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Getting Started with SAP

The user is required to log in and out of SAP with a unique ID and password. The first time the
user logs into the system, the password will be a generic password that the administrator will
provide. Depending on the connectivity, some users will need to access SAP via Citrix. If a
user needs to use Citrix, a separate user 1D and password will need to be requested and created.
Please contact the region technical department to see which access is required.

Logging on

Double click the SAP Icon on the computer desktop. EZ#EEEN This will open a display window to
select the target system. Double click the icon for Production, see below.

SAaP Logon 640

Shortcuts . Systems |

Description | Swst.. | | Log on |

. Production via RKFMCI (PRZ2)

¥ 0z, Quality Assurance 1 wia MMCT (Qa10 @

E}» 03, Dewveloprnent wvia MMCI (DW2)
3} 04, sandbox wvia MMCI (SBL)
H}os. Dws

) 06, BwW Production wia MeECT

E& o7, BW CQwality Assurance wia MRNMCL
i} 03, BW Developrnent wia MMCI
E} 02, MMCI AIMMS GAS

E} 10. Production wia YPr

E 12, Developrent wvia WPT

) 15. BwW Production wvia WP

E:s& 1&. BW CQualiby Assurance wia WP
&} 17. BwW Developrnent wia WPk

Es} 20, Solukion Manager

Sroups...

Server. ..

Uzer-Defined. ..

Changes ltem...

4 | | > Delete lkem. ..

| For help. press F1 |
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The SAP logon screen will appear as shown below.

[=
Ll=er  Systerm  Help
| & 2 dBHICE@  CHE Dnon AA @M
SAP
Clignt 100 Infarmation
AIMSISARP FLEET & FAMILY READIMESS
Lser o Financials, Procurement and General Questions Helpdesk:
Passwiord EEREEEEAAAE LS Cyly MILL_hvwR_SAFHelpde ski@nawy.mil
O  DSME82-6500 (901) 874-6500
Language = DSMBEZ-67Y1 (A01) 874-6791

o Hurman ResourcesiBenefits Helpdesk:
ﬁ mMILL_mMWRE_ SAPHREHelpdeskEnawy. mil
= DSM 882-2251 (8013 874-2251

= DSH 882-6791 (9013 B74-6791

o Central Banking Helpdesk (EFT payment blocks):
ﬁ MILL_hWE_EF TR equestinawy. mil
= DSM882-2049 (9013 874-2049

ﬂ Lnauthorized access to this system is prohibited.
hitps:raims. persnet.navy.mil

During the SAP logon process the TAB key is the quickest and most efficient way to toggle
between fields. When the TAB key is pressed, the cursor moves to the beginning of the next
field.

Logging on for the first time:

The system administrator will provide an ID and initial password. Enter the following
information into the logon screen:

FIELD DESCRIPTION

Client Should always be 100

User Enter user ID provided by administrator
Password Enter initial password provided by administrator
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7

/ Note: While typing the password, asterisks display in the field as the cursor moves.
As a security measure, the system does not display what is typed.

The system will prompt the new user to create a new password. The new password dialog box is
displayed below.

B

EAEAE A A A S I R R

Mew Passward

EIE I A A R I

Fepeat Password
Entry is Case-Sensitive

Enter a new password using the rules that follow. Once the new password is entered, click the

green check mark El or press “ENTER” on the keyboard.
Rules for Passwords

1. Passwords must have at least 8 characters.

2. Passwords ARE case sensitive.

3. Passwords must contain an upper case letter, a lower case letter, a special character, and at
least one number. Any combination of alphanumeric characters may be used.

4. Do NOT begin a password with any of the following: a question mark, an exclamation point
or a blank space.

5. Do NOT begin a password with three identical characters (for example, bbbat)

6. Do NOT begin a password with any sequence of three characters that is contained in the User
ID (for example, “smi”, if User ID is “sea_dsmi”

7. Do NOT use “password” for password
8. Do NOT use any of the last five passwords used (does not apply for first time log on)
THE USER WILL BE PROMPTED TO CHANGE THE PASSWORD EVERY 90 DAYS.

DO NOT USE A PREVIOUSLY USED PASSWORD WHEN PROMPTED TO CHANGE
THE PASSWORD TO A NEW ONE.

Getting Started with SAP 5 (May 2008)
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/ NOTE: SAP passwords ARE case-sensitive.

After logging on the SAP Easy Access Menu Screen will be displayed.

=
rurenu Edit Eavorites Extras Sysyem ﬁelg

@ 10H COe 0NEB Dhad OE @8
SAP EasyrAc'cgss SAP RIS System
LiEhS ==l ][]

b [ Favorites
< {3 SAP menu

b £ Accounting

b [ Human Resources
b [ Information Systems
b [ Tools
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Logging Off

To log off SAP, follow these steps:

1. From the menu bar, choose System — Log Off or click the in the upper right corner of
the window.

Menu Edit Fawvorites Exiras Systermm Help

2a H @ DHEE Do BEE @O
SAP Easy Access SAP R/3 System /
8= | 2= | |5 @ 2] | | -]~

2. The Log Off dialog box appears (as shown here) informing the user that any data not saved
will be lost.

Log Off

_ Unsaved data will he lost.
@ Do yvou want to log off?

Yes Mo

3. If the user is certain there is no data to save, click Yes. All the SAP sessions will close and
the system will return to the desktop Windows environment. The user is successfully logged
off the system.

Getting Started with SAP 7 (May 2008)
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Set up Maintenance

For first time users the initial SAP screen displays a picture that can be removed.

G’,menu Edit Eavorites Extras _System Help - = .
< T IH e OB nhan BE @

SAP Easy Access SAP R/3 System
CiElEEEIZI=E
P [ Favorites

= 3 SAP menu
© [ omce

P [ Human Resources
P [ Information Systems
b [ Tools

Go to menu path Extras—»Settings on the top toolbar. A box will display similar to the
following. Check the following boxes:

* Do not display picture (personal choice)
« Display technical names (adds the t-codes to the main menu).

1=

Once the boxes have been checked, click the green checkmarkEl, or press the enter key on
the keyboard.
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Setting Expert Mode

To allow for more flexibility to change the layout of reports, the user must have the Expert Mode
active. This is a one-time setup.

Using T-code KSBB, open any report. The example uses the Budget Performance Activity
Report-New, which is under the Standard Month-end Reports node.

Modes Edit Goto LWHilities Seftings Systerm Help
| & DAl @@ SHE BDon BE
Application Tree Report Selection Cost Center Accounting

|@ With selection screen |

COST CEMTER REPORTS

||3‘*

= Standard Month-end Reports

Executive Summary

Executive Summary Cash Flow Stak
Self Sufficiency Summary

Summary Operations Statement
Budget Per‘furmﬂﬂce Activity - New
Budget Performance Activity - 0O1d
— Financial Statements

Operating and Financial Standards
UFM 4PF Support Expense Report
UFH APF OTTset Report

8 Analytical Reports (CMI)
—@ Analytical Reports (Field)
8 Budgeting reports

—& Plan & actual comparisons
—GB Internal order reports

et (i EY 1 A dfame sanarnt s

From the selection criteria screen use drop down menu Environment—Options to set the user
report options.

L
Frogram Edit Goto Environment Systerm  Help
& Extract Directory... Ctrl+Shift+F12 | #9 T3 49 &9 | E1 | &
Extract Management Settinas
Budget Perform: on
Options...
@ Technical Information. .. Extract Pararmeters. .. |
Selection values
Fiscal ¥ear poas
Feriad =1
Flan “Yersion e]
Selection groups
Zost Center Group
or single value(s) to (=]

Once “Options” is clicked the following box will appear. Click the button to activate Expert
Mode. Always check the Print Page Formatting box to allow for the proper page breaks in the
printed report.

Getting Started with SAP 9 (May 2008)
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llf—.' Dptions

Seneral Settings

Display navigation bar

List Output

Frint page formattinog
[JFreeze Paade Header
[JFreeze lead column
[+] Display icons

Exit Report
Send caonfirmation prompt

Detault Settinas

[(] Sawve settinas
[ Sreate exract

COffice intedration
& Inactive

) Microsoft Excel
O Lotus 123

YWoarksheet protection

Also, using the Freeze page Header allows the header to display when scrolling vertically.
Freeze lead column prevents the lead column from being lost when scrolling horizontally.

(May 2008) 10
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This option is also available after the report processes by using the Options icon at the top of the
Report screen.

Eeport Edit Soto “iewe  Extras Setltings Systerm Help

| & D A H G @ SHGE B nan
Budget PerT. Act.
=T [5] [T I

| =

.@Options Report: ZVHK/ZCOM1E
Mame : HU_LROEBIMSOR
Seneral Settings
5—-'-5-}-{?-'-3-@-[-9?-@9 ---------------------------------- : Cost Center or Group:
[] Display navigation bar RAMCAS Actiwity: I
List Gutput
Print page formatting
[1Freeze Page Header STl LA
[1Freere lead colurmn 142,520 263
[+] Display icons 10,484 [=3=]
= 153, 004 36
912-
Exit Report = g12-
) = 152,093 315
Send confirmation prompt 493 420 EE
Default Settings 2,902 - ]
[ Save settinas 51,928 522
6,431 - 486
[] Create extract 1
= 536,007 ar3
2- 1
Office integration 024 1
@ Inactive = 9zz g
O Microsoft Excel
O Lotus 1232
2,488 12
YWworksheet protection
1
ical 2,488 25
= 691 ,51@ 1,217
= |

4

When complete, click the green check markEl. This is a one-time setup and all reports will
display according to the fields chosen. Changes can be made as necessary using these same
steps on future reports.

The system will return to the selection criteria screen. Choose the report: Budget Performance
Activity-New under the Standard Month End Reports node.

This report displays the Budget (labeled Plan within SAP), the actual amount, the variance
between the two, the percentage of variance and the prior year amount. This is at least a three-
page report depending on the selection variables.

Getting Started with SAP 11 (May 2008)
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Once the specific report has been selected for viewing and after double clicking on the report line
description, the selection criteria screen will appear. Each report’s selection criteria screen will
vary depending on which report the user wishes to view.

[=
Program Edit Goto Environment Systerm Help

& D AH I SO BEE B Tas | EE @D
Budget Performance Activity - New: Selection

|ﬁ Wariation || COutput Parameters... || Data Source... || Extract Parameters... |

Selection values Change

Fiscal Year 2000—— defaults if

) —
Feriod B necessary
Flan Yersion e Enter highest
hierarchy —

Selection groups level

Cost Center Group 1815-181| [=)

ar single valuefs) to

Enter the cost center group as defined by the program represented by the user or a single cost
center in the second option. Choose either a Cost Center Group or a Single Cost Center.
Values cannot be entered in both fields! Once the fiscal year, period and cost center group has

| @

been entered, click the execute button4-|. The system will post messages on the bottom tool
bar as the report is being generated. Once the report generates, the screen will display similar to
the following.

NOTE: Ranges of cost centers may also be entered in the Single Values, but
all cost centers in the group will be included. Cost centers within a
range can not be omitted. Multiple single values can be entered (not

in a range, by using the arrow facing right .
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=
BEeport Edit Golo  View Esxiras  Setiings  System  Help

& | 1Al eae SHE DDag ®
Budget Perf. Act.

025 % G o B9 92 233 - 0 5 5 53 2

— — 0 Report:  ZVE/ZCBIB BUDGET PERFORMANCE AGTIYITY REPORT
AL e O e L | Nase:  HO_LROBINSON Perfod 6 Ended Harch FY 2008
" B costcenter
B RaMCAS actrity
Cost Center or Group: 1034-101 NAS JACKSONYILLE 1034
REMCAS Activity: Bo. .22
|Variation: Cost Center | CURRENT MONTH
= [ 1034-101 NAS JACKSONVILLE 1034
= [11034-201 MAS JACKSONVILLE G £A 1034 | ACTUAL FLAN | AR | vAR S || [PRIOR YEAR | REVEMUE ELENENTS 1]
N1 03 301N ASTACHBOHWILLE BINANC) 142,520 263,465 120,945 46 257,914 301808 RESALE REYEHUE 1
=[] 1034-202 NAS JACKSONVILLE FOOD & BE* . - 12495 : .
?U : 10,484 52,536 42,052- 8- 65,716 302000 CATERING RESALE REVENUE
1034-302 NAS JACKSONVILLE FOOD & | p 153,004 316, 001 162,996~ 52- 323,630 |*  RESALE REVEHUE 1
= [ 1034-203 NAS JACKSORVILLE RECREATIC 912- §75- 37- 4 1,674- 303000 SKLES DISCOUNTS
I T 1024302 MAS JACKSONVILLE RECRE/| = 992- 875- 37 H 1.674-|*  SALES DISCOUNT RESALE REVENUE
= £ 1034-204 NAAS JAX CHILD & YOUTH 1034 | = 152,093 315,126 163,033- 52- 321,956 |** NET RESALE REYEHUE 1
- a3, 420 539,794 346,374~ 41- 854,922 531668 FROGRAM REVENUE 4
I T 1024-4012 MAS JAX CHILD DEVELOPMI . .
[ S 1034-4026 MNAS JEX YOUTH PROGRAM BT SHEC 1) g o SO THES ALESIDIECOUATHE
: 51,820 522,212 470, 292- 49~ 522,212 506010 BROSS TICKET REVENUE 1
b 1 1034-4027 MAS JAX YOUTH PROGRAM 6,421- 486,018- 479,587 29- 486,018- 506611 DIRECT TICKET EXPENSE 1
1,060 1,060~ 108- 392 5PE626  GROSS TOUR REYEMUE
275 275- 100- 56021 DIRECT TOUR EXPENSE
=i 536,007 873,823 337,816- 39- 887,763 [**  PROGRAM REVENUE 4
2. 1,200 1.202- 108- 219 502000 AHUSE/VEND HACH COMM
924 1,300 376- 29- 1,293 594000 OTHER CONMISSIONS

Open command window

The command window can be opened or closed by clicking the icon- & on the upper left

of the screen.

Menu  Edit FEaw wtras  System  Help

@ T Ce0 CHEB 2000 B @E
SAP Easy Access SAP R/3 System
o8 PN | =Y | P R [

Once the command window is open the display will change to the following. The user can enter
the t-code in this box for the transaction to be used.

|II7

=
Mernu dit Fawaorites Extras  Systerm Help

& | BdHICe0 CHR Do AR

SAP Easy Access SAP R/3 System

L=l & 2]~ ][«

Getting Started with SAP 13 (May 2008)



Activity Manager Reporting (CO)

Navigating SAP

Within the SAP system, there is usually more than one way to perform a task:

1.

The user can select the task from a series of menus and functions. With menus, the user can
easily find the application by opening folders on the Easy Access Menu without having to

memorize any special codes.

The user can enter a transaction code (T-code) in the command field. With transaction
codes, the user can go directly to a task without having to travel through several different

layers of menus.

Favorites menu, the user can create or combine functions into a custom user menu. A
custom menu allows the user to quickly find and choose a function/transaction, without

having to navigate through multiple levels of menus.

Using Easy Access Menu to select a task

To choose an application, such as Accounting, double click the appropriate application from the
Easy Access menu, as shown below. One can surmise from this view, the Easy Access menu
mirrors functionality with Windows Explorer. The nodes may be expanded or collapsed as the
user drills deeper into the structure. It is a more visual way of navigating through the system.

=

& o a BIeae DHE ODon DE G

Menu Edit Favorites Extras System Help

SAP Easy Access SAP R/3 System

L= (][]

[ L] Favorites
= ] SAP menu

= i Accauntin
[> [ Financial Accounting
I [ Treasury
= 9 Controlling
=+ Cost Center Accounting
P[] Master data
| Flanning
I [ sctual postings
I [ Perind-end closing
P [ Year-end closing
= 3 Information system
2 KSBB - Report selection
@ RFPCO - User settings
b Tools
B [ Current settings
P [ Environment
I [ Internal Orders
> [ Project Systems
P[] Human Resources
> [ Information Systems
I [l Tools

(May 2008) 14
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Using Transactions Codes to select a task

A transaction code is a variable length character code that takes the user directly to the screen for
the task to perform. For example, when requesting a report from SAP CO, the user can put
transaction code KSBB - the transaction code for management reports, directly into the

. ) . : ]
command field and go to that transaction with one click on the green check mark El

Transaction codes can be used to access tasks in other applications simultaneously while
remaining in the current transaction code. By using valid transaction codes, the user can go from
task 1 in management reports application to task 2 in general ledger accounts application.

