fage 1
HETCRILL ElF ISP = Fi Area SSHE Gtate System
= BUINSTAT i/t BVE Budget GCategory 9F  FM Payment Budget
‘ariation: Characteristics
B Fund Fund !
B Funds Center Funds Center!Group 1811010200 . 1011610208
Conmitment Item S5HE_3B Flat - Per CI Hierarchy excl P
B Fiseal vear Fiscal Year 2009
vartiation: Fund Commitment Item Current Budget Consumable Budget Conmitment Actuals
= 59 * Fund
= u1mm1nnnnnnE B T ™ |commitment Item 195,684 .43 195,684 .43 888 69 124 6
E] eneralFund | | 5 Exp Np_F Expenses - sxcl P 69,647 .34 75,471.21 88569 3,2
= NON-PERS Non-Personnel 69,647 34 7h,471.21 888.69 3,2
OTHER_EXPENSES Other Expenses 75,471 .21
GE5160 Fostage/Freight GO8 .68
65110 Postage 342 .48
6051308 Freight /5hippin 218.31
RORA @A Talanhann ¢ Tal R40 M1
Navigate to the various funds
centers by simply clicking on
“Funds Center” and then the FC #
BUDSTAT_w/CF_EX]
Ta|E & EH D | T | | & F/| & caumn | o S e e
Reports
2] BUDSTAT_wiCF_EXP il Report Group: Expense Only Date: 18/27/2008
E SOURCES wiCE EXP Repart Mame BUDSTAT_w/CF_EXP Page: 17 1
(B ACTCOM_wOCF_EXP E FN area SSHE State Systen
(e =TTt Y S %) Budget Category 9F  FM Payment Budget
Yariation: Characteristics
B Fund Fund : ) )
E s ©EmE Funds Center/Group 1811810208 Social Equity
commitment Item SSHE_3B Flat - Per CI Hierarchy excl P
[8) Fiscal Year Fiscal Year 2009
Variation: Funds Center Commitment Item Current Budget [Consumahle Budget Commitment Aotual
= = * Funds Center —
= Commitment Item 66,941 .56 66,941 .56 agg.69 19,
UL AN S0 HET = | 2-EXP_NP_F Expenses - excl P 43,688, 20 49,158.78 988,60 1,
1011010201 Protected Gl Issues| f= HON-PERS Hon-Personnel 43,683.20 19,152.73 248.69 1,
[E 1011010205 Black History Montt OTHER_EXPENSES Other Expenses 49,158 .78
) 1011010208 CWCHR A 605100 Postage/Freight 603 . 68
1011010209 Accomrmadative Se 605110 Postage 342.48
6051368 Freight/Shippin 218. 31
BOE108 Telephone & Tel 518.91

Expand & collapse sections of the
report by clicking on these

November, 2008
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Drilling Down

o Blue lines represent where postings take place (budget, commitment, actual). Yellow lines

represent totals.

e Todrill down to the line item detail, double click on the dollar amount.

e Tosee all transactions in a specific column, double click on the total line.

A Text box will pop up:

-

Search actuals line items document
Search Change Document

If looking at Actuals or Commitment
columns amount, make this selection

Search Entry Document N

| Technical hames onfoff |

e After making a selection click .

The detail will appear as shown below:

Selection List for Entry Docuiments

If looking at Budget column amount, make
this selection

=Ygy

EFF EXHWT | OSET B asc | B chosse &l save | HH selections | W4 [

“Doc Year|Fund Funds Center | Created on  |Entry Docu  |Puhblic Law| Created by Cmmtitem™ |z Amount LC|Text
2009(1011000000 |1011010200 |09/29/2008 1000000049 CSPRIMKLES (606100 63.91
09/29/2008 |1000020699 CSPRIMKLES 450.00 |FBS DOC#:0500364793
606100 = 518.91
1011010200 £ an 518.91
1011000000 &2 s 51891
o, sans 51891

November, 2008
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Printing

To print a report, click on the type of report you want to print.

IRepnrts

BUDSTAT wiCF_EXP
SOURCES wiCF_EXP
ACTCOM_wGF_EXP
BUDSTAT wioGF_EXP
SOURCES wioCF_EXP
ACTCOM wioGF_ExXP

(o (e () [e] [ [

Then click on the print icon E and make selections as shown below.

To print one funds center, select this
option

To print all funds centers, select this
option

HP Business Inkjet 1200 Series

Murmber of pages

@) Print all
() Print from page

(58) |

Change Report, Columns, and Format as shown
to increase print size.

November, 2008
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Availability Control

Rule 1 > AVC checking will occur at the “summary” levels within the EXPENSE commitment
item hierarchy for UTILITIES, LEASES, OTHER EXPENSES and at the specific 6 digit

commitment item number for commitments 700000-799999, 801000-813530 for funds

centers within:

Fund 1011000000 E&G Funds - all funds centers

AVC checking will cccur at the

OTHER EXPENSES commitment item.

Budget is loaded at & digit Cl.

