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Overview 
 
Statistical Key Figures (SKFs) are used in Cost Allocation to record the quantities of services (Activity 
Types) consumed by clients internal to Umoja for cost recovery purposes. These quantities, together 
with the Activity Type Rates are used by Umoja to automatically calculate the amounts to be charged 
and to post the expense and revenue during the execution of Allocation Cycles.  
 

The creation of the SKF master data follows a six character nomenclature which allows linking the SKF 
both to the Activity Type and the Service Provider by Plant. Thus, each Plant in Umoja has its own set of 
SKFs.  
 
For all non-Peacekeeping Service Providers, the “SKF” should match the “Activity Type” except for first 
character of the “Activity Type” which is replaced by a different character depending on the Plant and 
following the nomenclature below; 

• “K” for ESCAP 
• “B” for UNON 
• “Y” for UNHQ 
• “G” for UNOG 
• “F” for UNFCCC 
• “C” for ICTY 
• “V” for UNOV 
• “D” for UNODC 
• “U” for ESCWA 
• “T” for ECLAC 
• “A” for ECA 
• “I” for ITC 

 
For all Service Providers in Peacekeeping and Special Political Missions, the codification is different and 
relies on a combination of two characters. While the “Activity Type” remains the basis of the “SKF”, the 
first and the third character are being replaced to create the “SKF” based on the nomenclature below.  
 
The first character of the “Activity Type” is replaced by the below letters denoting 

 “P” for Peacekeeping 

 “M” for Special Political Mission 
 

 
The third character of the “Activity Type” is then replaced by a letter indicating the Plant. Please note 
that it is the combination of the first and the third character which uniquely identifies the Plant. 
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* UNICYF has two sets of SKFs to distinguish services provided by Cost Center 10181 
 
 
*  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  * 

 

 

 

 

 

 
 

 

 

 

 

  

Plant Description First Letter Third Letter Cost Center

CF10 MINUSCA P A

ML10 MINUSMA P B

HT10 MINUSTAH P C

CY10 UNFICYP P D

LB10 UNIFIL P E

SS10 UNMISS P F

PK10 UNMOGIP P G

KE10 UNSOS P H

IL10 UNTSO P I

CD10 MONUSCO P J

EH10 MINURSO P K

SD11 UNISFA P L

CY10 UNFICYP P M* 10181

AF10 UNAMA M A

IQ20 UNAMI M B

ET20 UNOAU M C

IL20 UNSCO M D

GW20 UNIOGBIS M E
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KB31N – Manually Enter SKFs 
 
To upload SKFs for the services consumed during a particular period of time, use transaction KB31N to 
manually enter line by line for each SKF and each service receiver. 
 

 
 

 
1. The “Document Date” should be the date when the document is created or the date when the 

document information becomes available. In this example, 07.10.2015 is the date the document 

is being created. 
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2. The “Posting Date” is a critical date when uploading SKFs because it defines during which cycle 

execution, the service receivers will be charged. Each Cost Allocation Cycle can be executed only 

once every month. All SKFs posted in a specific month will be used to charge for that particular 

month when the Allocation Cycle is executed. In this example, the SKFs will be posted for the 

month of September. Therefore, when running the Cost Allocation Cycle for September, the 

corresponding cost receivers will be charged for the services consumed as per the SKFs posted 

in this document. 

 
 
 
3. An existing SKF document can be used as a “Reference Document” to copy the data from that 

document instead of starting a new document from scratch. In this example, this field will be left 

blank. 
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4. The “Document Text” is optional and serves the same purpose as any other “Document Text” in 

other Umoja accounting documents. 

 
 
 
5. In the “Items” box, enter one line for each cost receiver per Activity Type. Only one cost object 

per line should be entered (Cost Center, WBS Element or Internal Order) along with Fund, SKF 

and Quantity. 

 
 
 
6. After entering each line, press <ENTER> and the system will derive the rest of the coding block. 

 
 
 
7. Depending on the type of cost object to be entered, select among the different screen variants if 

necessary. 
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8. It is also possible to enter “Text” for each line to explain what the charges are for. However, this 

text will only be visible in the SKF posting, not in the actual charge. Please be reminded that it is 

possible to view the Activity Type that each line refers to when the charges are posted. 