Each function in SAP has a transaction code associated with it. A transaction code consists of
letters, numbers, or both. “KSBB” and “FBL3N” are both valid transaction codes. Enter
transaction codes in the command field.

||I:r Command Field

Document Edit Goto HW
| @ COQ LHE DDO0 FAE @m

Display Document: Initial Screen

| Document List|| 4 Firstltemn ||{§? Editing Optiuns|

/ Note: If the system is not at the Easy Access Menu, the transaction code will have to

be preceeded by /n (For example, the user is already in t-code FBL3N and
wants to change to KSBB. Simply enter /NKSBB in the command field.)

Stop a Transaction

Often when running a report, the system seems to grind and grind with no response. SAP has
provided an exit for those occasions. If the system seems to be non responsive after the execute
button has been clicked, go to the upper left corner of the screen and click to open the icon

illustrated in the diagrams below-
|l:

Document  Edit Goto Wiew  System Help

| & 1 0H e@e SHB Bnoan AR @m

Display Document: Initial Screen

| Dacument List|| I First ltem ||_459 Editing Optil:uns|

Getting Started with SAP 15 (May 2008)
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Choose Stop Transaction.

=
Menu Edit FEawvorites Extras  Systerm Help
Eestare DAl aEs DHEBE anas BERE @,
3 SAP R/3 System
Minimize ﬂ EIEI
Close Alt+F4

Create Session

Stop Transaction

[E N W R R YA o

* [l Human Resources
I [ Information Systerms
I [ Tools

By using this exit strategy the system will stop the executed transaction and return to the Easy
Access Menu.

SAP Icons
Depending on the task being performed, certain buttons will be available in the standard toolbar

and in the application toolbar. These buttons have various functions such as Save, Display, Enter
or Exit. The typical SAP application toolbar is shown below.

|II:'

hodes Eeit Goto Ulities Sefngs Systern Helpe———— L otandard Toolbar
| & 1 IH Cee CHE 00D BE @6

Application Tree Report Selection Cost Center Accounting

|@ With selection screen | 4— Application Toolbar

To choose a function with one of these buttons, simply click on the appropriate button.

(May 2008) 16 Getting Started with SAP
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Icon ldentifiers

E Enter E Back one Screen
@ Cancel a Exit
Execute Overview
@ o2
oo Previous and Next E Print
Pages =
] Save/Post 3 Header Information
Start new Session Export Report
la P P
Help Icon SAP Options Icon
@ P P

Icon Identifiers

17

(May 2008)



Activity Manager Reporting (CO)

Managing Your Favorites
Adding Favorites

One of the more productive ways of working within SAP is to use the Favorites procedure.
Generally a user processes the same T-codes over and over. SAP has a built-in method of
gathering all of these procedures into one area labeled Favorites. This allows the user to find
their T-code easily without looking for it in the menus or memorizing it.

There are different methods on adding favorites to a user ID. The user can choose which method
they feel comfortable using.

1) Insert Transaction

On the main menu in SAP click on Favorites>Insert Transaction

|II='
Menu Edit Favorites Extras  System  Help
|3 | Add ceshieFs S HIB OO0 EE OB
SAP Easy owe .
|
C1 Faworites | [Neeralder Ctrl+Shift+F 5

= Y AP mend  INSEMtransaction Ctrl+Shift+F 4
[ Office Add other objects Cirl+Shift+F 7

b O Logist Dovynload to PC
[ Accout

b [ Huri Upload from PC
I Information Systems

I [ Tools

(May 2008) 18 Managing Your Favorites
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Enter the T-code and then click on the green check.
=g
Menu  Edit Fawaorites  Extras  System Help

| @ 090 ©e@ CHE 8000 FE @B
SAP Easy Access SAP R/3 System

IR 2 | R R

C Favarites
= = BAP rmenu
I [ Office cEcT(;ir the T-
I [ Logistics
|_ﬁ| e e mnntini

[E Manual entry of a transaction /
kshb

Transaction Code

W Click on the

- green check
" mark

Continue with this process to add more T-codes.
For Activity Managers, the following T-codes are recommended:

KSBB -Cost Center Reports

KS03 -Display Cost Center

KSH3 -Display Cost Center Group
KP06 -Budget Changes

ARTO —Asset Accounting Reports
AS03 —Display Asset

FBL3N-G/L Account Line Item Display
FBO3 -Display Document

F.99 -Accounts Receivable Reports
F.98 -Accounts Payable Reports
ME2N-Purchasing Documents by Document Number
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2) Dragand Drop

If the user finds a T-code in a menu, it can be added by dragging and dropping it under the

Favorites folder.

Menu  Edit Faworites Extras

C

|II='

Systerm Help

JE @ BRE E008 EE @

SAP Easy Access SAP R/3 System

(2R 2| | A

[ | Favarites
= | BAP menu
[ [ office
[ [ Logistics
= i Accounting
= 4 Financial Accounting
= | General Ledger

I [ Docurnent
= o Account

I [l Ervironment

[ [ Banks
' [ Fixed Assets

I [ Treasury

[ ] Controlling

[ [ Project Systems
[ [ Human Resources
O Infarmation Systerns
[ [ Tools

Gﬁ FBL3M - Displayichange line items
) F-03- Clear
I [ Correspondence
I ] Master records
[ ] Periodic processing

[ ] Document entry

[ [ Accounts Receivable
[ Accounts Payable

O Special Purpose Ledger
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3) Add Manually

If the user finds a T-code in the menu, it can be added by right mouse clicking and clicking on

‘Add to Favorites’.

=
| Menu Edit FEavarites Extras Systerm Help
| & DaH c@s DHE Dnoan PR @B

SAP Easy Access SAP R/3 System

L2)[=] )| D

[l Favorites
= < SAP menu
[ [ Office
[ [ Logistics
= | Accounting
= ] Financial Accounting
= | General Ledger
I [l Document entry
I [ Document
= 3 Account

T F-03 - Clear

[ [ Correspondence
I [ Master records
I [ Periodic processing
I [ Environrment
[ [ Accounts Receivable
[ [ Accounts Payable
[ [ Banks
[ [ Fixed Assets
L=
> O Treasury
I [ Controlling
[ [ Project Systems
[ Human Resources
1 Infarmation Systermns
[ Tools

2 FEL3M - Displawich

C1 Special Purpose Ledger

‘Add to Favorites’.

T

Execute

Highlight the favorite and
right mouse click. Click on

Display becorrrerroororor
Add to Favorites

Create shortcut on the deskiop
Sawved lists

Freview

Start with selection screen
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Once your favorites have been added, the user will be able to access the T-codes easily. The
favorites can be saved as a raw list like below, or folders can be added to organize the favorites.

=
Menu  Edit Fawarites Extras Systerm Help

| @ 200 Ce0 SHB D000 AR @@
SAP Easy Access SAP R/3 System

L[] [~][4]

= '+ Favorites
KESBB - Run Selected Reparts
ARTO - FlAA - Information Systerm
AS03 - Display Asset Master Record
FBL3M - GIL Account Line ltems
DBO3 - Parameter changes in database
F.4949 - Customers: Report Selection
F.498 - vendors: Repart Selection
MEZM - Purchase arders by PO Mumber
KE032 - Display Cost Center

Cl Logistics

1 Aaccounting

[l Hurman Resources
Cl Infarrmation Systems

Cl Tools

= @
I O Office
[>
[
[>
[>
[»
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Inserting Folders

If a user has several T-codes, folders can be added to organize. This is up to the user. Folders do
not have to be created. To add a folder, click on Favorites>Insert folder. The user can then drag

and drop the T-codes into the appropriate folders.

[=
Menu Edit Fawaorites Extras Systermn Help
| & Add Ctrl+Shift+F &
Zhange Ctrl+Shift+F 32
SAP Easy
owve
= [ Delete Shift+F 2

|I:l7

| &

= &+ Favarites

|

=

> [ Logistics
[

[

[

[

Menu

Insert folder

SRR Inserttransaction Ctrl+Shift+F 4
ARTOL  Add other ohjects Ctrl+Shift+F7
#3503 Download to PC

FEL3M

Dpng. Ueload fram PC

F.949 - Custormers: Report Selection

k| F.98 - vendors: Report Selection

:] MEZM - Furchase Orders by PO Mumber
K503 - Display ost Center

KEH3 - Display Cost Center Group

KFPOGE - Change CElemiAactivity Input Planning

SAF menu
1 Office

Cl Accounting
1l Human Resources
C1 Infarmation Systermns

1 Taaols

Edit Favorites Esxtras Systern  Help

[ I - e s - R 3 Pz = I

Ctrl+Shift+Fo

Click on Favorites>Insert folder.
Enter a folder name and click on
the green check mark.

Make sure your cursor
is highlighting what
you want the folder to
be placed under.

B 4 EH €@ &2 E R840 EE @D

SAP Easy Access SAP R/3 System

[ [~ i~]

=

Favorites

KESBB - Run Selected Reports
ARTO- FlaA - Information System
AS03 - Display Asset Master Record
Eel oo arlown feenie t 1 i tarn

Folder name

II:UCreate a Folder in the Favorites List

Fixed Assets|

~ X
[
[
[
[
[
[

P0G - Change CElemidctivity Input Planning
PEAH - Ad Hoo Gluery

SAF rmenu

[ office

[ Logistics

[l Accounting

[ Human Resources

L Information Systerms

[ Tools
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After adding folders, the T-codes are organized by a way the user feels comfortable looking for
transactions.

[=
Menu Edit Faworites Extras  Systerm Help

& Dod H I SE@Ea ORERES Bnasn EE @D
SAP Easy Access SAP R/3 System

L2][=] [~ ][~]

= 4 Favorites
= A Fixed Assets
ARTO - FIAR - Information System
AS03Z - Display Asset Master Record
= i AR
F.99 - Customers: Report Selection
= o Cost Centers
KPOG - Change CElemrfActivity Input Planning
KED3 - Display Cost Center
KSH3 - Display Cost Center Group
= A AF ¥ Procurerment
F. A8 - vendors: Report Selection
MEZM - Purchase QOrders by PO Mumber
= 2 Reports
kel KSBB - Run Selected Reports!
el FEL3M - G/l Account Line lterms
P@AH - Ad Hoo Query
= < SAP menu
I [ Office
I [l Logistics
I C Accounting
I [l Human Resources
[»
[»

1 Information Systems
Cl Toals

Change Favorite Text

The description for the T-code may or may not make sense to the user. This description can be
changed to make more sense. For example, FIAA T-code says FIAA- Information System. To
most users, the title ‘Fixed Asset Reports’ might make more sense. To change a favorites
description, single click on the favorite to highlight it. Right mouse click and change the
description.
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=

| hMenu Edit Faworites Extras Systerm Help

| & 2 a0 @ DHEB Dno0 BE @B
SAP Easy Access SAP R/3 System

2] [~ ][«]

= Y Favorites

AS03- Display Asset Mas)  Execute: FIAA - Information System
b ClAR Execute in new window
I [l cost Centers

Display documentation
B C AP JProcurerment Sy

I Ol Reports Change favorite
FrasH - Ad Hoco Queny Delete favarite
= < BAP menu Insert falder
b E Oﬁ'lILtE . Inserttransaction
I ] Logistics
] Accounting Add other objects
I ] Human Resources Create shortcut on the desktop
I [ Infarmation Svstemns Saved lists
I ] Tools -
Preview

Startwith selection screen

Enter a text that is more meaningful.

Menu  Edit Favorites Estras  Systern Help

| @ 200 CEQ SHE DDH0 HE O
SAP Easy Access SAP R/3 System
LCl=] (][]

= | Favorites
7 2 Fixed Azgets
ARTO - FIAA - Information System

AS03 - Display Asset Master Record
Clap

G
[E Change a favorite
Text Fixed Asset Reports| <
=
b
2]
[
[
[

|II='

Enter a description and then click
on the green check mark.

[ Logistics

C Accounting

[l Human Resources
L1 Information Systems
Cl Toals
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The text will change.

=
Menu  Edit Faworites Extras  System Help

| & 1 0H e CHE D000 AR @B

SAP Easy Access SAP R/3 System

| [w][4]

= < Favorites
~ | Fixed Assets

...........................................

AS03 - Display Asset Master Record

b AR

I [ Cost Centers

I [ AP JProcurement

I [l Repors

PRAH - Ad Hoo Query

= | 5AP menu

b [ Office
[ Logistics
C ] Accounting
[l Hurman Resources
Cl Information Systems

C ] Tools

o

The text was
changed
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Inserting Web pages

There are several web pages that users have to refer to while conducting their job. SAP allows
URL addresses to be added as favorites. Highlight the folder that the URL address should go
under and click on Favorites>Add other objects.

[=
Menu Edit FEawvorites Extra= Swystem Help
| e £ cwi-snin-Fs | 03 [H) 3 | 3 T 43 £9 @ @
Chanoe Ctri+Shift+F 3
SAP Easy
Move L4
I:”EI Delete Shift+F2
— =7 Foworites: Insertfolder Ctrl+Shift+F 5
""" Cl Fixed A Inserttransaction Ctrl+Shift+Fa
1 AR Add other obhjects Ctrl+Shift+F 7
C1 cost g CDowvwniload to PO
C1 ~F i P
Cl RepoH Upload from PC

FosH - Ad Hoo Querny
SAF menu

1l office

1 Logistics

] Accounting

[ Hurman Resaources
C1 Infarmation Swetems

[ Tools

q
vvvvvv@ TTTTY

Double click on Web address or file.

L=
Menu Edit  Eawvorites Extras System Help

= [T R B 1= [ e I O e 5 5 [ = s Y W (|
SAP Easy Access SAP R/3 System

Lo [= 1 [Z=] ) [ssl] [ ] [ 2] 1 [ =] [~ ]

= =dn additional nbjects

URL twpe

HEeb address or fTile
Fredetined URLs Trom direg
ESF Application

Generic Web Sddress (URL Templa

or oy

Webh Source Trom Drag&Relate Servle H
External mail system C“Ckon
Knowledge Warehouse ‘Web address

SAPScript (Texts deftined with SEG1)
SAF EW Aggregation Lewel ’
EEx Web Item Orfﬂe
EEx Webh Template

SoF BW Crystal Report URL

SAF BW Data Access Serwvice

SoF BW Enterprise Report Reusable Elements
SALF BW Enterprise Report

SoF BW Web Item Library URL

SAF BW Flanning Function

SAF BW Planning Seguence

SOLF Bl Ouery URL

SAaF EW IntoSet Ouerwy URL

SAF BW Webh Template URL

Wiew Tor a Data Prowvider

Webh Dynpro Application
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Enter the text and web address.

|II7

| @

henu  Edit Faworites Esxtras  Systermn Help

gl aHI@eEa@  SHE EhOREE G

SAP Easy Access SAP R/3 System

L]

= <=

Enter a text in the text box. Enter the

= 2 Favorites
B [ Fixed Assets
b AR

B [ CostCenters
I Ol a0 ¢ Procuraraarn

web page address then in the Web
address field. Click on the green
check mark.

4

1
III:'Add aWeb address o file path

Text CHIC Web Page
YWeb address arfile Wi . navy il
Continuation

-

I Tools

The web address will appear in the favorites and can be executed without exiting SAP.

|II3'

Menu  Edit Faworites Extras

Systerm  Help

| & 1 0H e CHE D000 AR @B

SAP Easy Access SAP R/3 System

| [w][4]

=

=

= Favorites

[l Fixed Assets

Ol 4R

[l cost Centers

Cl &P | Procurement
Cl Reports

PQAH - Ad Hoc Query
SAP menu

L ofiice

Cl Logistics

L Accounting

Cl Human Resources
C Infarrnation Systerns

Cl Tools

- = v v 7

vvvvvvﬂj

Double click to go to
| web page
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Adding Files

Files can also be added to the favorites. Any Microsoft product (excel, word or powerpoint) can
be added. The file can only be accessed when the drive associated to it is available. For
example, if a file from the local C drive is added, it will only be available when logged on to that
machine. If a file has been added from a shared drive, the file will be available as long as the
computer has access to the shared drive.

Highlight the folder that the document should go under and click on Favorites>Add other
objects.