Budget loaded
at & digit Cl

AV checking at
OTHER EXPEMSES

Commitmnet ltem

Cl# 615100 over budget by $200.
AV checking will occcur at the

OTHER EXPENSES commitment

Current Consumable .394

Commitment Item Budget Budget mitment |Actuals |Tot ComAct |Available
Commitment Item 5,500.00 5,500.00 4 300.00 | 747.00 | 1,047.00 | 4,453.00
OTHER EXPENSES Other Expenses 5,500.00 4,453.00

608120 Books 200.00 .-

615100 Gen Travel 500.00 300.00 | 400.00 700.00

620200 Software 600.00 67.00 67.00

625300 Spec Services 1,000.00 -

660100 Office Supplies | 1,400.00 280.00 280.00

660330 Chemicals 1,800.00 -

November, 2008
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Budget Reports - Generation
FOR FUNDS 1012, 1013, 102x, 103x, and 106x

USE

These transactions will be used to provide your basic reporting requirements for monitoring your
budget such as displaying your total budget, actual expenditures, open commitments, and budget
balance available for your selected funds center(s). In addition, it will be used to drill down into
the line item details of all postings to the selected fund center. It can also provide a report to
detail the sources of your budget balance.

TRANSACTION CODE

ZFMO02
Includes all commitment items for revenues and expenses.

ZFMO02_EXP
Includes commitment items for expenses only. It does not include revenue or transfers in
(CI 813xxx).

PROCEDURE

e Logon to the SAP system.

e Open your Favorites - BCS Transactions folder and click on the ZFM0Z2 or ZFM02_Exp
transaction.

Selection Values
The information in the “Selection Values” area will default.

Financial Management Area: Will always be SSHE

Budget Category: Will always be 9F

Version: Will always be 0

Fiscal Year: Enter the fiscal year on which you are reporting - can run for multiple years.

N e

Pxpense Omly: Sefection

Lx  Data Source...
Selection values
Financial Management Area SS5HE 1

Budget Category @ aF
Wersion o

Fiscal ¥ear Frorm 2009 . .
cooa < Note: Must populate both fields

Fiscal ¥ear To

| Selection groups

| Budget Tywpe
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Selection Groups

1. Fund Value: Enter the fund or range of funds on which you would like to report. This field is

not required if you are entering a funds center.

2. Funds Center Value: Enter the funds center or range of funds centers on which you
would like to report. This field is not required if you are entering a fund number.

3. Commitment Item: There are commitment item groups established to pull revenue and

expense commitment items.

SSHE_2A - Includes all commitment items for revenue and expenses (including salaries and

benefits)

Fiscal Year To 20089

Selection groups
Budget Type
Orvalue(s)
Fund
Qrvalue(s)
Funds Center

EHIE)

Orvalue(s) 1022000200

Commitment tem @ SSHE_24
Crvaluefs)

Functional Area
Orvalue(s)

Click @ to execute the report.

to

to

to

to

to

(o) (3] [s] [ [

November, 2008
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Budget Reports - Navigation
For Funds 1012, 1013, 102x, 103x, and 106x

A Report will return with the appropriate data as shown below:

w/CF = With Carryforward

This transaction contains six different reports. Navigate to the various reports by simply clicking
on the appropriate report in the navigation pane.

w/oCF = Without Carryforward

Note: Always use the w/CF (with Carryforward) report except when you need to see the ending
available balance for the prior fiscal year. Then use w/oCF (without Carryforward). This is helpful
after balances carryforward at fiscal year-end. Do not use this feature until notified by Budget