Therefore, here is no need to repeat this information in the line “Text”. 

 
 
9. Once all lines have been entered, click on the “Post” button.   

 
 
10. A document number will be generated. This is the SKF document but no budget or cash has 

been consumed yet. This will not happen until the Allocation Cycle execution. 
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KB33N – View an Existing SKF Document 

 
To view a SKF document that has already been posted, use transaction KB33N. 
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1. Enter the document number that you would like to view in the “Document No” field or search 

for it using the drop-down functionality. 
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2. Click <ENTER> . The document details will be displayed. 
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KB34N – Reverse an Existing SKF Document 
 

To reverse an existing SKF document, use transaction KB34N. 
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1. Enter the document number in the “Reverse Document” field or look for it using the drop-down 

functionality. 
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2. Press <ENTER>. The details of the selected document will be displayed. The proposed amounts 

will have the opposite sign from the ones of the original document. 

 

 
 

3. Click on the save button to post the reversal of the document. 

 
 
4. A new reversal document number will be generated and displayed at the bottom of the screen. 

As with the original document, there is no cash or budget implication when posting this 

document, only the SKFs quantities get updated. 
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ZCOSKFUPLOAD – Upload SKF File 

 
When a large number of SKFs need to be posted, use custom transaction ZCOSKFUPLOAD to load a 
whole spreadsheet at once. 
 

 
 

1. Fill out the attached SKF Upload Template, entering one line for each service receiver and 

Activity Type consume by that service receiver. 

 

SKF Upload 
Template.xlsx

 

For instructions on how to fill out each column, please refer to the same instructions used for KB31N 
in this document. Ignore column H and column K. They should not be filled out. 
The “Document Number” column is only used for grouping purposes. If you specify the same 
“Document Number” for all lines, the system will post all lines in one single document. If you specify 
a different “Document Number” for each line, the system will create a separate document for each 
line. Make sure the “Document Posting Date” and “Document Text” columns are exactly the same 
for each line that has the same “Document Number”. 
 

 
 

2. Once all data has been entered into the Excel spreadsheet, it has to be transferred to a text file 

in order to upload to Umoja. Copy all the data except the headers and paste into a text file. 
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3. Specify the file to be uploaded in the “File Path” field.  Choose to “Execute in Foreground”, “Test 

Mode” and “Text File Input”. 

 

 
 
4. Click on the execute button. 

 

 
 

5. If there are no errors, the system will indicate so at the bottom of the screen. If there are any 

problems with the format of the file, the coding block or any other data entered, the system will 

display one line for each error, indicating the document and line number within the document 

where the error occurred. Please refer to the list of common errors below for a 

recommendation on how to proceed. 

 
 

Error Message Example Explanation/Recommendation 

Stat. key figure MT0017 does not exist in controlling 
area 1000. 

Review the code of the SKF. It must 
be equal to the Activity Type code 
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character replaced by another 
character depending on the entity of 
the service provider. 

System status CLSD is active (ORD 11000011). The internal order entered as a 
service receiver cost object is in 
“CLOSED” status and therefore 
cannot be posted to. Please check 
that all the cost objects used are in a 
status that allows posting. 

Value BLANK / SPACE is invalid for account 
assignment element "fund". 

Coding block of the service receiver 
is incomplete. A Fund and a cost 
object (WBS Element, Internal Order 
or Cost Center) have to be entered 
for every line. 

User NN1SVSDUSR is not authorized to use business 
area F300 and Cost Center. 

The user does not have access to 
post SKFs to business area F300. As 
part of the user provisioning for 
SD.05, access needs to be requested 
to all business areas that the service 
provider will be charging in order to 
have access to post SKFs to these 
business areas. 

 
6. Return to the previous screen, deselect Test Run and execute again. The system will display the 

documents posted.  
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7. To review any of the documents generated from the SKF postings above, click on the “Document 

Number”. The Controlling document will be displayed with the details of the SKFs quantities that 

have been posted. No other  

 

document is generated because these are only quantities posted in the Controlling module with 

no other impact at this stage. The impact on other modules/ledgers will happen when the 

Allocation Cycle is executed. 

 
 
 

 
 
 