=
Menu Edit Fawvarites Extras Svstermnm Help
I P Add Ctri+Shift+F& o 0 =5 O = e T e O T = | =] | &
Zhange Zirl+Shift+F=
SAP Easvy
Mowe 3
(L= Dielete ShineFz
— 'ﬁ Eerrarise] Insert folder Ctri+-Shift+F 5
""" i Fixed 4 Insarttransaction Ctrl+ Shift+F a4
| Y sAdd ather objects Ctrl+Shift+F 7

1 cost g Dovwhnload to P

0 AP 5 P
I RepoH Upload from P&

PoAaH - Ad Hoo Query
SAF menu

1 Office

[ Logistics

1 Accounting

[ Human Resources
[ Infarmation Systerms

1l Tools

{
vvvvvv@ TTVTY

Double click on Web address or file.

L=
Menu Edit  Eaworites Extras Systern Help

&= = g H & S e | 4 E R T A =D
SAP Easy Access SAP R/3 System
o] =] [~ |[=~]

(= =dd additional objects

URL twvpe

fleb address or +

Fredeftined URLsSs Trom lrectory
BSF fpplication

Generic Web Address (URL Temp

Web Source Trom Drag&Relate Serwvle

External mail system Click on the ‘Web address

Enowledge Warsehouse
SAPScript (Texts defined with SEG1] or file’
SAoF BW Aggregation Lewel
EEx Weh Item

BEEx Web Template

SAF BW Crystal Report URL
SoFP BW Data bSAccess Serwice
SAF BW Enterprise Report Reusable Elements
SoF BW Enterprise Report

SAF BW Webh Item Library URL

SoAF BW Planning Function

SAF BW Flanning Sequence

SAaF EW Ouery URL

SOLF Bl InTtToSet Ouerwy URL

SoF BW Web Template URL

wiew Tor a Data Frowider

Web Dynpro Application

Enter the text and then browse for the document.
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=
Menu  Edit Favorites Estras  System  Help

| @ I CER SHR D000 IR @8

SAP Easy Access SAP R/3 System

5] [~][4]

Enter a text and then use
the browse functionality to

= 4 Favorites
[@ URL - CRIC Web Page
b [ Fived Assets
b CIaR

B [l fnct tantar

search for the document.
Click on the green check

mark.
/

Il:UAdd a'web address or file path

Text Business Frocess Document

Zontinuation

Web address orfile J<RIMS FICOWAIMS Business ProcessesiBusiness PracessesiMaster Business Pracess Ducumem.d

/

I [ Information Systerns
b [ Tools

The document is now available under the Favorites folder.

|II='

Menu  Edit Fawvorites Extras  System Help

| & 10H e BHB Dnoan AR @M

SAP Easy Access SAP R/3 System

][] ME

= o Favarites

] URL - Business Process Document

[@] URL- CHIC Wek Page
Ij Fixed Assets
Ll AR

Double click on
the document to
launch it.

Cl Cost Centers

C1 AP/ Procurement

Cl Reports

PQAH - Ad Hoc Query
SAP menu

L ofiice

Cl Logistics

L Accounting

Cl Human Resources
C I Infarmation Systems

Cl Tools

- = v v 7

=

vvvvvvﬂj
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The Business Workplace
Purpose

One of the many features of the SAP environment is The Business Workplace in which every
user can carry out their share of the business and communication processes in the enterprise. It is
here where the user is able to create, edit and send and receive messages and documents. This
process is enabled from entirely within the SAP environment without the necessity of going
outside the system. This part of The Business Workplace is called SAP Mail and is, in fact, an
internal e-mail system.

The Business Workplace has six working environments for processing documents and messages.
The working environments are as follows and are flagged with symbols.

Working Environment Description

Inbox Under Documents, you find all the documents sent
to you and their resubmissions. Under Unread
Documents, you will find only those documents
which you have not yet read. (they are, however,
displayed in the lower right preview window).

Outbox Under Documents, you will find an overview and
other information about the documents sent to you.

Resubmissions Under Documents, you will find the documents that
are to be resubmitted to the user’s inbox at a later
date.

Private Folders Folder structure that you create yourself to manage

documents, lists, messages, etc.

Shared Folders Folder structure for publishing and/or managing
information on an enterprise or group-specific basis.

Subscribed Folders The folders that you subscribe to are listed here.
HQ does not support this function at the present
time.

Trash Folder Deleted folders, documents, lists and messages are

stored here temporarily and you have the option of
reversing the deletion.
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The entry into any personal workplace is through opening SAP Easy Access Menu Tree as
shown below:

SAP Menu>Office>SBWPWorkplace

=
Menu Edit Eavorites Esfras System  Help

|@ 10H 00 BHER aDo0 BR @®
SAP Easy Access SAP R/3 System
B N E A

[ C Favorites
|7 T SAP menu
= i Office
) SEWF - Workplace

b [ Telephone Integration
I T annsintment Calandsr

The individual working environments are shown after expanding the Workplace tree.

& ndE e SHE S8 BE e
Business Workplace of LIBBY ROBINSON

|§ Mew message ||['ﬁ'] Find folder”['ﬁ'] Find document”@ Appointmentcalendar”@ Distribution Iists|

= Workplace: LIBEY ROBINSOMN

.4
> & Inhox g
b &> Oubox Business Workplace
I B Resubmission
b ¢ Private folders
I ¢@ Shared folders
> ¢ Folders subscribed to
T Trash
T sharedtrash

Further expansion of the tree shows the individual factors that make up the Inbox, for example.
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3\ -

JH @& D EE

Business Workplace of LIBBY ROBINSON

|§ M e MEessage ||[H] Find falder ||[H] Find docurment ||@ Appointrr

= o Warkplace: LIBEY ROBINSOM

= £ Inbhox
#| Unread Documents 0
#| Documents 53
[ Warkflow 0
Overdue entries 0
Deadline Messages 0
Incorrect entries 0
Outhoy
Fesubmission
Private folders
Shared folders
3 Folders subscribed to
T Trash
T sShared trash

©Ed

[
[
P
[
[
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At the present time, the Workflow procedures are not enabled. The Business Workplace is being
used to rapidly communicate with those users who have a need to know specific process steps,
updates and other information pertaining to their roles within the SAP system.

VUINAECE  EUR DU fuwel | el

Uil Deuiys opsenl  aen -
(V] 4 H A0 CHNR Do AR @8
Business Workplace of LIBEY ROBINSON

| ¥ New message | -M Find folder | (B) Find documant | Appointment calendar ]{D Distribution lists ]

wif. gmek@wo@!@?" (@ [Oo] o8] &ala] &l 1777 BT @R[
] Unread Documents 0 Documents 53
Documents 53 .. [Ty [Ex_[Tie |Aftachmen. |author |Date recei | Copy [Resubmi
b [ Woridlow 0 = Users by complex selection crleia f)  BRENDAGRFFITH 05182007 @)
[ overdue snvmed M [  ReRe:SGP USERS BENTON AND PENDERG BRENDA ORIFFITH 0312872007
= ﬂ:::':;;::g“ U © [ S0P USERS BENTON AND PENDERG BRENDA GRIFFITH 03/27/2007
b £ Outbox (e Re Re Documant Overview FAIDA DELUCHIA 1211172006
b & Resubmission ® 2 Document Overview ) FADADELUCK 12/0772006
b ¢ Private folders (e GiL. Account Line tem Display fh  ROSACAVEZZA 1112172008
b & Shared foiders @B Citibank vendors are blocked at the master r BRENDA GRIFFITH 101172006 ([ 8
b & Folders subscribed to = 2 sending SAPMAILS 1o the SAPHelpdesk BRENOA GRIFFITH 10/10/2006
A Trash =B 294000 Entries th  ROSE MICHELLE 10/10/2006
3 Shared trash & & Re Re GIL Account Line tem Display th ROSE MICHELLE 10/10/2008
= 2 R Ro GIL Account Ling fem Display fh ROSE MICHELLE 1011072006
® B Change to cost center search help BRENDA ORIFFITH 10410/2006
e Please visit the AMS/SAP Forum BRENDA GRIFFITH 10/10/2008
(e Views of SSN numbers suppressed BRENDA GRIFFITH 10/10/2006
&2 IF YOU REQUEST COST CENTER CHANGES BRENDA GRIFFITH 10102006 (@
~ = e EEE Rt

Users by complex selection criteria
Martha, here is the list of KRA Kores users and what they have been assigned

have a great weekend

brenda

The previous screen shot shows the Business Workplace. The menu tree on the left allows quick
and immediate access to the documents. The upper right window is a listing of the documents
and the lower right is a preview window of the document that has the focus in the window above.
By double-clicking on the document title, the entire document is opened and any attachments
made available to the user.
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= D®E
Qocument Edit Goto  Seftings  System  Help

(V] naH eae QHR HDL0 BE @

Display Document: Users by complex selection criteria

{3al B A [ 1[0 )| Rey... || ReplywiReterence... ||| TP Newmessags |
_ MEITETEC Atrioutes  Recipientlist ¢

Users by complex selection criteria

Created =1 BRENDA GRIFFITH on O5AB/2007 135208
Changed =] BRENDA GRIFFITH on 05182007 13:52:55

Martha, here is the list of KRA Korea users and what they have been assigned
have a great weekend

brenda

Users by complex selaction criteria

To create a document to be sent through the SAP mail system, click on the new messa
the application toolbar.

ﬁ Mew message [H] Find folder [H] Find document EEl Appointment calendar | |& Distribution lists

Clicking on this icon opens a window that allows the user to create, edit and attach documents to
the message they wish to send within the SAP mail system.
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i) Bl 0 - @& e O G2 T A | E E] ) ey
Create Document and Send

wiifliea]

Title Batch Marming Conwvention

Docurment contents Altributes

EHialE] == ElE] [ =E)

Hello,

Itis imperative that batch sessions now be identified with base
abbreviations. This will help identify batch sessions more gquickly
by the field personnel, as well as help HQ identify batches by region.

For example, ifvou are running a recurring entry for mooring, please
include your base abbreviation and the type of transaction in your batch
session name: SDG_MOORIMNG or SDG_RECUROT. Your base
abbreviation is also the first three letters of wour user 0.

Ifwnil have dnestinhs bleases cnntartthe SAF Helodesk

m Trans options
B (= (& (=

| Recipient |Recip.t‘y'pe |
LIBEY ROBINSCM =

i

IEET

J00000

00000 E
aooood

[ ]

To send the communication to a particular recipient, merely type a partial last name combined
with a wild card * (asterisk) to search for the user. It is NOT necessary to enter a Recipient type.
(The wild card * (asterisk) can be used for many searches in SAP.)

Note the three checkboxes to the right of the Recip. Type. The “Lightning Bolt” checkbox
allows Express mail. The SAP definition of Express mail means that as long as the recipient is
in the SAP system, they will be notified that mail awaits them. This notification will show on
their screens as illustrated below.

= saPofice express infa

@ Express document "Batch Naming Convention' receiwed from author "LIBBY ROBIMSOMW"

[l Oldl]
|§| Chooge || Inbo |

By clicking on the Execute button Y. , the recipient may instantly see the document. If speed is
not a priority, the message will remain in the Inbox to be read at the recipient’s leisure.
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Introduction

This manual is designed to give the Activity Manager a general overview of basic navigating
within SAP as well as how to execute financial reports in SAP. The Controlling Reports display
in a standard, functional format; but are quite flexible and user friendly. Users are encouraged to
try different criteria to obtain reports that meet requirements as needed. Users are also
encouraged to run reports as often as needed, not just at the end of the month.

If a report is not discussed in this manual, please contact the SAP HelpDesk for assistance, if
necessary.

MILL_MWR_SAPHelpdesk@navy.mil
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What is Controlling?

The Controlling module (CO) in SAP deals with the responsibility aspect of financial
accounting. No actual postings are made in Controlling, instead all transaction information flows
to Controlling through the other modules of SAP. The Controlling module provides the most
flexible business income and expense reporting for program managers.

Financial Accounting

Liabilities Revenue

Cost Elements

Controlling

At the core of Controlling is the cost center, which represents a location where revenues and

expenses originate. Cost centers are then grouped in various ways, via hierarchies, to facilitate
management review.

: Cost Center Group

~._  Cost Center

- Tt

o Cost Center

p -
Auto Skills Auto Skills Auto Skills
G&A Program Resale

Cost (;enter
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Hierarchies

HQ has created several hierarchy groups to allow different views of cost center information. In
addition, the hierarchy structure allows reports to be generated at logical dividing points such as
by activity, groups of activities and company codes. The menu tree, the structure that combines
the hierarchy pieces, starts at the highest organizational level. Depending on the operation, every
activity will have a minimum of two cost centers; one being a G & A cost center. To view these
hierarchies, use the following menu path:

Menu path: Accounting - Controlling — Cost Center Accounting —s Master Data — Cost
center group — Display

T-Code: KSH3

Group nodes are identified as a number that consists of a SAP Company code plus three or four
additional numbers (ie. 1154-XXXX). Enter the user’s hierarchy number (group node) in the

@
text box. Click the green check ==1.

Group  Edit Goto Estras  Environment  System Help

| & 1 0H e CHE fnLn BRI QB
Display Cost Center Group: Initial Screen

|II:'

Enter your

group
number

Cost Center Group 1815-181 7
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The system will display the hierarchy requested as seen in the following display.

[=
Group Edit Goto Exiras Systerm Help

| @ 20 e SHE fnon | HE @M
Display Cost Center Group: Structure

|<’fu” Cost Center |

1815101 NG GREAT LAKES 1615
Cost
L= 1015-201 NS GREAT LAKES GENERAL FUND 1815 Center Group
LE 1015-301 NS GREAT LAKES GEME 5

= 1015-4001 NS GREAT LAKES GENERAL FUND 1815
2650 GLK GENERAL FUND G/A 1615
3651 GLKE DIRECTOR G/& 1015 BLOCKED
- 3E52 GLK ACCOUNTING G/& 1015
L 3653 GLK PERSONMEL & TRAINING G/& 1015
3654 GLK PROCUREMENT G/4 1015 Cost Center
L 3655
3656
L3657 COMPUTER SERVWICES G4 1015
2650 GLE CENTRAL WAREHOUSE G/ 1015
L 3EED GLE PROJECT & FACIL IMPROVMENT G4 1015
3661 GLE CONTRACT EMPLOYEES G/A 1015
L7810 GLK GEWERAL FUND UFM 1815

L = 1a15-4002 NS GREAT LAKES UNIT ALLOCATIONS 1015

3658 GLK UNIT ALLOCATIONS G/& 1015
L= 1015-4003 NG GREAT LAKES RECYCLING PROGRAM 1015

Use the Expand and Collapse buttons to provide more/less details of the hierarchy.

Click on any desired folder to expand or collapse that region of the hierarchy and to view cost
centers.

The different nodes represent different levels in the organizational chart. Each node is a
reporting node that will offer summary level or detailed level financial information for all
subordinate nodes or cost centers. The cost centers are identified as the four or five digit
numbers at the lowest level of the hierarchy (ie. 3657).

To display the underlying master data information about the cost center, double click on the cost
center NUMBER. The following screen will display. Fields need to be verified for accuracy,
description, category and additional fields.
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Cost Center  Edit Goto Extras  Enwirontment  Systermm Help

| & 2l 9 H @@ SH mnasn BE @

Display Cost Center: Basic Screen

|I:I3’

{Cost Center! 3650 GLK GENERAL FURMND G ..
Contralling Area 200 AlMS Controlling Area
Walid From 10731413950 ta 12/31/9999
_m Control . Templates . Address Cormmunication o Add.fie.. [ El
Mames
MName GLKE GEMERAL FURMD G ..
Description GLKE GEMERAL FUMD GiA 1015 |:|
Basic data
User Responsible
MNawy region MIDWVYEST
Installation code 10015
Cost Center Category s CATEGORY A
Hierarchy area 181 5-4001 S GREAT LAKES GERERAL FURD 1015
Company Code 1815 MR NS GREAT LAKES
Business Area
Currency ush
Frofit Center

Click the Add. Fields tab to expose the underlying old RAMCAS activity and department; verify
for accuracy.
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=
| CostCenter Edit Goto  Extras  Environment  System Help

| & 20 H €@ SHBE mnon AR @5
Display Cost Center: Additional Fields

& Drilldown

E.Q_o_g_t_u_:_:gnt_g_r_g 3650 GLK GERERAL FURMD G ..
Cantrolling Area 2000 AIMS Cantrolling Area
“walid From 1048141950 ta 12703179999

/ Cantrol ll Templates i Address { Commurication e =ik Histany E|

RAMCAS activity ala] ADMIMNISTRATION
RAMCAS departrment ala] GEA

Unit identification code 0e1 28

Geo classification CONUS

Cost centers are used by SAP to represent a location that generates revenue and expenses.
Imagine a tree surrounded by buckets. As the raindrops fall from the leaves, they are collected in
the buckets. Likewise, revenue and expenses (raindrops) are posted to activities and departments
via cost centers (buckets). Cost centers are grouped through the hierarchy into decision,
managerial and responsibility groups to facilitate queries and reporting. F & FR cost center
master data includes the RAMCAS category, activity and department designators.