Office. /
BUDSTAT_wh
T @& E/| T % & F | coumn | g A
[2) BUDSTAT_wiCF m Report Group: Rewenue & Expense Date: 10/31/2008
B SOURCES_wiCF Report Wame BUDSTAT_w/CF Page 14 1
ot [4]
E ey B Fi Area SSHE State System
= OLINSTAT winnC Budget Category 9F  FM Payment Budget
B Fund Fund 1822000088 Food Serwice Funds
[ Funds Genter Funds Center/Group *
- Commitment Item S5SHE_24 Flat - Master per CI Hierarchy
[ Fiscalvear Fiscal Year 2009
Variation: Funds Center commitment Item Current Budget Consumable Budoet Commitment Actuals
- o
a uwnodzazﬁggtzeurm: e Comnitment Item 893 ,981.62 893,981 .62 5,538,198 28 -2,354 ¢
oog Service = | 1-REY Revenues -0,874,404.00 -0,874, 404,80 -4, 540,1
1022000204 FlexPollars 461111 Food Services - Fall -3,901,128.00 -3,901,128.80 -3,473,1
@ 1022000206 Phy Rlant- Food Se 461112 Food Services - Sprin -3,620,522. 00 -3,620,522. 00
1022000218 Aux-Fhod Ser Mon- 461113 Food Services - Summe -224,292 00 -224,292 80 -268,¢
461211 Flex Sales-Fall; Mand -G38,820.00 -638,820.00 -616,%
461212 Flex Sales-Fall; Wolu -260,080.00 -250,080.00 -279,¢
481221 Flex Sales - Spring; -587,440.00 -587, 44060
481222 Flex Sales - Spring; -258,BE0. 00 -258, 080 . B0
461335 Food Service Commissi -308 172.00 -308,172.80 -19,6
452180 Interest Income -92 800.00 -92 080.00
479100 Other Revenue {
= | z-Exp Expenses 9,449,999.70 9,449,999.70 5,538,195 28 1,680,
= PERE Persannel 1,053,826.19 1,0853,826.19 9,314 .68 58,f
501200 AFSCHE - Salaries 481,499.73 481,499.73 8,463 .29 9.t
501318 State Sys Managers 209,182.08 209,182.88 127.48 18,€
Navigate to the various funds
centers by simply clicking on
« »
Funds Center” and then the FC #
BUDSTAT]|w/CF
Ta ¢ fo L] % & T H counn M| o S S 8 3R
Reports
M BUDSTA]_wiGF ml Report Broup  Revenue & Expense Date  18/31/2088
B SoURcER wicT = Report Name  BUDSTAT w/CF Fagt: 10"
B ACTCOM{wCF - FH Area SSHE State System
= pusnoTel vrote = Budget Category 9F  FH Payment Dudget
Variation: Chara
B Fund Fund 1022000500 Food Service Funds
Funds Center /Group 1022ZEI02HG Fhy Flant - Food Ser
[£) Funds Conter Cosmitaont Ttom SSHE_2A Flat - Master per GI Hisrarchy
[E Fiscal vepr Fiscal Yoar 2p89
Variation: Funds €onter Commitment Item Current Budget |Consumable Budget Comnitment Actusls
= &3 * Funds Center o
- = |Commitment Item 69 117,746, 69 314,303 17 -419,2
[ < g T e L el = | z-exp Expenses .59 583, 681 .59) 14,3837 a6.8
[ 1022000204 Flex Dollars = MON-FERS  Hon-Fersonnal .54 583, 681 .59 314,383.17 46,8
[E] 1022000206 Fhy Plant- Food S GABTEE  Electric .78 217,718.78] 33,633, 87 27,3
[¥] 1022000218 AuxFood Ser Non BAT1HB  Hatural Bas az 142,188 42 2 7.7
B43100  Coal 45 115,230 45 2.8
B4B1BB  Water, Sewage, Trash, a4 108, 524 a4 2.9
™ | 4-TR-IN  Transfers-In .00 465,935, 00/ -455.9
813000 Other Transfers-In .00 465,935, 00| -455 .9
™ | 5-CB-LXP  Chargeback Expenses A0 0.10 [
s20818 Natural Gas Chargebac ] 8.18| [

T

Expand & collapse sections of the
report by clicking on these
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Drilling Down

o Blue lines represent where postings take place (budget, commitment,
actual). Yellow lines represent totals.

e Todrill down to the line item detail, double click on the dollar amount.

o To see all transactions in a specific column, double click on the total line.

A Text box will pop up:
If looking at Actuals or Commitment
Search actuals line items document| € — columns amount, make this selection
Search Change Document
Search Entry Document <
y If looking at Budget column amount, make
this selection

| Technical names onfoff |

e After making a selection click .

The detail will appear as shown below:

Seiection List for Entry Documents

|@@ |‘ﬁ& ABC |ﬁ Chuose”ﬁ Bave”|ﬂ Be\ectmns”@@@@

“Dor vear iy Dosu * e |versio Do tpe Pracess| Year EudgstType[Funt [Func Ot [omtterf Ar orant|runded Pra | smauntLC

20049|10000246649 000001 (0 BGT Enter |2008 |Recurting Budget| 1022000000 (1022000200 |E0E100 BODGT MOTRELEVANT  [NOTRELEVANT 857.00
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Printing

To print a report, click on the type of report you want to print.

IRepnrts

BUDSTAT wiCF_EXP
SOURCES wiCF_EXP
ACTCOM_wGF_EXP
BUDSTAT wioGF_EXP
SOURCES wioCF_EXP
ACTCOM wioCF_EXP

(e (e () [e] [ o)

Then click on the print icon E and make selections as shown below.

To print one funds center, select this
option

To print all funds centers, select this

option

HF Business Inkjet 1200 Series

Mumber of pages

@) Print all
) Print from page

(58) |

Change Report, Columns, and Format as shown
to increase print size.
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Page 21



Budget Control System

BCS Training Manual

Availability Control

Rule 2 >» AVC checking will occur at the 6 digit commitment item where budget is loaded for funds

centers within:

Funds 1012000000 to 1016000000

Designated for E&G activities

Funds 1021000000 to 1025000000  Auxiliary Funds
Funds 1031000000 to 1031600000  Restricted Funds
Funds 1061000000 to 1071000000 Plant Funds
-
Cl# 615100 over budget by
5200. AVC checking will
AVC checking will occur at the 6 digit oocur at the 6 digit CI&.
commitment item where budget is loaded. A budget transfer wi
need to be made to cover
budget deficitin Cig
. 615100.
Budget loaded AVEC checking
at 6 digit €l at 6 digit Cl e
Current Consumable “/
Commitment Item Budget Budget mitment |Actuals |Tot ComAct |Available
Commitment Item 5,500.00 5, 300.00 | 747.00 | 1,047.00 || 4,453.00
OTHER EXPENSES Other Expenses
G0B120 Books 200.00 200.00 - 200.00
615100 Gen Travel 500.00 500.00 300.00 | 400.00 700.00 200.00)
620200 Software 600.00 600.00 67.00 67.00 533.00
825300 Spec Services 1,000.00 1,000.00 - 1,000.00
660100 Office Supplies | 1,400.00 1,400.00 280.00 280.00 | 1,120.00
660330 Chemicals 1,800.00 1,800.00 - 1,300.00
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Rule 3

AVC checking will occur at the 3 digit “summary” levels within the EXPENSE

commitment item hierarchy for OTHER EXPENSES and at the specific 6 digit commitment item
number for commitments 700000-799999, 801000-821000 for funds centers within:

Funds 1032000000 to 1033800000

Restricted Funds - Grants

' =
B B o Cl# 660715 over budget by 5300. AVC
A\;_fc checking will occur at a_II 3 digit checking will occur at all 3 digitin
__in OTHER EXPENSES commitment OTHER EXPENSES commitment item.
item. Budget is loaded at & digit Cl. Budget is loaded at 6 digit CI.
T expenses excede CIB560 available
balance of 54,400 - a budget transfer
Budget loaded ANC checking at will need to be made to cover
at & digit CI all 3 digits in budget deficit in CI#E50.
OTHER EXPENSES |
Commitment ltem [ 1
Current nsumable ¥
Commitment] Item Budget B zgrt Commitment |Actuals Tot Act [Available
Commitment ltem 4,200.00 23,200.00 L 500.00 4,100.00 7.720.00 15,480.00
NOM-PERS Non-Personnel 9,000.00 13,000.00
615 ¥ Travel & Transpol 12,000.00 £,600.00
615100 Gen Travel 10,000.00 500.00 2,000.00 2,500.00
615110 Training/Devlrav| 2,000.00 S00.00 900.00 \
660 Supplies 7,000.00 | 4,400.00
660100 Office Supplies 4,000.00 100.00 300.00 400.00
660300 EducationalSup 2,000.00 400.00 500.00 900.00
660715 WearingApparel 1,000.00 600.00 F00.00 1,300.00
-~
AVC checking will occur at the 6 digit CI#820100 over budget by $100. AVC
commitment item where budget is loaded. checking will occur at the & digit CI&.
& budget transfer will need ta be
made to cover budget deficitin CI#
can
Budget loaded ANC checking E20100,
at 6 digit €l at 6 digit €l
S5-CB-EXP Chargeback Exp 4,200.00 1,000.00 720,00 1,720.00 2,480.00
B20100 Printing/Duplica 1,500.00 1,000.00 &00.00 1,600.00 100.00)
820200 Postage CB 1,800.00 120.00 120.00 1,680.00
820300 Telephone CB 900.00 = = 900.00
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APPENDIX A

Availability Control (AVC)

Rule1 Fund 1011000000 - E&G
Fund 1011000000 will check AVC at the level listed below, different from where the budget is placed.

Budget Placed At AVC Checked At
From To
Commitment [tem Commitment Item Commitment Item
640100 646125 UTILITIES
651000 651000 LEASES-REAL ESTATE
695000 698500 all 6 digits
605100 690125 OTHER EXPENSES
690130 690130 690130
690135 690140 OTHER EXPENSES
696000 696000 OTHER EXPENSES
699000 699000 699000
700000 770000 all 6 digits
799000 799999 all 6 digits
801000 801200 all 6 digits
802000 802220 all 6 digits
803000 803530 all 6 digits
811000 811200 all 6 digits
812000 812220 all 6 digits
813000 813530 all 6 digits
820100 820100 610100
820200 820200 605110
820300 820300 606100
820400 820400 615100
820405 820410 660430
820500 820500 610100
820600 820600 660100
820700 820705 630100
820800 820800 646100
820805 820805 640100
820810 820810 641100
820815 820815 643100
820900 820905 625300
820950 920950 690130
821000 821000 690125
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APPENDIX A (cont.)
Availability Control (AVC)

Rule 2 Funds

These funds will check AVC at the same 6 digit commitment item number which we budget.

From Fund's starting at To Fund's ending at
1012000000 1016000000 Designated funds
1021000000 1025000000 Auxiliary funds
1031000000 1031600000 Restricted funds
1061000000 1071000000 Plant funds
Budget Placed At AVC Checked At
From To
Commitment Item Commitment [tem Commitment [tem
all 6 digits all 6 digits all 6 digits

Rule 3 Funds-1032000000 to 1033800000 - Restricted Grants
Funds 1032000000 to 1033800000 will check AVC at the level listed below.

Budget Placed At

AVC Checked At

From
Commitment Item

To
Commitment Item

Commitment Item

all 6 digit in OTHER EXPENSES

all 6 digit in OTHER EXPENSES

all 3 digitin OTHER EXPENSES

700000 770000 | all 6 digits
799000 799999 | all 6 digits
801000 801200 | all 6 digits
802000 802220 | all 6 digits
803000 803530 | all 6 digits
811000 811200 | all 6 digits
812000 812220 | all 6 digits
813000 813530 | all 6 digits
820100 821000 | all 6 digits
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APPENDIX B
Additional Information on Pre-Posting a Budget Transfer-FMBB

[23] S piit . L . . . . o
._p Split Screen - This gives a different view of the input line for a transfer. On this view you don’t have
to input - and + and the sum icon is easier to use if you need to sum your sender or receiver lines. See below.

|I @l@lllllél?lﬁ/l|||bﬁerge| \K

Sender Lines !

@ Doc. Line |Fund Funds Center |Cornmitrnent item |Functional Area Amaunt (US| Text
| 1011000000 1011030400 (525300 BDGT 25000 [to arder toner

[<][¥][ : |
ENEEERIPEREIEE ;

Receiver Lines !

—

2 1011000000 1011030400 BE0330 BDGT . 25000 |to arder taner

@ Doc. Line |Fund Funds Center | Caommitrent itern |Functional Area Armaunt (LSDY| Text
|

[}
Hint: Turn off Document header with | IEL then click at top of this view and drag it UP. It will give you more
line items for both Senders and Receivers.

Frocess Transfer = Total Sender 0.00
/ Total Receiver 0.00
Use to bring header data back into viewrs

T1 Header
NEEEIBEEE Blverze
Sender Linas 7
I EIge . . . B Doc Fard Funds Center Commitment item
——— Use if you want to go back to view as “non-split”
[l ]l I
=1 EAE S AT = =TS
Receiver Lines
IF@ Doc. Line Fund Funds Center Commitment item
|
|
_ I
Document Cwerview andoff |
Al

This shows your documents in folders. Click on icon to turn Doc Overview on/off.

* Document Overview on/off &% g8 Hold | Prepos
Docurment Overfiew an/off &% 90 Hold | Prepost Save Changes | |[BF | e ——
Documents af Fh Area SSHE Docurment
Daocuments of Fid Area SSHE ¥ (O Posted
> 3 Posted Document Status 5088 1000E2750
osie 2009 1008062341 Headsr Data |
- ClPposied Header Data k Additional Data | i) UEEEzE
I (3 Undone 2009 1000062365 Process
P (3 Held 2009 1000062392
Process Transfer B 2009 1000062681
Budgst Cat
= [ Preposted Du A e
1. Click on folder to open it and show documents. See example > 2009 1800052350 ocument type
_ ) 2909 1000062380 Sender
2. Double Click on document number to open it. 5009 1@00062389 Fiocal Year
**Your pre-posted documents show in your “Preposted” folder ¥ (3 Undone Budget Type
) ] ) 2009 1000062394
until they are approved by the Budget Office. Once approved they will < €3 Held S
move to your “Posted” folder. fEREaEaa? :Tcewle;
IsCa ear

Note: The document overview will keep the last 20 documents for each folder
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APPENDIX C

Change Layout to Include Text on FMEDDW Entry

When you choose

B «

Change Layout” this window appears.

Columns h Sort Order k Filter k Wiew k Display \

The items in the left box are the items currently displayed
on the report. The items in the right box are the items you can
choose to display on the report.

Note: If you click on “Column Name

B[~ ]2]¥]
Columns Column set
Column Name E Column Name

Document Year

I

it will alphabetize the list to make it easier to find what you want.

Entry Document =l
W
Version

Entry dacument type
Process

Fiscal Year

Budget Type

Fund

Funds Center

s — ' 3]

F

Document Family Number
Original Application
Budgeting Process

Int. Bdgt. Process
Created by

Created on

Budget Type

Created at

Document Date

1]

K]

To delete items on the report that you don’t want to see

Ul W

. Click on the item description in the left box.

. Click on the arrow pointing to the right.

. Remove all items you do not wish to see.

. You now have room to add fields from the right column that you wish to view.

. Click on item in right column that you want to see
. Click on the arrow pointing to the left.

v B %

Once you have chosen the fields you want to view

Click on save icon.

. Save Layout-Use your initials

. Click on Default Setting

1

2

3. Name - Use your name
4

5. Click on green check

The revised layout will come up each time you run

the report.

If you need to make changes, save as the same layout
and name and just overwrite the existing layout.

Save as..

k Save with

Layout

A|Lay0utl:lescription

Default setting

[0 ]

KD

Save layout
MName:

AH
Audra Halye
[w] Userspecific

[v] Default setting
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APPENDIX D
Error Message on FMBB

NOTE: If you don’t click on the + for your receiver line before you check the document ga an
additional line will be created and errors will be received.