Cost centers and cost center groups are maintained by F & FR Headquarters. The field can
request additional cost centers or changes to existing cost centers or cost center groups by
submitting a "Create/Change Cost Center Request Form." This request can be found on the

Information Technology page of our website at http://www.mwr.navy.mil/ .

For any questions regarding the use of the AIMS/SAP processes, notify the SAP help desk at
MILL_MWR_SAPhelpdesk@navy.mil

| o)
Click the green arrow back button AI to return to previous screens and menus.
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Activity Manager Reporting

As mentioned earlier, the Controlling module provides the most flexible reporting for business
income and expenses. For a detailed breakdown of cost center and cost center groups, reporting
must be done in the Controlling module.

The SAP Controlling reports can be found through the following menu path:

Menu Path: Accounting — Controlling — Cost Center Accounting — Information system —
Report selection.

(T-Code: KSBB)

The following report tree will be displayed

=
Modes Edit Goto  Uilities  Seftings Systern Help

& B H Sa@ ODREE 8840 FHE @I
Application Tree Report Selection Cost Center Accounting

|® YWith selection screen |

BOST CENTER REPORTS

— Standard Month-end Reports
—8 f8nalytical Reports (CNI)
—& fGnalytical Reports (Field)
—E Budgeting reports

—E Plan & actual comparisons
—E Internal order reports
—MH Line items reports

Open the folder for Standard Month-end reports by clicking once on the folder. Select the
desired report by double clicking on the report line description. The screen will look similar to
the following screen.
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|II3'

| @

kodes  Edit Goto  Utilities  Settings Systerm Help

Bl H Q@@ BREE 2048 EHE @

Application Tree Report Selection Cost Center Accounting

|@ With selection screen |

COST CEMTER REFORTS

—& Standard Month-end Reports<

Executive Summary

Executive Summary Cash Flow 5tmt
Self Sufficiency Summary

summary Operations Statement

Single click here

Budget Performance Activity - ey
Budget Performance Actiwity - 07d
—C Financial Statements

Operating and Financial Standards
UFM APF Support Expense Repaort

UFM APF Offset Report

A Lnalwtical Rennets (CHTY

Double click
here

month.

Note: While this category of report is called Month-End reports,
restricting these to the end of the month is no longer the case. You now
have the ability to run these reports from your desk-top at any time
during the month. Remember however, Headquarters enters certain
items such as payroll and depreciation only at certain times during the
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Standard Month-end Reports

Executive Summary

The Executive Summary is a summarized presentation of the current month’s and year-to-date
income and expense amounts for the entire fund. It includes plan (budget), actual, prior fiscal
year (if available) and variances for both current month and year to date. The bottom line on this
report matches the bottom line on the Summary Operations Statement for the total fund. Several
accounts are summarized in the line description. Once the specific report has been selected for
viewing and after double clicking on the report line description, the selection criteria screen will
appear. Selection criteria screens will vary depending on which report the user wishes to view.

=
FProgram Edit Goto  Environment Systerm Help

& 3 dH @@ SHEE B ha0 | EE &b
Executive Summary: Selection

|ﬁ Wariation || Output Parameters. . || Data Source. .. || Extract Parameters. .. |

Selection values

Fiscal vear Poos
Feriod G
Flan *ersion o]

Selection groups
Cost Center Group 1834-181

ar single valueds) ta

Enter the cost center group OR cost center value in the designated field and click the execute

@ . N
buttonD. The system will post messages on the bottom tool bar as the report is being
generated.
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Once the report generates, the screen will display similar to the following.

= RAaE
Repot Edit Goto View ©Extras Seftings System Help
(V8 D0H COe LHB Hnoan BE @8 .
Executive Summary
0 s ¥ 1 \/
Ji2 sl e B o G233 21 3 R 3 5 )
Lars
r - B Report: 2vK/2018C EXECUTIVE SUMMARY
VadsSor CostCentay II® Nese:  ha_LaoeINsON SUMMARIZED OPERATIONS STATEMENT
= 1034101 NAS JACKSONVILLE 1034 Period 6 ended March FY 2008
= [ 1034-201 NAS JACKSONVILLE G &A 1038
D ] 1034-301 NAS JACKSONVILLE FINANCI Cost Center or Group: 1034-101 NAS JACKSONYILLE 1034
¥ [ 1034-202 NAS JACKSONVILLE FOOD & BE" ﬁ’t?“?{y'
b £ 1034-302 NAS JACKSONVILLE FOOD & ELLY,
= [ 1034-203 NAS JACKSONVILLE RECREATIC
D [ 1034-303 NAS JACKSONVILLE RECRE/ | CURRENT MONTH YEAR T0
© (3 1034-204 NAAS JAX CHILD & YOUTH 1034 - — = — — —
D [ 1034-4012 NAS JAX CHILD DEVELOPMI| Imm‘ 1| RO | EEEX T | EACTUALSES | [y | = PRYE) | EYVOIPUAN S | X | EY
D [0 1034-4025 NAS JAX YOUTH PROGRAM RESALE REVENUE 316,000 | 25.96 138,279 | 21.8¢ 323,630 | 1.670,463 | 25.01
b [ 1034-4027 NAS JAX YOUTH PROGRAM SALES DISCOUNT RESALE REVENUE 875-|  0.07- 837-|  6.13- 1,674+ 4.650-| 0.07-
PROGRAM REVENUE 873,823 | 71.78 492,004 [ 77.72 867,763 | 4,852,285 | 72.66
CONMISSIONS 2,500 0.21 922 0.15 2.112 8,850 0.13
OTHER REVENUE 25,941 2.13 2,467 0.39 41,360 151,481 2.27
EXTRA-ORDINARY. REVENUE 185 .03 9.295
™ |rovaL ReveNuE: 1,217,390 | 100.00 633,021 | 100.00 | 1.262,486 | 6,678,420 | 109.60
COST OF 60005 SOLD 120,953 [ 41.12 2,172 1.57 128,017 686,203 | 41.68
EXPENSES: 3 | PN | IS | EACTUALTS | ey | PR | | EEREAN e | = | B3
SALARIES & BENEFITS 529,986 43.53 14,835 2,34 522,060 3,128,004 46.84
SUPPLIES 95.85¢ 7.87 47,039 7.43 67.634 691,339 | 10.35
DEPRECIATION-LOCAL 79,910 6.56 125-|  6.02- 75,872 478,712 7.7
DEPRECIATION-CENTRAL FUND 39,832 3.27 30,704 238,990 3.58
HAINTENANCE 17,321 1.42 5,113 0.81 10,170 118,940 1.78
ENTERTAINHENT 3,265 0.27 599 .09 2,718 23,838 .36
CONTRACTUAL 38,974 3.20 4,448 0.70 40,319 218,877 3.28
UTILITIES 29,506 2.43 35.263 166,077 2.48
ADVERTISING & PRONOTION 10,761 0.89 879 0.14 7.598 67,938 1.02
AVARDS & PRIZES 323,135 [ 26.54 22,032 [ 35.22 337.054 | 1,923,138 | 28.80
ALLOCATION EMPLOYEE BEN/INS COST | 70,331 5.78 52,516 430,452 5.51
Qo] Iz = (010 nn| I

vIPR2(1) (100) Bl mwrsapa [ins | 1

Notice the left side of the report displays the company hierarchy, which can be expanded to

| T2
reveal the cost centers. To close the hierarchy box click the navigation on/off button. .
Once the hierarchy has been closed the report will appear as follows.
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|,_T-, _ _ pE® E
Bepot Edit Golo View Esras Seflings  Systerm  Help
@ 100 eQe SHB aDao @@

Executive Summary

(Fa) 3 ) 1] o i | ) 1 2 e ) ) ) ) covwenn I 00 ] e ]

B Report: ZVK/ZCIGC EXECUTIVE SUMMARY Pags: 1a0f 1

Name: HO_LROETHEDH SUHHARIZED OPERATIONS STATEHENT Date: 03718/2008
Period & ended Harch FT 2008
Cost Center or Group: 1034-101 NAS JACKSONVILLE 1034
Categary
Retivity
CURRENT HONTH YEAR TO DATE

REVENUES: FLAN X ACTUAL X FEY. YTO PLAH X ¥TD ACTUAL X FFY
RESALE REWENLUE 316,00 25.96 138,279 .84 323,630 1,670,463 25.01 1,422 181 23.19 1,685,235
SALES DISCOUNT RESALE REVEHUE 875 a.a7- B3T- 0.13- 1, 674- 4,650- a.a7-. T,853- 8.13- a,6891-
PROGRAM REYENUE BT3 823 71.78 452,004 7772 887,763 4,852,285 T2.66 4,339,434 70.77 5. 308 BTE
COMHISSIONS 2,500 a.21 g22 0.15 2,112 & 850 a.13 11,240 .18 16,457
OTHER REYENUE 25,041 2.13 2,467 .39 41,360 151, 481 2.27 342202 5.5 379,852
EXTRA-ORDEINARY REWEHUE 185 0.03 9,295 24,854 2.4 100,543

= | TOTAL REYENUE: 1,217,300 100,80 633,021 100,00 1,262,486 6,678, 429 100,88 G, 132,119 109,88 T.481,473
COST OF GOODS SOLD 128 953 4112 2172 1.5% 128,817 586, 203 41.88 571, a09 4018 TG, 501
EXPENSES: | PLAN % ACTUAL L PEY | FLAH | ACTUAL E PFY
SALARIES & BENEFITS 529, 506 43.53 14,835~ 2.34- 522, 060 3,128,004 46.84 2,443 444 39.85 2,862,035
SUPPLIES 95 £54 7.87 47,038 7.43 67,634 691,338 10.35 365,305 §.28 661, 338
DEPRECIATION-LOCAL 70,010 6.56 125- 0.92- 75,872 478,712 7.7 37T, 050 6.16 453,042
DEPRECIATION-CENTRAL FURD 35,832 3.27 30,704 238,990 3.58 162, 368 2.685 184,224
HAINTENANCE 17,301 1.42 5,113 0.8 10,170 118,940 1.78 a0, 656 1.48 120,564
ENTERTAINHENT 3,285 .27 500 0.09 2,778 23,838 0_36 19,755 0.32 GO1, 478
CONTRACTUAL 38.574 3.20 4.444 0.70 40.319 18.877 3.28 161.532 2.64 197.063

Report Drilldown

Select a line from the revenue or expense categories (example: Program Revenue $873,823);
double click on the number in the current month actual column to receive detailed postings.

/ Note: If the user double clicks on the month total the detail will correspond to
month, however if the user double clicks anywhere else on the selected
line, the corresponding detail will be year to date.

The following box will display. Select “Cost Center: Actual Line Items”.

III?'Select Report

Bost Centers: Actual Line Items
Cost Centers: Plan Line Items

| Technical names onfoff |

The detail general ledger for the account will display.
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=
List Edit Goto Settings  Extras  Environment  Systerm Help

& B dH @@ BEE S DA EE @
Display Actual Cost Line Items for Cost Centers

|§| DDcument”dﬁn Masterﬁ'ecnrd|

Layout SHTHS01 ATMS Cost center line item display
Cost Center 2.0 JAY BALLFLID Gr&. .
Clarea currency usn IS Dollar
Co.. |Custelemen1005t elernent name |DDc...|PDstg Date 'Iz: VallCOArea Croy, CostCenter'ILine itern text
1@ a01000 PROGRAM REVEMNIUE Sk |03 752008 100.00- 12683
1034 501000 PROGRAM REVEMIUE Sk |03n 62008 200.00- 12683
1034 501000 PROGRAM REVEMNIUJE Sk |03 552008 570.00- 12683
1034 501000 PROGRAM REVEMNIUE Sk 031452008 100.00- 12683
1034 501000 PROGRAM REVEMIJE Sk |03 372008 15.00 12683
1034 501000 PROGRAM REVEMIIE Sk |03 22008 150.00 12683
1034 501000 PROGRAM REVEMIJE Sk |031r2008 215.00 12683
1034 501000 PROGRAM REVEMIE Sk |031052008 105.00 12683

Sort and Sum report detail

Notice that this detail brings in document type SK which is a POS DARS. There are two
additional buttons that help in sorting the data for analysis. Select a column by clicking once in
the heading of the column, ex. posting date, and click the ascending or descending sort

I =
button . The system will sort the data by posting date.

If the user wishes to sum the information by date by cost center the information can be sorted
and summed by selecting the columns to sort and sum using the control key to highlight multiple

. ] ) . )
columns and click the subtotals button El The information will return to the screen sorted
and summed similar to the following.
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=
List Edit Goto Settings  Extras  Environment Systerm  Help

& DA H I @@E@ BEE D0as BE @
Display Actual Cost Line Items for Cost Centers

| & pocument [ Waster Recora |5

Layout <ATHS01 AIMS Cost center line item displaw
Cost Center 72. .. JAY BALLFLD G-A. ..
Clarea cCurrency ush IS Dollar
co.. |Cust elemeniCnst element name ID::n:...lF'Dstg Date "Iz YallOArea Croy) Cost Center1Line iterm text
1@ 501000 FPROGRAM REVEMNUE Sk 1000152006 1200 76
10/01/2006 |= 12.00- 76 &L
1034 | 501000 FROGRAM REVENLIE Sk 100152006 7600 105
10/01/2006 |« 76.00- 105 b
1034 501000 FROGRAM REVEMUE S0 1080152006 25985107
1034 | 501000 FROGRAM REVENLIE S0 10001r2006 14015107 251000 RETRALC
10/01/2006 |« 400.00- 107 b
1034 501000 FROGRAM REVENUE Sk 100152006 239.50-|126
10/01/2006 |= 23950 126 &h
1034 501000 FROGRAM REVEMUE S0 1080152006 481.25- 129
10/01/2006 |= 481.25 129 &h
1034 501000 FROGRAM REVENLIE Ry 1000152006 1,308.00-{130
1034 501000 FROGRAM REVERUE Ry 1060152006 120.00-|130
1034 501000 FROGRAM REVENUE Ry 1000152006 8,118.00-{130

e

To return to the previous screen, use the green arrow back button _| click again to return to
the original report.
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The following box will display, click the yes button and continue.

I@'Display.ﬂmtual Cost Line ltermns for Cost Centers

@ Do you weant to exit this list?

Yes i Mo 3¢ cancel |

SAP will return to the Executive Summary Report.

Self Sufficiency Summary

The selection screen for reports is almost always the same; enter the Fiscal Year, the Accounting
period, and either a cost center group or individual cost center(s).

=
Frogram Edit Soto Enwvironment  Systerm Help

| & 2 0@ @@ BHE Bnoan PR @m
Self Sufficiency Summary: Selection

|% ariation || Qutput Farameters. .. || Data Source. .. || Extract Farameters. .. |

Selection values
Fiscal ¥ear 2008
FPeriod G

Selection groups
Cost Center Group

ar single valueis) to

The Self Sufficiency Summary provides the self sufficiency percentages derived from dividing
revenue by expenses. This report has both a current month and year to date section and is
displayed by categories. Use the scroll bar at the bottom of the screen to see the remainder of the
data.
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=4

Eeport Edit Golo View Edtras  Seftings  System  Help
L] DfAdEHI¢e@ BRE ADOHD EHE @ E
Self Sufficiency Summary

o) \Ell2lElE]s)=)) ] cormn [ <[ [ E]s]))k]

CURREHT MONTH YERR TO DATE

Activity i REYEHUE EXPEHSE | PROF/LOSS [ 85 % || REVENUE EXPENSE PROF/LOSS

81 ALL HAWDS CLUB 23,801 6,529 29,520 352.29 231, 246 218,341 12,984

03 CPO CLUB 5,155 3,99 1,156 128.92 43,420 55,271 6,851

85 ENLISTED GLUB 28,575 21,706 7,889 136.25 547,610 417,302 138, 387

T8 SPECIALITY FOOD & BEY OFS 2 166 803 T27- 18,56 45,201 40,590 4, 400-

79 SPEGIALITY FOOD & BEY OPS 3 1.639 61,482 59,843- 2.67 70,983 209,175 138,192~

® |* CATEGORY G TOTAL 58,535 81,5449 22,815- T80 043,550 049, 781 6,231-
P |** TOTAL ALL CATEGORIES 58,535 81,549 22,015- T:.00 843,550 949, 781 6,23 -

Summary Operations Statement

The Summary Operations Statement has been a standard report in the legacy system (RAMCAS)
for many years. The selection screen follows.