D i

umbe

@ :Others:

oL Message Text

IBENEREEEREEE PR ER I S D

LTt | Det. |Data
taf

My |Ho receiverline. Incomplete line generated automatically (000003

i Enter a non-zero value for at least one period

1. Click on Green check

2. Click on X on error window to close

Lines

B G EIE G EED

? aBE

KD

[T [« ][]

Line |-+

Fund

Funds Center

Commitment item |Functional Area

Amount (LSD

3| Text

0aooant |-

1011000000

1011030400

625300

BDGT

25.00

cover

00000% - )

1011000000

1011030400

625300

BDGT

25.00

cover

(

0aooa3 |+

BODGT

=
3
4,
5

6

Click on gray box prior to line 3

Click on .E'Jto delete the row
Input the + on the receiver line
Recheck the document

Note: If you use the split screen view you won’t have to input the + sign. See Appendix B
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APPENDIX E
Icon Descriptions for FMBB

II.|I"|
859 Use this icon to check document for errors and to make sure it balances before you pre-post the
document. This will also fill in the fund and functional area data.

Hold If you are in the middle of inputting information for a transfer and you get interrupted or

you have to leave the office, you can HOLD your transfer and you won't lose your input. You will
have to assign a held document number; you can use the date if you wish to. If you get an error
message, just click the green check. The “held” document will show under your “Held” folder in the
Document Overview shown above. To re-access the document, choose it from your held folder,
finish your input, check your input and then click prepost.

Prepost | rhis s what you will use to prepost transfers.

(& Long Text If you want to input a longer explanation, use this icon

B save changes if you have to go into pre-posted document and add text. Only text can be

changed.

QI Append Row-Will add additional rows at bottom

| [ Insert Row- Click anywhere on entry line, click insert row and it will add a row above the line
you clicked on.

[= | Delete Row-Click anywhere on entry line, click delete row and it will be deleted.

TN | Duplicate Row- Click on first row after you input information on FMBB and this will duplicate
that information to the row below. Then you can just change the information that needs to be
changed example: commitment item. This feature saves input time!

Sort Ascending - Click on column and this icon sorts rows in ascending order.
v Sort Descending —Click on column and this icon sorts rows in descending order.

[l Find - On large document, you can sort a column to look for information like commitment
item, specific dollar amount.

lgl Sum - Adds a total for the amount column. Useful on large documents to add - or + amounts.
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APPENDIX F
Frequently Asked Questions Regarding Transactions

Q: How do I enter text after I've preposted a transfer and receive a message that text is missing?
A: Choose the appropriate document from your “preposted” file. Add the text and then click on
El mave Changes )

Q: When will I be able to spend the money that was transferred?
A: The funds will not show up until the Budget Department Posts your document. When the
document number appears in your “posted” folder in Document Overview, it is available.

Q: Ientered a preposted document and it isn’t in my preposted folder?
A: Checkin your “posted” folder. It may have been posted by the Budget Department. Once posted
the document moves to the appropriate folder.

Q: I receive an error, how can I tell what is wrong?

A: If it is not stated in the error, click on & Messages log

Q. How do I find my document number if it isn’t in the posted folder on document overview?

A: If you are in FMBB, go to Edit and choose “Search Effective”. This takes you to a search screen.
You can search by entering your user id in “Created by” and a date range in “Document Date” then
click execute.

Q. Does anything change regarding Funds Reservations?
A: No. The Funds Reservation process remains the same.

Q. I used to enter supplements for chargeback revenue, can I still do that?

A: Yes, you can choose supplement from the dropdown “process” menu in FMBB. The header
data remains the same. The lines will not have -/+ column because you are only adding funds. If
you have any trouble doing this, contact the Budget Department.
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APPENDIX G
Report Tips

e Tore-execute/refresh a report, click on the green “back” arrow_—_. This will take you back to
the selection screen for the transaction. If you are not changing the parameters, just click the

Execute icon.
=

e To turn off the Navigation pane, click on the Navigation On/Off icon 8 This displays more of

the report on the screen without scrolling across.

Navigation On
BUDSTAT_w/CF_EXP

(] BaH e LHE BDon HERE @8
BUDSTAT_w/CF_EXP
(D& E0 | @ %D & |6 cou EEEEE

Reports

[2) BUDSTAT_w/CF_EXP ml Report Group: Expense Only Date: 11/03/2008

SOURCES. WiCF_EXP Report Name: BUDSTAT_w/CF_EXP Page: 17 1

. il &

COTERINL Hel7 (=P = Fil Area SSHE State System

= DURSTAT winht CvB Budget Category 9F  FM Payment Budget
Variation: Characteristics

Fund Fund : )

Funds Certer Funds Center/Group 1011810200 Social Equity

= Commitment [tem DTHER_EXPENSES, GBOEBO . GICommitment [tem

Fiscal Year Fiscal Year 2008
ariation: Fund Commitment I[tem Current Budget Consumahle Budget Commitment Actuals
< 53 = Fund

P [Commitment Item 49 .158.78 49,158, 78 898.69 2,8
[E1 1011000000 E&G General Fund OTHER_EXPENSES Dther Expenses 49,158 78
Ge5100 Postage/Freight/s 608.68
Ges110 Postaoe 342 .48

Navigation Off
BUDSTAT_w/CF_EXP

2dH eeq CHR otod BHFE @
BUDSTAT_w/CF_EXP
Ba&RE | T ROl &F | & counn | o R S o B

Report Group Expense Only Date: 11/03/2008
Report Mame: BUDSTAT_w/CF_EXP Fage: E|