=
Brogram Edit Goto  Environment  System Help

& | 30 Caa SHE aDhoa BE @
Summary Operations Statement: Selection

|ﬁ Wariation || Cutput Parameters... || Data Saurce... || Extract Parameters... |

Selection values

Fiscal Year 2008
Feriod 5]

Selection groups

Cost center group Il [=)

or valuels) to |

The example is a three-page document. The screenshots displayed show the header portion of
page one and the bottom part of page three. It has Expansion and Collapse buttons on the left
side as well.
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=
| Report  Edit Goto View Exdras Seftings  Systern  Help

| @ D 0H 00 BHE Do IR O

Summary Operations Statement

2l 3 (&) E][E ot [[1<][ <[ 1o ][] e

B  Report: ZWK/ZCOEM SUMMARY OPERATIONS STATEMENT Fage:
Name : HO_LROBINSON Feriod 6 Ended March 2008 Date:
Cost Center or Group: 1163-303 CWRHI REGION FOOD & BEWERAGE 1163

CURRENT MOWTH | % OF REY CURRENT ¥TD % OF REY LAST %TD
301000 RESALE REWEMWUE 55,990 .40 9421 601,746 51 94 .50 BE1,018.73
302000 CATERING RESALE REWEMWUE 3,439.00 5.79 35,004 .75 5 .&O 22 10050
= |* RESALE REWENLE 59,428 40 100.00 636,751 .26 10000 £83,119.23
303000 SALES DISCOUNT RESALE REWEMWUE 579.495- 0.8a- 5 368 .55- 0. 84- 11,908 05
= |* GSALES DISCOUNT RESALE REVEMUE 579.495- o.98- 5, 368.55- o 84- 11,908, 05
COST OF GOODS SO0LD 181,112 .98 2844 202, 811.45
= |** GROSS PROFIT & LOSS 58,849 .45 99,02 450,269 .73 o, T 468,399 .73
5690080 OTHER REWEMWUE 7975 143.00
R9Z2000  AMUSESWEND MACH COMM 8, 280,60 11,731.30
R94000 OTHER COMMISSIONS 34 627 .32 KERCH P
= |* OTHER DEPARTHMENT REVEMLE 42 987 &7 44 187 .21
RA1AAR S0l BRTFS & WORFS 10 377 AR 27 TR IRA RTT AL RT 10 M3 AR AR
And, the bottom of the last page would look like this.
=
Eeport Edit Goto  Yiew Extras Setlings  System  Help
& 34 H I SE@  BHE i EE @

Summary Operations Statement

4| |
(3] (][ conamn J[1<J[ [ ][] [ ] o] ] g
812000 CASH OVERAGE 51.20 G22.03 1,040 38
8140008 PRIDR FY¥ INCOME ADJUSTHEMT 43@.Mm
= * TOTAL OTHER REWENUE 51.20 G82.03 1,470.3:
TOTAL DEP/GEMERAL/MEX/OTHER REWENLE 59,534 66 943,549 52 1,036,804 2;
9120038 CASH SHORTAGE 55.16 a.e89 1,087 .03 n.12 1,291 . 4
91300838 LOSS OW DISP OF FIXED ASSETS 584 3.
91400838 PRIOR FY¥ EXPEMSE ADJUSTHMENT 20,7910

9150038 BAD CHECK EXPENSE
9160038 BAD DEBT EXPENSE 5.727.7
= * TOTAL OTHER EXPENSE 55.16 a.e89 1,0887.03 n.12 28,394 5!
NET PROFIT & LOSS 22,014 82- 36.98- 6,231 46- 0.66- 142,918 .51
7E3EAE  DEPR EXPENSE FURMN FIXTURES & EQUIP 67,244 02 F3,7T4 B
= * TOTAL DEFPRECIATION 67,344 .03 F3,774 .6
NET CASHFLOW FROM OPERATIONS 22,014 82- 36.98- 61,112 .57 G.48 216,693 . 2:
TOTAL DEPRECIATION/GEMERAL/OTHER EXPEMNSE 81,549 48 949, 780.98 893,885 61
|SELF SUFFICIENCY PERCEMTAGE | 73.00 | 99, 34 | 1159

This is a very complete report that can be executed for a cost center group or an individual cost

center.
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Budget Performance Activity — New

This report compares actual to budget for the current month/year with variance amounts and

percentages. This is a comparison for current month to the same month for the previous year.
=
| Frogram Edit Soto Enwvironment Systerm Help

| & D0 H e@@ DHE aman HEE @M

Budget Performance Activity - New: Selection

|§¢. wariation || Cutput Farameters. .. || Data Source... || Extract Farameters... |

Selection values

Fiscal Wear 20as
Period 5]
Flan “Yersion o

Selection groups

Caost Center Graup
or single valueis) to

Enter the Fiscal Year, the Accounting period, and the Cost Center Group or individual cost
center (s).

=
| Eeport  Edit Goto  Wiew Extras  Settings  Systermn  Help
| & 2300 e DHE Dnon DR O
Budget Perf. Act.
= T ]
(%=l [ &[] [11] Y]] )[R [08 cournn |[ <]« [ » [0 ][]
B Report: ZVK/ZCO1E BUDGET PERFORMAMCE BCTIVITY REPORT
Mame : HO_LROBINWSON Feriod 6 Ended March FY 2008
Cost Center or Group: 1163-304 CNRHI REGION REGREATION 1163
RAMCAS Aoctivity: Ao, .22
CURRENT MONTH
ACTUAL PLAN AR VAR % PRIOR YEAR |REYEMUE ELEMENTS ACT
75,949 127,500 51,551- 40- 128, 790 301008 RESALE REVENUE 5
108 292- 400 137- a8 302008 CATERING RESALE REVENLE
izl 76,058 127,208 51,151- 40- 128,878 |* RESALE REVENLE 5
225- 225 100- 20- 303008 SALES DISCOUNTS
lic] 225- 225 100- 20-| S8LES DISCOUNT RESALE REVENUE
i) 76,058 126,083 50,926 40- 128,859 |**  MNET RESALE REWENMUE B
361, 480 14 525 253,125- 41 - 570, 846 581008 PROGRAM REVENUE 3.2
o O78- 1,442 fi36 - 44 1,698- EA3008 OTH SALES DISCOUNT P
257 675 048,083 90, 409- 73- 912,925 EEGEO1A GROSS TIGKET REWENUE 4.0
117,121 827 .083- 944,205 114- 802, 747- G@6611 DIRECT TICKET EXPENSE 3.2
izl 734,118 734 083 a5 ] 88,3227 |**  PROGRAM REVENUE 4.0
1,817 1,517- 100- 1,304 592008 AMUSE/YEND MACH COMM
7,278 32 66T 25,389 78- 42 821 594008 OTHER GOMMISSIONS 2
izl 7,278 34,183 26 ,905- 79- 44 215 |**  COMMISSIONS 2
400 250 150 ] 2,250 EG2008 G F OPERATING GRANTS 2
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UFM APF Support Expense Report

This shows the Expense elements (all UFM offset accounts) broken down by Categories. Again,
by clicking the Expand and Collapse buttons additional data can be displayed.

=
| Brogram  Edit Goto  Emwironment  Systern Help

| & 1 9B @@ SHE nnon BE @
UFM APF Support Expense Report: Selection

|% Wariation || Cutput Parameters. || Data Source. . || Extract Farameters. . |

Selection values
Fiscal Year 2008
Feriod G

Selection groups

Cost center group
Orvaluels) ta

Enter data in the Fiscal Year, Period, and Cost center group fields.

(=g
| Eeport  Edit Goto View Exras Seftings  System  Help

| & A0 eee SHE Do AR 28
UFM APF Support Expense Report

2 [&l% =[] /I3 (][] coumn J[1J[<JT > |1 Il s

[ | Repart: ZYK/ZCOZ UFM APF SUFPPORT EXPENSE REPORT

WName : HO_LROBINSON Period 6 Ended March FY¥ 2008

Cost Center or Group: 1015-1681 NS GREAT LAEES 1015

EXPEMSE ELEMEMTS (CURRENT MONTH} CHO CAT & CHO CAT B CHO CAT G TOTAL PY CHMO CAT &
CIVILIAN PERSONMEL 109,207 .00 109, 207 .00 55,233.0€C
FIXED ASSETS 118,141 .68~ 118,141 .68~ 5,440 . 0E
COMMUWICATIONS
MATINTENANCE & REFAIR 2 678 .BE
MINOR COWSTRUCTION
SUFFLIES 18,472 1=
EQUIPMENT 12.71- 12.71-

TRAVEL/TRANSPORTATION OF PEOFLE
TRANSPORTATION OF THINGS

CONTRACTS 38,376.00 38,376.00 11,814 8¢
ALL OTHER EXPENSES 1,337.97
UFM HEADQUARTERS
= * TOTAL CURREWT MONWTH 118,141 .68- 147 ,670.29 29,428 .61 94 ,876. 41
EXPENSE ELEMENWTS (YTD) Y¥TD CAT A ¥TD CAT B YT CAT G ¥TD TOTAL PY YTD CAT &
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UFM APF Offset Report

The breakdown between UFM Labor and Non-Labor is displayed on this report.

=4
| Report  Edit Goto Wiew Extras  Seftings  System  Help

| @ 100 e CHE 900D BF 26
UFM APF Offset Report

| 5 = %/ [S[E][E coumn 1] [ ID T[]

Mame : HO_LROBIMSON Feriod 6 Ended March FY 2008

Cost Center or Group: 1163-303 CNRHI REGIONW FOOD & BEVWERAGE 1163

Activity CHMO LAEOR CHMO WOM LABOR ¥TD LABOR ¥TD WOW LABOR
7950 PMRF SHENANIGANS LUFM 1163 42,199-
= 01 ALL HAWDS CLUB 42,199-
= |*** CATEGORY C TOTAL 42,199-
= ** TOTAL ALL CATEGORIES 42,199-

This report is similar to others with Expand and Collapse buttons down the left edge of the
window.
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Analytical Reports (Field)
Executive Summary Rolling 12 months

One of the more useful new reports is the Executive Summary Rolling 12 months. Facilities on

the SAP system for less than 12 months will not see a full comparison on this report until after

the first year. Enter the fiscal year, period and cost center group.

|I§Er0gram Edit Soto Enviranment Sy=tam Help

| & DI EH @@ D e FEE @
Executive Summanry Rolling 12 Months: Selection

IE Wariation || Output Parameters. .. || Drata Source. .. || Extract FParameters. .. |

Selection values

Ending fiscal vear
Ending period

Selection groups

Cost Center Group
ar single valueds) jin]
RAMCAS activity to

This report shows pertinent data from Executive Summaries for the previous twelve months,
which depending on when the report is run could include parts of two fiscal years. All of the
functions, including drilldowns are available with this report as well as most of the others. As a
facility/Activity manager, experiment with all of the reports and decide which will be useful.

= REE

| Repol Edit Goto View Estras  Seftings  System  Help W
|& 000 @@ DHR aDon BF @6

Executive Summary Rolling 12 Months

23]l DG o Yo 228 3 3 1 M | 23 P2
[ |

Report: IVE / ZC22 EXECUTIVE SUHMARY
Namg HO_LROBINGON SUNMARIZED OPERATIONS STATEMENT
11 MOHTHS PRIOR TO PERIOD & FISCAL YEAR 2008

Cost Center or Group: 1915-101 NS GREAT LAKES 1015
RANGAS Activity i

REVENUES: APR HRY | JuH | Ju | AUG SEF ey HOY
RESALE REVEMUE 434,234 503,258 493350 472,304 484,455 463,356 466,064 536,120
SALES DISCOUNT RESALE REVENUE 748- 829- 535 584- 635. 647 601 467 -
PROSRAN REVENUE 261,563 327,519 34,134 344,453 324,860 305,108 245,876 271,969
CONHISSIONS 95,736 97,024 95,470 69,665 84,739 68,751 79,458 100,629
OTHER REVEWUE 52,322 37,729 370,735 75,555 59,501 53,146 75,785 47,275
EXTRA-0R0IHARY. REWENUE 12,400 2,487 7.562 6,037 13,763 12,548 19,019 10,834
P |TOTAL REVEHUE 455,508 957,188 1.320, 625 856,920 1,026,713 923,263 865,601 966,419
COST OF GODDS SOLD 172,875 190,841 199,748 170,322 217,645 185, 266 177,004 248,620
COST OF GODOS SOLD % 39.81 37.94 40.49 36.06 44.02 a2.15 37.98 46.38
EXPENSES:
SAUARIES & BENEFITS 544,647 595,772 575,003 580,109 578,682 550,150 580,914 556,933
SUPPLIES 71,130 61,273 76,481 85,337 156,845 534,984 59,308 61,106
DEPRECIATION-LOCAL 92,094 92,201 94,807 94,432 94,343 91,522 91,522 1,281
DEPRECIATION-CEHTRAL FUND 14,602 14,602 14,602 14,602 14,601 14,6062 14,602 14,602
HATHTERANCE 22,056 16,852 33,787 12,460 0,330 13,502 14,333 12,660
ENTERTAINMENT 6,045 3,025 2,665 37,583 4,663 82 3,705 900
CONTRACTUAL 120,617 124,643 114,741 108,750 130,273 175,328 105,017 137,163
UTILITIES 26,155 25,791 29,609 31,873 33,542 27,336 35,412 26,973
ADVERTISING & PROMDTION 12,485 3,034 9,429 .845 15,925 22,881 10,269 1,015
AUARDS & PRIZES 642 1,337 1,539 869 2,127 1,965 1,235 671
[ I ]
| & Messages ae defined b | PR 1y (100) o] | nowrsapd | 46 |
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Detailed Executive Summary Rolling 12 Months

While the Executive Summary Rolling 12 months report displays totals for revenues and
expenses, the Detailed Executive Summary will display totals by actual general ledger accounts.
This report has drilldown functionality to see the actual line items.

T-code: KSBB
[=
KModes Edit Soto  LHilities Settings  Swystermnm Help
& B oA H Sae& | B E G T8 EE & I

Application Tree Report Selection Cost Center Accounting

|@ With selection screen |

COST CEMTER REFORTS

e Standard Month-end Reports
0 Analytical Reports (CMI)
—E= Analytical Reports (Field)

Executive Summary Rolling 12 Maonths
Detailed ExEc Summary Roll 12 Mos
Executiwve Summary by Category & Actiwvity
Self-sufficiency Summary [(CCtr Grp)

UFM Eligible Offset by Cost Center

Double click on the report title. Then enter the Ending fiscal year and ending period. Also, enter
a Cost Center Group or single cost center.

=
Brogram Edit Soto Environment  Systerm Help

& D AH @@ DHEE ST Os ERE @b
Detailed Exec Summary Roll 12 Mos: Selection

|ﬁ Wariation || Output Parameters... || Diata Source... || Extract Parameters... |

Selection values Enter the cost
Ending fiscal vear 2008 C_enter group or
Ending perlad a7 single value for
cost center
/
Selection groups /
Cost Center Group |
ar single valuels) to E
RAMCAS activity to =

Using the navigation icons on the left of the report allows the user to expand or collapse sections
of the report as necessary. This is a great tool during budget preparations.
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Report Edit Goto View

Exras  Seftings  System Help

@

D e SHE Do R @m

Det ExSum Roll 12 Mo

3\ T T N o B850 2 23 ). R D 2535 7

Report: ZWK / ZC24
MName:  HO_LROBINSON

Cost Center or Group: 1139-101

GCOMNAVREG, GULF COAST 1139

EXECUTIVE SUMMS
SUMMARIZED OPERATIONS
11 MONTHS PRIOR TO PERIOD 7

RAMCAS Activity: .
L]
REVEMNUES: MAY JUN Ju AUG SEP ocT
301000 RESALE REVENUE 464 875 505,138 479,727 441,145 291,241 489, 3¢
302008 CATERING RESALE REYEWUE 17,851 27 224 9,434 15,938 9 406 3,51
™ |RESALE REVEWUE 482,726 532,354 489 161 457,083 300, 647 412,97
303008 SALES DISCOUNT RESALE REYENUE 766~ 589- 564~ 658~ 355- -1
™ |SALES DISCOUNT RESALE REVEMUE 766~ 589- 564~ 658- 355- 8:
501008 PROGRAM REVENUE 728,812 733,582 752,035 661,027 408, 982 699,17
503008 OTHER SALES DISCOUNT PROGRAM 62- 36- 5- 12- :
506010 GROSS TICKET REVENUE 134,961 134,035 127,671 85,768 3,522 78,0¢
506811 DIRECT TICKET EXPENSE 125,118- 124 183- 117,608- B5,447- 28, 487- 68,6¢
506031 DIRECT CRUISE EXPENSE
3 PROGRAN REVENUE 738,593 743, 485 762,093 661,348 412 005 7088, 48
592000 AHUSE/VEND MACH COMH 338 3 251 384 13
584008 OTHER COMMISSIONS 11,827 21,1688 16,689 13,388 751 24,17
= |COMMISSIONS 12,165 21,431 16,940 13,772 882 24 .17
562000 CENTRAL FUND-OPERATING GRANTS 2,17 23,000 34 402
569000 OTHER REVENUE 99,915 40,824 48,030 80,644 48,158 3,58
571000 COMMERCIAL SPONSORSHIP REVWENUE 450- 17,050 3,000 5,485- 4,66
= |OTHER REVEMUE 62,183 57,874 48,030 106,644 T7.075 8.1¢
812000 CASH OVERAGE 2,898 3,243 1,278 1,742 1,877 8t
813000 GAIN ON DISP OF FIXED ASSETS 3,386
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Self-Sufficiency Summary (CCtr Grp)

This report displays the revenues, expenses, profit and loss, and the self-sufficiency percentages
by cost center. The Selection window requires entries in the Fiscal Year, Period, and Cost
Center Group fields.

=
Frogram Edit Goto  Environment  Systerm Help

& 3 4@ eE@ DEE STas BEE @
Self-sufficiency Summary (CCtr Grp): Selection
| Cutput Parameters... || Data Source... || Extract Parameters... |

Selection values
Fiscal Year 2008
Period G

Selection groups

Cost Center Group
Or valuels) ta

Notice the Expand and Collapse buttons on the left edge in the screenshot below. By clicking the
expand buttons, the system displays the individual cost centers that make up the group and all the
related data including the separate self-sufficiency percentages.

Repaort Edit Goto View Extras Settings  Systern  Help
| & 200 60 CHE Dnon BE 0B
Self Sufficiency Summary CCtr Grp

| = = | &[] [E[E][E_corunn J[1I[ [ D]

|II7

Report: ZVE/ZC38 SELF SUFFICIENGY SUMMARY BY COST CEWTER GROUP
HName: HO_LROBIWSON Feriod 6 Ended March FY¥ 2008
Cost Center or Group: 1163-303 CMRHI REGION FOOD & BEWERAGE 1163
CURRENT  MONTH
COST CEMTER REVENLUE EXPENSE P&L 55 % PFY P&L RE
4962 0AHU CLUB PERRL G/M 1163 367 714 1,081 -51.36 11,232
4963 0AHU CLUB PERRL BAER 1163 16,400 596 16,996( -2751 .92 11,672
4964 0A&HU CLUB PEARL RESALE 1163 370 a 370 0.a0 1,307
4969 0AHU CATERING & COMFEREWCE BAR 1163 166 106 271 -158.04 662
= O&HU CLUE PERRL 1163 17,803 1,415 19,218[ -1258. 08 24 873
4975 0AHU OCEANS G/A 1163 19 -1, TN -1,692 1.14 -202
4976 DAHU OCEANMS BAR 1163 2,552 530 3,082 -481 .48 -1,489
4977 0DAHU OCEAMS RESALE 1163 55 1] 55 0.00 E1
= |* O8HU DCEANS 1163 2,637 -1,181 1,486 22322 -1, 640
4973 0A&HU BEEMANS CEWTER G/A& 1163 a -1 -1 13.33 -36
4379 0AHU BEEMANS CEWTER E&R 1163 g57 -Rg, gz2 -G8, 966 1.60 -2 168
4980 0AHU BEEMANS CENTER RESALE 1163 10 a 10 0.oo 41
= |* OAHU BEEMANS CENTER 1163 957 -59,923 -58, 956 1.81 -2,1584
FE |* PMRF SHENANIGANS ALL HANDS CLUB 1163 11,055 671 11,727| -1646.52 -8,328
FE |* O8HU FOOD & BEWERAGE CONTRACTS 1163 ] 1] 1] 0.00 -1,69
= |** TOTAL 32, 461 -59, 018 -26,556 55.00 11,060
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Actuals Self-Sufficiency UFM Report

The report shows the Actual Profit/Loss before and after the UFM offset and the Self-Sufficiency

percentages before and after the UFM offset. As with the previous report, the ‘expand’ and
‘collapse’ buttons along the left edge will display more data if desired.

|@Bepon Edit Goto View BExras Seftings System Help

|@ TiH 0@ CHR DDA DR @8
Actual Self Sufficiency UFM

Llloal @) (s )| )] (EN[E2]{08 corwmn ) w][ I Im P[] el )

Report: ZVK/ZC23 ACTUALS SELF SUFFICIENCY BEFORE/AFTER UFM OFFSET
Name: HO_LROBINSON Period 6 Ended March
Cost Center or Group 1163-303 CNRHI REGION FOOD & BEVERAGE 1163
ACTIVITY REVENUE EXPENSE P&L BEFORE UFM S5 % UFM OFFSET P&L AFTER UFM £5°%
01 ALL HANDS CLUB 11,055 -671 11,727| -1,646.52 11,727| -1,646.52
83 CPO CLUB 2,637 1,181 1,455 223.22 1,455 223.22
85 ENLISTED CLUB 17,637 -1,318 18,947| -1,346.11 18,947| -1,346.11
78 SPECIALITY FOOD & BEV O 166 -105 271 -158.04 271 -158.04
79 SPECIALITY FOOD & BEY O 967 59,923 -58,956 1.61 -58,956 1.61
= * CATEGORY C TOTAL 32,461 59,018 -26,556 55.00 -26,556 55.00
= ** TOTAL ALL CATEGORIES 32,461 59,018 -26,556 55.00 -26,556 55.00

After ending inventories are entered for the month, this report is generated showing the total
current period revenues and expenses per cost center and the per cent of sales. This report is
for current month as well as year to date COGS.

|II7
Frogram  Edit Goto  Environment  Systermn Help

| & | 1 AH e BN D000 PR QB
Cost of Goods Sold: Selection
| Qutput Parameters.. || Data Source.. || Extract Parameters... |

Selection values

Fiscal Year

2008
Period 3

Selection groups
Cost center group 1120-101| I:p]
Or value(s) | to [ IE'

Click Execute
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=
Report Edit Goto Wiew Extras Seftings System  Help

& ol daH cEe DHE omTmaosn  BE @D
Cost of Goods Sold
| e 2 | == 23 [ (][] [@8 eoran <] < ][> )0 2] 58] EE]

Report: ZWK Cost of Goods Sold COST OF G00DS

Name DPHILLIFS PERCENTABE REFORT Page: 1 of 3
Feriod 3 ended December 2008 Date: B1/25/2008
Cost Center or Er‘nup'l I]
05T CEWTER CUR PER SALES | CUR PER COGS % OF SALES ¥TD SALES ¥TD COGS % OF EALES
116. 60 33.96 29.13 264.48 1,348.57- 506,87 -
§,750.98 1,380.48- 20 45- 23,811.18 4,675, 45 19.65-
31.88 1,225.20 281.03- 1641 -
9.99
18.00-
H Subtotaled
314,31 257 .21
i by YTD%  |-N
\ 3,081 .22

304 TE \.140.23

6 366 60 591 .92 930 16,217 38 2,753 .18 16 98
] 31,285.75 6,092.94 19.48 T2,240.30 15,335.895 21.23
1 a0 14 27 . 88 34 6O 411 .74 29 605 21 63
1 657 .50 292.50 44 .49 2,7z20.00 521.26 22 .84
i 43 862 00 10,767 65 24 55 141,640 48 32,550 35 22 a8
1 6 091 97 1,689 13 27 73 23,727 .28 6,280 72 26 47
I 32,062.82 11,421.12 35.62 121,992.50 33,099,087 27 .13
i 88,913 76 23,005 74 26.99 260,151 26 72,526 96 27 a8
1 3,485 37 792 84 22 75 8,872 37 2,538 35 28 61
I 5 113497 Ta6 94 15 58 20,485 07 5,883 07 28 72
1 G 043 17 2,103 47 34 .81 13,7256 33 3,064 286 28 88
1 18,681.97 4,385.20 23 .47 4z2,955.70 13,085, 44 3046
i 3 886 F5 1,036 15 26 66 9,979 50 3,158 .17 31 &7

Click on a column and sort. The above report was sorted on YTD % of sales.

This report can be used to compare current COGS to the recommended COGS in the financial
standards 1710.11 appendix G.

NOTE: Non-retail activities cannot use the drilldown function in the COGS columns.
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Cashier Overage/Shortage

A g/l line item display report can be run to review the overages/shortages. Execute this report
monthly and investigate any large amounts. Take necessary steps to reduce these occurrences.

FBL3N GL Display Line item

=4
Frogram Edit Goto  Systern Help

| & 148 @@ HNE nnoas B @
GIL AccountLine Item Display

/ Enter both
812000 and

GiL t selecti
account selection ‘/ 912000
GIL account 212000 to

Company code | @ to

Enter
company code

o]

Selection using search help
Search help 1D
Search string

& Search help

Line itern selection
Status
O open items
Open at key date 01425/2008

O Cleared items Enter a date
range

Clearing date

Open at key date

@ All iterns

Fosting date 10401/2087

ta 12431/2007

Type
MNarmal iterns
[ Moted itemns
] Parked items

List Cutput
Layout
Maximurn number of iterns

Enter both the overage and shortage account. Looking at one account without the other could be
misleading.

Click Execute.
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Select AIMS21 layout to see a summary for the quarter by cost center.

| List Edit Goto Extras Environment Settings  Swstermn  Help

| & 10H e DHB DDon AR QF
G/L Account Line Item Display

LD M) s 2] =] [EN[IE8 seiections [f

Status: w” Fosted N Parked @ open @

Cleared Choose

Run Date: B1/25/2008 15:40:15 AIMS21

U=ser © DPHILLIPS Iayout.

1163 * *

‘ St|‘|’ear‘#mnnth‘.ﬂ.ss1gnment |Eust Ctr ‘.ﬂ.muunt in local cur.
* 2088/01 LSC 5048 8.00-
* 2008/02 ASC 5048 2.75-
* 2008/03 ASC 5048 3.50-
* = LSC o482 14 25-
REd ASC 14 .25-
* 200801 BANY AN 49652 1.05-
* 2088/02 BAOMY AN 4962 2.50
* 2088/03 BAOMY AN 4962 15.88
i BANY AN 49652 17.33
rEe BAONY AN 17.33
* 2088401 BEEMAN 4978 31.15
* 2008/02 BEEMAN 4378 11.05-
* 2008/03 BEEMAN 4978 10.208-
* = BEEMAN 4478 9.90@
REd BEEMAN 9.90
* 2008/01 BEEMANS 4978 12.25-
* = BEEMANS 4978 12 .25-
REd BEEMANS 12.25-
* 200801 ELOCH 5031 23.26
* 2088/02 BLOCH hE31 18.008-
* 2088/03 BLOCH 5031 3525
i ELOCH 5031 40.51
b BLOCH 4051
* 2088401 BLOCH FITHWESS hO72 2.00
* 2008/02 BELOCH FITHESS 5072 1.45
* 2008/03 ELOCH FITHESS 572 44,00
* = BLOCH FITHWESS hOv2 47 .45

This report can be subtotaled by assignment which is the location or by text which is the
cashier’s name.
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Outstanding Purchase Orders

The field should be analyzing their outstanding purchase orders regularly. Sometimes things
change and a purchase order needs to be cancelled or the product is never received. As long as

the goods receipt has not been posted, a purchase order can be deleted.

Transaction: ME2N

=g

Frogram  Edit Goto  Systermn Help

&

dIBICEee  BHRE STO0(HEE @

Purchasing Documents per Document Number

Furchasing document
FPurchasing organization
Scope of List

Selection Parameters
Document Type
Furchasing Group

Site

ltern Category

Account Assignment Category
Celivery Date

walidity Key Date

Range of Coverage to
“endor

Supplying Site

Atticle

Merchandise Category
Document Date

Intern. Aricle Mo, (EANIUPC)
Yendar's Aricle Mumber
Wendor Subrange
Prarmation

Seasaon

Season Year

Shart Text

Yendar Name

Click on Execute.

Note: This report can take a couple of minutes to compile the data.

2000
BEST
1_0OPEN_PO

ju]

to

336 | —————]

Enter a purchasing
group or a range

&[10/01/2008[=)

Enter a delivery
date that is less than
3 months earlier
than the time you
run the report, so
new Pos will not
appear on this
report

[s]=]

[ele]e]o]s]s]-]

[slele]o]olele]o]s]s]d]
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[I=
List Edit Goto Environment System  Help

& | A H @@ BHE SDa8 BEE

Purchasing Documents by Document Number

PrintPreview| FO History| Changes | Delivery Schedule | Services|

PO Type Vendor Name SGp Order Date
Item Article Short Text Hdse Catogy
DI & Site Sloc Order Oty Un MNet Price Curr. per Un

4500026082 NE 4000029662 UNIVERSAL TOURING CORP (JPY) 336 B1/24/2008
jelefzloy] HOTEL RESERVATION FOR K¥OTO TOUR 413&1ﬂ5”’/

K 5078 1 LOT G116, 6808  JPY 1 Lot
5ti11 to he delivered 1 LOT 16,000  JPY 100.00 %
5ti11 to be invoiced 1 LOT G116, 6008  JPY 100,60 %

4R00026629 NE 40000BOBEE SPORTS SUPPLY GROUP 336 B2/17/2006
noood /v WNET PROTECTOR PAD 4070104

l—Eoon 1 EA 51.09 UsD 1 EA

Double click on the 1 EA 51.08 USD 100,00 %

: : 1 EA 51.09 UsD 100,60 %
OrangeIIHEto drill down FOR MERCURY CLUB BALL SIZE 4 4070104

to the purchase order for 50 EA 7.87 USD 1 EM

more details. 50 EA 393.50 USD  100.80 %

50 EA 39350 USD 100,600 %

4500027095 NE 4000028655 CONSTRUCTIVE PLAYTHINGS 336 B3/09/2006
efafefale] ITEM#COMZ7E BEAN BAG CHAIR GREEN 2070801

K 51682 2 EA 30.51  UsD 1 EA
5ti11 to he delivered 2 EA& G1.02 UsD 100,080 %
5ti11 to be invoiced 2 EA 61.02 USD 100,60 %

4500027197 NE 4000002800 QUBICA SMF WORLDWIDE LLC 336 B3/14/72006
neoze ITEM#839533002B6G NUT-FLX-TK*8-32HT/BAGTE 20760081

K 5070 40 BAG 2.83 UsSD 1 BAG
5ti11 to be delivered 28 BAG T9.24 USD TO.08 %
5ti11 to be invoiced 28 BAG T9.24 USD TO.08 %

npozz ITEM#314333122B6 SCR-HX 8-32X3/4 (BAG1O) 20700017

K 5070 108  BAG 1.27 USD 1 BAG
5ti11 to be delivered 83 BAG 105.41  USD g3.00 %
5ti11 to be invoiced 83 BAG 105.41  USD g3.00 %

4500027311 NE 4000065560 PRECISION SMALL EWGING CO 336 B3IATIZ2006
neat2 ITEM& Z280MTNS1175P 2070801

K 5070 1 EA 385,99 USD 1 EA
5ti11 to be delivered 1 EA 385.99  USD 100,60 %
5ti11 to be invoiced 1 EA 385.99  USD 100,60 %

4500027938 NE 4000031409 INSTAWARES INC 336 B4/10/2006
jelefzloy] ITEM# BUF-MFCF27 2070801

A 5O7E 1 EA 1,761.36 USD 1 EA
5ti11 to be delivered 1 EA 1,761.36 USD 100,60 %
5ti11 to be invoiced 1 EA 1,761.36 USD 100,600 %

nopez ITEM# BUF-CB11554 2070801

K 5070 2 EA 480,60 USD 1 EA
5ti11 to be delivered 2 EA a66. 60 UsD 100,600 %
5ti11 to be invoiced 2 EA aga. 6 UsD 100,600 %

4500028033 NE 4000000504 BROCK ENTERPRISES 336 B4/13/2006
jelefzloy] ITEM#9483TD TEACHING PLATFORM 2070801

K 50897 8 EA 1,916, 80 USD 1 EA
5ti11 to be delivered 8 EA 15,280.00 USD 100,60 %
5ti11 to be invoiced 8 EA 15,280.00 USD 100,60 %

4500028351 NE 4000031870 HAYAMA SHOKUBUTSUEN 336 B4/28/2006
jelefzloy] PLANTS MAIWTEMAWCE SERVICE 2070801

K 5085 1 JOB 32,080 JPY 1 Jog
5ti11 to be delivered 1 JOB 32,080 JPY 100,600 %

This report was
executed Feb 2008.
The purchase orders
listed need to be
investigated. The
expected delivery
dates are very old.