FM Area SEHE State System
Budget Category aF FM Payment Budget

Fund *

Funds Center/Group 1811010200 Social Equity
Commitment [tem OTHER_EXPENSES , B0OP00 . G9Commitment Item
Fiscal Year 2008

Commitment Item Current Budget Consumzhle Budget Commitment Actuals Tot Coméct BAwailabl

0.}

Commitment Item 49,158.78 49 158.78 888 69 2,827 .72 2 916 .41 46,2
OTHER_EXPENSES 0ther Expenses 49,158.78 46,2
605100 Postapge/Freight/5 B60B.68
GBS110 Postane 342 48
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e To decrease the font size so that the entire report displays on the screen without scrolling
across.
- Click on “Customizing of Local Layout” icon

2 JH ee@ DHE DDOoD BEE @

- Drop down box will appear - click on “New Visual Design”

- Under Font Size - slide the bar to the left to 91%. Click ok.

- Logout of SAP and then log back in for the change to take effect.

- The entire report will now appear on the screen when the Navigation is turned off.
- Note: All SAP screens will now have this smaller font size.

BUDSTAT_w/CF_EXP

]
& 2 dH 0@ CHRE Do HE @
BUDSTAT_w/CF_EXP
= & @7 | @ &g 3
B E T KO & F | o | A EE
Report Group: Expense Only Date: 1110372008
Report Hame:  BUDSTAT w{CF_EXP Fage 11
FM Area 3SHE State System
Budget Category 3F  FM Payment Budget
Fund .
Funds Center!Group 1811010280 Social Equity
Conmitment Item OTHER_EXPENSES, EBBBOA. . B3Commi tment [tem
Fiscal Year 2803
Conmitment Item Current Budget |Consumable Budgat| — Commitment Actuals Tot Comict Available
= |commitment Item 43,158.78 49,158.78 288,53 2,027.72 2,916.41 46, 242,37
OTHER_EXPENSES Other Expenses 49,158.78 46, 242,37
605108 FostagelFreightis 608,63
605118 Fostage 342,43
605138 Freightishipping 218.31
605108 Telephons & Telec 518,91
cacaas L ann Ricbanan Tat Gan e

e To view miscellaneous revenue or salaries and benefits in E&G Fund 1011000000 - Funds
Center 1011xxxxxx, use transaction ZFM02 and enter SSHE_2A in the Commitment Item field as
shown below.

Selection groups

Budget Type

Qrvalueis) o
Fund

Orvalue(s) ta
Funds Center

Qrvalueis) AHHERAZ23 10
Commitment ltem @
to

Or valueis)
Functional Area

(R Y PR Y

Qrvalueis) o
Sommitment Item turrent Budget |Consumable Budget| commitment | Actuals
Sommitment Item 46,019 f2 46,019 62 3,174 .72 =7, ¥
1-REW Revenues -640.00 -640.80 -6
479100 Other Rewvenue -640.00 -640.00 -6
2-EXP Expenses 58,773.42 60,045 62 3.174.72 6.1
PERS Persannel 26,289 .89 25,289 09 2.5
5081200 AFSCHME - Salari 6,738.00 6,738 .00 1.3
510580 University Fund 13,386.00 13,386 00
520200 AFSCME - Owerti 1
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Appendix H
Exporting BUDSTAT Report to Excel

1. Generate the report you wish to export. 3. Choose Spreadsheet
2. Goto
a. System Create Session
b. LlSt End Session
User Profile v
c. Save Senices .
d. Local File Utilities ,
List + | Print
Sepices for Object Find. .
Mty Objects v Save v Office Folders
Owen Spool Reguests Send Report Tree
Owen Jobs List Header Local File
Short Message
Status...
Export report 10-31-08 e
4. Choose Location to save from dropdown Generate | Reglace Extend | %
5. Insert a file name
6. Click Generate Microsoft Office Excel
7. Open Flle in EXCE] The file you are trying to open, 'Export Report as spreadsheet’, is in a different Format than specified by the file
& extension. Yerify that the file is not corrupted and is From a trusted source before opening the file, Do you want ko
8. Choose Yes open the file now?
9. Choose Next [(ves ] [ mo | [ rep |

Text Import Wizard - Step 1 of 3 i
The Text Wizard has determined that your data is Delimited, 10. Choose NeXt Again

F this is correct, choose Next, or chooss the data type that best describes your data,

Original data type

Text Import Wizard - Step 2 of 3

Choose the file type that best describes your data: This screen lets you set the delimiters your data contains. You can see how your text is affected in the preview

() Delimited - Characters such as commas of kabs separate each Field. below.
) Fized width - Fields are aligned in columns with spaces between each figld, Delimiters
Tab
Start import at row: File origin: 437 1 OEM United States v [ Semicalon [ Treat consective delimiters as ane

o
[ space
Olather: ||

Preview of file P:{iy Documents\BCS\Export Report as spreadshest,

Data preview
[zlreport Group:Revenue & Expensebate:loszlszooe

[cReport Name:BUDSTAT w/CFPage: 15 L

(@

-l
[slm sreassEmscace syscew v =
& = eport Group: [Pevenue & Expense aced
eport Nawe: BUDSTAT w/CF aged—

11. Choose Finish T | (oo ) [ J [ )

Text Import Wizard - Step 3 of 3

This screen lets you select each column and set the Data Format,

Colurmn data format
(%) General

‘General' converts numeric values to numbers, date values to dates, and all
O Iext remaining values to bext,

Opate: [MOY v
00 ot import ol (sp) 12. You will now have to widen columns,

reformat margins, scale etc. to get the view
you want.

Data preview

Leral neral nerbeperal nerlbenerben

eport Croup: [Pevenue & Expense
eport Name: PUDSTAT w/CF

M Area EEHE Frate System v
< il | x|
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APPENDIX |
Budget Reports
Additional Information

Types of Reports
There are 3 major types of reports.

o BUDSTAT - Budget Status Report. This report compares Budget to Commitments/Actuals
and provides the user with an Available balance.

Report ZBUDCONT BUDSTAT_w/CF_EXP_FC Horizontal page 1
Section 0oa1

Standard layout YTRLOG2

Format group: c] c] c] c] c] [t}

Funds center/commitment item Current Budget |Consumable Budget Commitment Actuals Tot ComAct Available

* A1l values
** FdsCtr/CmmtItem

3C0(, Y00C, XK XX

300, Y00(, XK XX

XOO(, YOOK , XK XX

3K, X00C, X0 XX

30K, X00C, X000 XX

3K, 00(, X000 XX

e SOURCES - Budget Sources Report. This report provides a breakdown of Current Budget
according to process (Enter, Carry-forward, Supplement, Return, Transfer, RIB) (Note:
RIB=Revenue Increasing Budget which is not used by Bloomsburg University).

Report Painter: Display Report
S N E | B | [

Report ZBUD1 SOURCES_w/CF_EXP_FC Horizontal page 1 [

Section eoe1

Standard Tayout YTRLOB2

Format group 2] a a 2] a a 2] a

Funds center/commitment item Original CF from LY CF to NY Supplements Returns Transfers RIB Total Budget

* A1l values
** FdsCtr/CmmtItem

2000, XXX, 300K XX
200¢, 300, 300 XX

O0(, XXX, XXX XX

OO, 200K X000 XX
000, 200(, 00(. XX

2000, XXX, 300K XX
200¢, 300, 300K XX

O0(, XXX, XXX XX

OO, 200K X000 XX
000, 200(, 00(. XX

O0(, XXX, XXX XX

e ACTCOM - Commitment & Actuals Report. This report provides a summary of
Commitments & Actuals only.

Report ZACTCOM1 ACTCOM_wCF_EXP_FC Horizontal page 1 /
Section 0oa1

Standard layout YTRLOO2

Format group: c] c] c]

Funds center/commitment item Commitment Actuals Tot ComAct

* A1l values
** FdsCtr/CmmtItem
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Listed by Transaction Code and Report Group
w/CF = With Carryforward
w/oCF = Without Carryforward

Transaction: ZFM02 Transaction: ZFM02_EXP

Report Group: Funds Center — Revenue & Expense  Report Group: Funds Center - Expense Only
(Excludes Revenue & Transfers-In 813xxx)

. BUDSTAT_w/CF_EXP

. SOURCES_w/CF_EXP

. ACTCOM_wCF_EXP

. BUDSTAT_w/oCF_EXP

. SOURCES_w/oCF_EXP

. ACTCOM_w/oCF_EXP

BUDSTAT_w/CF
SOURCES_w/CF
ACTCOM_wCF
BUDSTAT_w/oCF
SOURCES_w/oCF
ACTCOM_w/oCF

oUW
Ul WN R

Note: Always use the w/CF (with Carryforward) report, except when you need to see the ending
available balance for the prior fiscal year. Then use w/oCF (without Carryforward). This is helpful
after balances carryforward at fiscal year-end.

Summary of Report Transaction Codes

Transaction | Types of Overall With Without | Revenue | Expense
Code Reports | Budgeting | Carry- Carry- & Only
forward | forward | Expense

ZFMO02 All X X X
ZFMO2_EXP | All X X X
Report Categories

Reports are further broken down into the below categories.

With or Without Carry-forward

e With carry-forward reports show both carry-forwards from the prior year and carry-
forwards to next year. These reports are represented by the extension of w/CF in the
description.

e Without carry-forward reports show carry-forwards from the prior year but NOT carry-
forwards to next year. These reports are represented by the extension of w/oCF in the
description.

e Note: In the current fiscal year, with and without carry-forward reports will be the same. You
will only see a difference between the reports when looking at prior fiscal years.

Revenue & Expense or Expense Only
e Revenue & Expense reports show all commitment items. Reports that do not have the
extension EXP show both revenue & expense.
e Expense Only reports only show commitment items with the Commitment Item Category of
“3” (Expenditures). These reports are represented by the extension of EXP in the
description.
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