Purchase order with goods receipt, but no invoice

As explained in the g/l line item section, there is a chance that a direct invoice (AP) was entered
instead of invoice verification (MM) resulting in double expensing. There is a transaction to
check to see if goods have been received, but no invoice entered.

Transaction: ME2N
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=
Erogram Edit Soto

& 5

Systern  Help

1@ e@@ DHEE ETmOas BEE @)

Purchasing Documents per Document Number

Furchasing document to

Furchasing organization 2000 to

Scope of List BEST

Selection Parameters 2_NO_TINY to

Document Type to

Furchasing Group Enter the
Site to correct
ltermn Category ta selection
Account Assignment Category ta parameter
Delivery Date

walidity ey Date Entera

Range of Coverage to prChaSlﬂg

“endor group or

Supplying Site range

Article o

Merchandise Category to

Document Date to

Intern. Article Mo, (EARILUPC) to

“endor's Article Mumber to

“endor Subrange to

Fromotion to

Season to

Season Year to

Short Text
wendor Mame

Click execute.

=
| List Edit Goto

@

Environment  Systern  Help

JH @@ CRE Do BEE

Purchasing Documents by Document Number

F'rthrewewH FO H\STDWH Changes || Delivery Schedule H Sennces|
PO Type Vendar Nane 5Gp Order Date
Item Article Short Text Mdse Catgy
I A Site SLoc Order Oty Un Wet Price Curr. per Un
4500027095 MB 4000028655 CONSTRUCTIVE PLAYTHINGS 336 03/08/2006
0o0a6 ITEMECPX-1008 CLEAR TOTE BIN 2078001
K 5102 188 EA 5.85 UsSD 1 EA
S5ti11 to be delivered 0 E& o.08 UsD 0.00 %
§ti11 to be invoiced 168 EA 535.00 USD 100.00 %
oepeyT ITEM¥TCF-026 GIANT CUDDLE-UP PILLOWS 2070001
K 5102 2 175.06 USD 1 EA
5ti11 to be delivered o EA o.08 USD .00 %
5§ti11 to be invoiced 2 EA 360.12  USD 100.00 %
oepag ITEMECOM-2745-07 BEAN BAG CHAIR BLUE 2070001
K 5102 2 30.51 USD 1 EA
51111 to be delivered 0 EA @.08 USD 0.00 %
Sti11 to be invoiced 2 61.02 USD 100.00 %
opp1n ITEM¥COMZ245 BEAN BAG CHAIR RED 2078001
K 51682 2 EA 36.851  USD 1 EA
5ti11 to be delivered 0 E& o0.eg  UsD 0.o0 %
5ti11 to be invoiced 2 61.02 USD 100.00 %
oeE11 ITEM&COM245 BEAN BAG CHAIR MULTI PRIMARY 2878001
K 5102 4 E& 30.51 UsD 1 EA
S5ti11 to be delivered 0 E& o.08 UsD 0.00 %
Gti11 to be invoiced 4 ER 122.04 USD  1@0.00 %
oepT4 ITEM¥HIL-G100 SCORE BALL 2070001
K 5102 1 E& 18.86 USD 1 EA
5ti11 to be delivered o EA o.08 USD .00 %
5§ti11 to be invoiced 1 E& 18.86 USD 100.00 %
oee1s ITEMEKPP-817 DINOD BEAM BAG TARGET GAME 2070001
K 5102 20.93 USD 1 EA
5§ti11 to be delivered 0 E& o008 UsD 0.e0 %
S5ti11 to be invoiced 1 E& 29.93 USD 100.00 %

[s]s]s]s[s]s]4]

o] o] s[s]s] ] 5]

This purchase order
was received, but
never invoiced in
the MM module.
Review the vendor
open and cleared
items to see ifa
direct invoice was
entered.

(May 2008)

66

Analytical Reports (Field)



Activity Manager Reporting

HR ADHOC Query

All employees HR data should be entered into SAP. GS and local national employees have
limited data stored since they are not paid with NAF dollars and do not flow through to ADP. A
report can be executed in SAP which lists information that will assist with audits.

Transaction code PQAH

Query  Edit Goto  Extras  System  Help

] 3 0B @R LHE SO0 BRE @

Ad Hoc Query (InfoSet: HR Master Data with Benefits Information)

[0 = [H output
|| |E Repoing period: Today
Field group/fields | Zelection | Output bs| Reporing set

(21 Selaction fields from InfoSet | [=] | Unrestricted
[0 Keyfields (] restrict by: lm
B 3 Actions M

e Click the open folder @ icon. The list of queries will appear.

e Scroll down the list of Queries, select H_ HQ 004 — Employee Report for Auditors, and click
the green check mark to accept.

« Reporting Period defaults to today. | T2 e RS s T0
change the date click on Reporting period and use the drop down to select Key Date. Change
to desired date.

e In the Personnel Area field use the drop down arrow to select the desired personnel area.

e In the Personnel SubArea field use the drop down arrow to select one SubArea (individual base
name) or click on the right arrow and select more than one.

e Employment status is 3 for active employees. Use the drop down to change status or leave as
defaulted. If you do not wish to limit by employment status leave blank and withdrawn,
inactive, retiree and active employees will populate.

e Click the Qutput Ml icon to run the report.
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Employee Report for Auditors

Employee Report for Auditors
Pers.nu.lLast name |First name |Pa3r Plan, 8...|0t:|ject descript... | Pay ratel...lCust ctriCust Center Personnel ar
EDDDMBH EMPLOYEE MARY AR CCAT0202 |EdTech (GEE4) | 1236 U 5945 MAREG CD GRP HME ... |MWR COMRY
00004276 GEMERALIST  HUMAN RESOURCE |CC170202 EdTech (GSE4) | 1236 07524  NORCDPROG UFM MR O
00004355 SPECIALIST  MOMAPPROPRIATED NF 1101 04 | Ops Mar (FE) 3900 ([LITA11 MID-ATLREG FEB UFM | MWWR CORMMe

Query results will be listed.

Downloading Query Data to Excel

Click the Excel icon B to transfer report to an Excel spreadsheet or the local file icon will
save spreadsheet to a specific drive.

Click the local file icon.

IE save istinfile .

I wehich format should the list
he saved ?

O unconverted

...............................

(O Rich text farmat
{JHTML Farmat
O In the clipboard

e Select the radio button for spreadsheet.

III:' SAP Cluery 027085200801 6:17:46 HQ_KDECEMNT
Diirectory b:IDucuments and Settingsikathleen.decentSaparkDir Gh
File Mame | XLS [5)

| Generate || Feplace || Extend |

e Directory - Click the drop down menu to choose where the report will be saved.

e Click Replace to save the report.
Report has been transferred to desired location
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Budgeting Reports

There are several reports that can be run before and after entering the new budget to assist and
check the new budget projection.

Fixed Asset Depreciation

The SAP Fixed Asset Balance Report can be executed to help the manager determine the budget
year’s depreciation. The report will have to be executed twice. The difference between the
reports will be the next year’s budget depreciation amount. SAP will take into account any
assets that will be fully depreciated in the year the reports are executed. The manager will need
to manually add any planned additions and manually deduct any retirements to both reports.

ARTO>AIMS Asset Accounting reports>Asset Balances

Since the budget call is usually done in May, execute the report leaving the default date. This
will show the fixed assets net book value as of the end of the current fiscal year. In this example,
the current fiscal year is 2008. The budget year is 2009.
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=
Brogram  Edit Goto

| &

Systerm Help

B HICE@ BERE S D48 EE @ o

Asset Balances

© [l =) =

Company code 1163 *\m-\ Enter the
company
Asset number ta
code
Subnumber to
Selections
Assetclass to = Enter the cost
Business area <‘/'[E__/ o center
Cost center to =
Site to 5
Lacation to 5
Aszset super numhber to =
Worklist
Settings / Leave the default report
date which should be the
MEenl L 8330/ 20050y last day of the current
Depreciation area 61 Book deprec. fiscal year
Sortversion Z@99 Co. code/ costcenter/ assetclass

Translation method

N

Enter the sort

[ current hook value

OlListassets version Z099
O ... armain numbers only
@ . or group totals only
' -
Click on the
. . icon for ‘or
Display options
Dicl ot group totals
isplay warian only
[JuUse ALY grid
Further selections
Balance sheet account o
Capitalization date to
Acguisition walue to
Accumulated depreciation to
Book value to
Funher settings

The report will show totals by cost center by asset class. The accumulated depreciation is the

projected accumulated depreciation up to September 30 of the current year.
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|I:D

| &

List Edit Goto Seflings

Systern Help

1H e BERE 0400 EE @m

|

Asset Balances

| RN CEY Y

Report date: 08/30/2008

Asset Balances - 01 Book deprec.

Created on: 03/20/2008 1
CoCd Cost Ctr Class Description Acguis.wal. Acoum . dep. Book wval. Crecy
1163 1356 OTHER OTHER FUNDS o.o0 [.oo o.o0  UsD
* 1163 1386 190,335.35 176,253 .43- 14,081.92 USD
1163 1440 165008  PREFAID MINOR FRPTY 5,326.20 5,325.20- o400 UsD
1163 1440 173000  FF&E 567, 812.51 470, 066.10- 97 . 746.41 USD
1163 1440 OTHER OTHER FUNDS o.o0 a.oa o000 UsD
1163 1440 573,138.71 47h 392 .30- 97 746.41 USD
1163 4954 171008  VEHICLES 18,731.00 18,731.00- oo UsD
1163 44954 1730080 FF&E 11,336.65 10, 737.75- 598.80 USD
1163 4954 1740080  MWR CF FF&E 267,067 .64 189,172.91- TT.894.73 USD
* 1163 4954 297 ,135.29 218 641 .66- T8,493.63 UsD
1163 4955 173008 FF&E 20, 044,00 11,351.48- g,692.52 USD
1163 44955 APF APPROPRIATED FUNDS o.o0 [.oo o.o0  UsD
* 1163 4955 20,044 .00 11,351.48- 8,692.52 USD
1163 44956 173008 FF&E 16,807 .46 16,807 . 46- o400 UsD
1163 44956 174000  MWR CF FFEE 118,684 .00 119,684 .00- o.g0  USD
1163 44956 OTHER OTHER FUNDS o.o0 a.oa o000 UsD
* 1163 44956 136,491 .46 136,491 46- oo UsD
1163 44957 171008  VEHICLES 12,384.00 12,384 .00- oo UsD

Create another session and execute the same report, but advance the date of September 30 to the
year of the budget call. In this example, the budget year is 2009.

Budgeting Reports

71

(May 2008)



Activity Manager Reporting (CO)

=
Program  Edit  Goto Systerm Help

| @ B aH @@ DHE nnon BE @B

Asset Balances

Enter the
Company code 1183 company [ =]
Asset numher code E
Subnumber E
Selections
Assetclass to [ =]
Business area to E
Cost center to E
Site o E
Location to E
Asset super numbhber to E
Worklist
Enter
EEe— «— 09/30/XXXX with
_ XXXX =the
Report date 09,30/ 2008 =) budget year
Depreciation area b1 Book deprd
Sort version ZB99 Co. code fcost center/ assetclass
Translation method \ Enter 2099
for the sort
O List assets version
... or main numbers only
@ . nrgﬁu% Click on the
icon for ‘or
group totals
Di=play options only
Display variant
[ Use ALY grid
Further selections
Balance sheet account to
Capitalization date to
Acguisition value to
Accumulated depreciation to
Book value o
Further settings
[ current book value

The report will show the same fixed assets. The total accumulated depreciation will be what the
accumulated depreciation will be as of the end of the next fiscal year (the budget year) assuming
no increases or decreases. The difference between the two numbers is the projected depreciation
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expense for the budget year. Again, the depreciation expense derived from these two reports
does not include any new acquisitions or retirements for the current year (in this example 2008)
or any acquisitions or retirements for the budget year (in this example 2009). It will only give
the starting point.

=
| List Edit Goto Setlings Systern Help

| & 100 @@ CHE 2000 PR QF
Asset Balances

LD ]S &) =[]

Report date: 09/30/2009 figzset Balances - ©1 Book deprec.

Created on: B3¢/20/2008 1
CoCd Cost Cir Class Description focguis.wal. Accum. dep. Book wal. Crcy
1163 1383 165008  PREPAID MIMOR PRPTY 24,011, 74 24,6811.74- B.o@ UsD
* 1163 1383 24,011, 74 24,6811.74- B.o@ UsD
1163 1354 165008  PREPAID MIMOR PRPTY 20,7332 20,733.21- B.o@ UsDh
* 1163 1354 20,7332 20,733.21- B.oo UsD
1163 1356 17100868  WEHICLES G0, 095, 06 GO, 095, 06 - B.oo UsD
1163 1386 173008  FF&E 130,240 35 127,640 . 02- 2 600.33 UsD
1163 1356 OTHER OTHER FUNDS oo o.ag B.oo UsD
* 1163 1386 190,335, 35 187,735.02- 2 600.33 UsD
1163 1440 165008  PREPAID MIMOR PRPTY 5, 326,20 5,326.20- B.o@ UsDh
1163 1440 173008  FF&E 56T, 812 51 F28,224 .89- 39 BBY B2 USD
1163 1440 OTHER OTHER FUNDS oo o.ag B.o@ UsDh
* 1163 1440 573,138.71 533,551.09- 39, 887.62 USD
1163 4954 17100868  WEHICLES 18,73 .00 18,731 .06- B.oo UsD
1163 44954 173008  FF&E 11,336 .65 11,336 .65- oo UsD
1163 44954 1740068 MWE CF FF&E 267,067 .64 267,067 .64- B.oo UsD
* 1163 44954 297,135,249 287,135.29- B.oo UsD
1163 44955 1730068  FF&E 20,044 00 14,560.49- 5,483.51 UsD
1163 44985 APF APPROPRIATED FUNDS oo o.en g.oo UsD
* 1163 44985 20,044 08 14 560.49- 5 483.51 UsD
1163 44955 173008  FF&E 16,807 . 46 16,807 . 46- oo UsD

These reports can be downloaded into excel, so if the user is comfortable using excel, down load
the figures and let excel calculate the depreciation expense.
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NAF Budget by Category 12 months

| =

FProgram Edit Goto  Enwvironment Systerm Help
| & 5 0 B e@@ Dotk oo FE @B
NAF Budget by Category 12 Mos: Selection

|| |G| |fa vanation |[##]] output Parameters... || Data Source.. || Extract Parameters... |

Selection values
Fiscal Wear 2oag
Flan “Yersion o]

Selection groups

Cost Center Group

ar single valueis) 1o
Cost center category to
RAMCAS activity 1o

Budgeted amounts are displayed by month by cost center on this report.

=4
| Eeport  Edit Goto “iew Exiras Settings  Systerm Help

| & D1 e@e SHE nDhon BE QB
NAF Budget by Catgeory & Activity

i|fE| == E ] [ 3] ][ _conumn J[1<J[ < J[> J[or [ ] e

[ ] Report: ZWK/ZC14
Mame : HO_LROBIWSON

Cost Center or Group: 1163-303 GNRHI REGION FOOD & BEVERAGE 1163

Cost Center Category: *

RAMCES Actiwity: * *

REWENUES : OCcT WOy DEC JBN

301000 RESALE REWEMUE 135 683 135 683 135 683 135 683

302000 CATERING RESALE REWEMUE 4, 080 4 000 4 0O0 4 000
& |RESALE REWENUE 143 683 143 EB83 143 EBB3 143 EBB3

303000 SALES DISCOUNT RESALE REWENUE 1,767- 1,767- 1,767- 1,767-
& |SALES DISCOUNT RESALE REWEMNUE 1,767- 1,767- 1,767- 1,767-

592008 AMUSE/YEND MACH COMH 2,492 2,492 2,492 2,492

594008 OTHER COMMISSIONS 40 667 40 667 40, 667 40,667
= [COMMISSIONS 43,1568 43 158 43,158 43,158

569008 OTHER REVENUE 2,592 2,592 2,592 2,592
= |OTHER REWENUE 2,592 2,592 2,592 2,592

814000 PRIOR FY IWCOME ADJUSTMENT 417 417 417 417
= |EXTRA-ORDINARY REVENUE 417 417 417 417
= |TOTAL REVEMUE: 188,083 188,083 188,083 188,083

By clicking on the buttons on the left edge of the display, each element in detail can be viewed or
collapse the display to show only the major headings.

(May 2008) 74 Budgeting Reports



Activity Manager Reporting

NAF Budget Current & Prior Yrs Plan

This report displays comparisons between what is budgeted for the current fiscal year and what

was budgeted last year. The variance between current FY and previous FY is also displayed.

This report should be run after the new budget has been entered. Large variances should be

questioned to make sure an error has not occurred.

=

| Eeport  Edit Soto Wiew Extras Settings  Systerm Help

| & D0 H e CHBE Dhoa PR @6
NAF Budget Current & Prior Years

[P/ &l [H) 7] (/@D (&) [BB) (B cowmn [« J[» J[o1 ][] [ ]

[ ] Report: ZWK/ZCZ6 MAF BUDGET CURREMT & PRIOR YERRS Fage: 1 of 1

hName : HO_LROEIMSON INCOME/EXPENSE Date: @3/12/2008

Feriod 6 ended MAR 2088
FPlan Wersion @

Cost Center or Group: 1163-303 CWRHI REGION FOOD & BEYWERAGE 1163

Cost Center Category: = -

RAHMCAS Activity: * *

REWEMUES : CURRENT YEAR FREVIOUS YEAR VARIAMCE

301080 RESALE REWEMUE 838,108 FO9,158 128,950

30z2EA0  CATERIMG RESALE REWENLUE 24, 0oe 21,000 3,000
= RESALE REWENUE 862,100 T30,150 131,950

302080 SELES DISCOUNT RESALE REWENLUE 10, 680- o 10,600-
™= SALES DISCOUNT RESALE REWEMNLE 10,600 - e} 18, 680-

592000 AMUSEMENT WENWDING MACHINE COMMISSIONS 14,950 14,0080 950

5894080 OTHER COMMISSIONS 244 0o 278,508 34 ,500-
™= COMMISSIONS 258,950 282,500 33,550-

569000 OTHER REWEHWUE 15,550 15,080 550
™= OTHER REWENLUE 15,550 15,080 550

814080 PRIOR FY IMCOME ADJUSTHMEMT 2,508 e} 2,500
= EXTRA-ORDINARY REWENUE 2,500 e} 2,500
= TOTAL REWEMNLUE: 1,128,500 1,037,650 90, 850

EXFPENSES: CURREMT YERR PREVIOUS YEAR VARIAMCE

4016860 COST OF GOODS SOLD 253,950 204 658 49, 3680

And, here is the bottom portion of the report.

=4
| Eeport  Edit Goto  Wiew Extras  Seftings  Systern  Help

| & DO e DHEB Dhon AR Q6
NAF Budget Current & Prior Years

(el [ [E 1] 5D (@) [R][E cotumn |[H][ [ ][ T ](H]l5

7E7O00  UFM APF OFFSET COMMUNICATIONS ] 1,180- 1,1@0
758000 UFM APF OFFSET TRAWEL&FPER DIEM ] 4,000- 4,000
7HOODO  LUFM APF OFFSET MIWOR PROPERTY ] 2,500- 2,500
= |UFM EXP OFFSET MOM-L&EOR ] 21,100- 21,108
= |TOTAL MAF EXP. IMCL. UFM OFFSET 926, 660 a7, 560 56,108
OPERATIOMNS BEFORE MEX DIVIDEND 201,960 167,150 34,750
559000 MEX DIW FDSRY/CONCESSIOWAIRE 25,000 ] 25,000
= [MEX DIVIDEWD FD SERW/COMCESSIOMAIRE 85, Boe ] 85, 6oe
MET PROFIT/LOSS 286,960 167,150 119,750
MET CASH FLOW FROM OPERATIONS 362, 050 266, 650 a5, 408
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12 Month Actual to Plan (Budget)

This report divides the fiscal year into two groups; months 1 to 6 of the current fiscal year and
months 7 to 12 from the prior year. This report is used for preparing the future budget when all
the data from the current year is not available. It shows the actual data from the last 12 months
at the time of the budget call. Expand and collapse the headings to provide more or less data
being seen.

|I:I7Er0gram Edit Goto  Environment  Systerm Help

| & 2l 0B @@@ S oo BE @l

12 Month Actual to Plan: Selection

| & [B| | S wariation |[#5]| output Pararmeters... || Data Source.. || Extract Parameters... |

Selectiaon walues

Flan fiscal year 2008
Flan Wersion o

Selection groups

Cost Center Group

ar single value(s) to
Cost center category to
RAMCAS activity to

Run this report after the new budget has been entered. Check the large variances to make sure
they can be explained.

=
| Report  Edit Goto View Extras Settings  Systern  Help
s O
|@ DA @@ SRR H0O0 EHE @0 A New Budget
12 Month Actual to Plan /
o HIIERE
£ (][] [ orurnn [ [ ][ <[ o] e
[ | Report: Zwk ! ZC31 12 MONTH ACTUAL TR/ FLAN Fage:
Name : HO_LROBINSON PLANWING PERIODS LATo 12 2008 Date: 03
ACTUSLS PERIODS 1 to 6 2007 MTUALS PERIODS 7 to 12 2006
Cost Center or Group: 1015-101 WS GREAT LAKES 1815
Cost Center Catgeory: *
REMCAS Actiwity: *
REYEMWUES: FLAN ﬁﬂs ACT 1-6 2007 |ACT 7-12 2006 TOTAL ACTUALS| WARIANCE Y
301000 RESALE REWENWUE 4 970,511 2,333,700 2,184 835 4,518,535 451,976
302060 CATERING RESALE REVEMUE 252,450 79,0684 152,755 231,789 20,691
= |RESALE REVENUE 5,222,961 2 412,704 2,337,5M 4 FhO, 2845 472 GET
303060 SALES DISCOUNWT RESALLE REWVENUE 1,825- 1,759- 9e9- 2 GE9- a44
= |SALES DISCOUNT RESALE REVENUE 1,825- 1,759- 909- 2 GE9- a44
501000 PROGRAM REVENUE 3,307,652 1,327,863 2 238,618 3, BEE, 572 258,919-
503060 OTHER SALES DISCOUNT PROGRAM ThO- 1,084- 276- 1,389- Gog
A0GO10  BGROSS TICKET REWEMWUE 436,172 a6, 3681 a6, 361 3449 871
A0G011  DIRECT TIGEET EXPENSE 430 176- 7B, B21- 76,521 - 353, 655-
RO06020  GROSS TOUR REWEMWUE 44,450 1,568 1,568 42 882
506021 DIRECT TOUR EXPENSE 39, 650- 39,650-
506030  GROSS CRUISE REWEMWUE
= |PROGRAM REWENUE 3,317,698 1,338,218 2,238,343 3,876,561 258 ,863-
591060 LEISURE TRAWEL COMMISSIONS g, 342 g, 342
92000  AMUSE/WEND MACH COMM 1,185,574 B32, 641 539,785 1,172,436 13,138
594080 OTHER COMMISSIONS 2,132 3267 5.399 5.399-
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Self Sufficiency Budget

This report shows budgeting for self-sufficiency for both month and the Year to Date.
|@Erugram Edit Goto  Environment Systerm Help
| @ 20 H @@ DM anoan BE @m
Self Sufficiency Budget: Selection
| Dutput Farameters. . || Data Source. . || Extract Parameters. .. |

Selection values

Fiscal ¥ear 2E08
Period 5
Flan Yersion o

Selection groups

Cost Center Group
Or value(s) to

A part of the report is shown with the standard expand and collapse buttons on the left of the
screen.

=
| Eeport  Edit Goto “iew Exras Settings  Systern Help
| & 2100 ©@Q SHEB 0000 BN QOB
Budget Self Suffic.
(=]l [@l [ [11] [B][] [(E][=][0 cowran [[14] <J[» [ =]
|
Repart: ZVK/ZC20 BUDGET SELF SUFFICIENCY SUMMARY
Wame: HO_LROBINSON Periad 6 Ended March Fy 2008
Plan Wersion 0
Cost Center or Group: 1163-303 CMRHI REGIONW FOOD & BEVERAMGE 1163
CURREMT MOWTH
Boctiwity REWENUE EXPENSE FROF/LOSS 55 %
B1  ALL HAMDS CLUB 37,825 40,308 -2,483 93.84
B3 CPO CLUE 11,917 11,292 625 165.54
B5  EWLISTED CLUE 127,075 83,875 43,5600 152.05
78 GSPECIALITY FOOD & BEY OPS 2 15,083 10,983 4 1080 137.33
79 GSPECIALITY FOOD & BEY OPS 3 18,350 g, 275 2,075 125.08
= * CATEGORY C TOTAL 2p2 250 154 433 47,817 130.86
= |** TOTAL ALL CATEGODRIES 202,250 154,433 47,817 130,96

With this report, both the current month and the year to date, as well as the Self-Sufficiency
percentages are ready for review.
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Plan Self-Sufficiency UFM Report

The following partial view of this report shows the budgeted self-sufficiency both before and
after the UFM offset. Managers can also check actual UFM/Non-UFM performance in the
“Actual Self Sufficiency UFM Report “ in the Analytical Reports (Field) section of this manual.

E
Report Edit Goto WView Edras Seffings Systemn Help

& HaHCee SHE DDhod BE @@
Plan Self Sufficiency UFM

38 =) e Y o G2 9 6 2 0 - X 5 | o B

| Report: ZVK/ZC37 PLAN SELF SUFFICIENCY BEFORE/AFTER UFM OFFSET
Hame HO_LROBINSON Period 6 Ended March FY 2088
Flan Yersion ©
Cost Center or Group: 1163-383 CHRHI REGION FOOD & BEVERAGE 1163
ACTIVITY REVENUE EXPENSE P&L BEFORE UFM 85 % UFM OFFSET PEL AFTER UFM g5 %
81 ALL HANDS CLUB 37,825 48,017 -18,192 7877 7,708 -2,483 93.84
03 CPO CLUB 11,917 11,292 625 105.54 625 105,54
85 EMNLISTED CLUB 127,075 33,575 43,500 152 .05 43,500 152.05
78 SPECIALITY FOOD & BEY O 15,083 10,983 4,100 137.33 4,100 137.33
F9 SPECIALITY FOOD & BEY O 10,350 8,275 2,875 125 08 2,875 125.88
= |* CATEGORY C TOTAL 202,250 162,142 40,108 124.74 ¥,708 47,817 130,96
P |** TOTAL ALL CATEGORIES 202,250 162,142 40,108 124 .74 7,708 47,817 130.96

Expand and collapse the titles to show more or less data as needed.
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Internal Order Reports

For those activities using Internal Orders, reports for revenue and expenses associated with those
orders can be found under KSBB. There are reports available to analyze the revenues and
expenses posted to an internal order, as well as, reports that display postings to Special Events
cost centers that are not posted to individual internal orders.

T-Code: KSBB

=
Modes Edit Goto  LHilities ESettings System  Help

| & 200 e@ae SHE anon BE @
Application Tree Report Selection Cost Center Accounting

|@ YWith selection screen |

COST CENTER REPORTS

—E Standard Month-end Reports
M Analytical Reports (CHI)
0B &nalytical Reports (Field)
—E Budgeting reports

B Plan & actual comparisons
—E&E Internal order reports

List: Ofgders
List: Orders by Cost Element
MNFC Aircraftt & Simulator PEL

—H= Line items reports

Enter the Internal order number or use the dropdown to find the order number by company code.

=
Program Edit Goto Enyironment Systern Help

< a8 eQ@ BHRAR Bhan  BHE | @
List: Orders: Selection

@l Output Parameters . ” Data Source. .. || Extract Parameters... |

| Selection values

Controlling Area 2000
Fiscal Year 2008
1
From Period [E Order Mumnber (1)
To Period 12 7 ceden Fy—— T
Plan vereion : Search by controling area / ceder type: Search help by company code f controling aea
m Controling Area |
Selection groups )

Order Group A
Or value(s) Ouder Type
Cost Element Group Olicer
Orvalue(s) —

Description

Company Code

M.asdmum Mo. of Hits 500

The following report displays actual postings to this particular Internal Order.
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l=
| Report  Edit Goto Wiew Extras  Settings  Systern Help

| & 100 eee SHE fnon BE @B
List: Orders

8| 2 = 3] [S][E][E coumn [l ][ v ] =]l

|
List: Orders Date: 04/08/2008 12:32:38 Page: 20 2
Order/Graup 1EER821 1139 PEN MWAWY BALL
Cost Element Group * Cost Element Group
Reporting period 1 - 12 2008
Orders Aoctual Flan War . (hhs.) Wfar . (%)
TE0EE2T 1139 PEN MAWY BALL 13,735- 13,735-
= * Total 13,735- 13,736-

Drilldown on the actual items by double clicking on the amount and a popup screen will appear.
Choose Orders: Actual Line Items. Then, click the green check mark. %

[=
Eeport  Edit Goto Wiew Euxtras Seftings  Systern Help

& B AU CE&ISHEEB BT ER @
List: Orders
][ [l [ 1] E3]fw] (][] (8 coturnn [[ ][« ][ » [m] f[E][Z][ ]

= Select Report Date: 04/08/2008 12:32:38 Fage: 2+ 2
1139 PEN HAWY BALL

Orders: Actualfplandvariance Cost Element Group

Orders: Actual Periods 12 2008

Orders: Plan Periods
Erders: Actual Line Items

Orders: Plan Line Items Betual Plan War. (Ahs ) War. (%)
Orders: Breakdown by Partner
Order: Planning Overview 13,735- 13,735-

Haster Data List for Orders

i

13,735- 13,735-

| Technical names onfoff |

These are the actual line items that make up the total revenues and expenses for this Internal
Order.
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L=
List Edit Goto Seftings Exras Enyironment Systern Help
& A HSeaa DHE OO0 BR @

Display Actual Cost Line Items for Orders

(€8 Document ][ Master Recora || | [N [¥] | (][] | B[] 5 | =] (]| [ e[ | [0 @] 9

Layout <10 WACC E I-0 Report w-Cost Ctr and Event
Order 1000821 1139 FEN HAVY BALL
COarea currsncy usD UsS Dollar
Costelement name |Posting Date |= Valin rep.cur |Int order | Guantity| CO object name [Line itern text |
PROGRAM REVENUE 100172007 7000 CTR 4583 1133 PEN NAVY BALL
PROGRAM REVENUE 10M2rz007 T0.00- CTR 4583 1139 PEN N&WY BALL BURCH, JEFF
PROGRAM REVEMUE 100272007 ap.00 CTR 4583 1139 PEN NAVY BALL CAPT JC SHIRLEY
PROGRAM REVEMUE 10f02r2007 161500 CTR 4583 1133 PEN MAVY BALL MAVY BALL 07 TICKET SALES
PROGRAM REVENMUE 10f03rz007 361.00- CTR 4583 1139 PEMN MAVY BALL MAVY BALL O7
PROGRAM REVEMUE 100972007 72500 CTR 4583 1139 PEN MNAVY BALL MAWY BALL 07 GOLF TOUR
PROGRAM REVEMUE 10M0Qrz007 54000 CTR 4583 1133 PEN MANY BALL
PROGRAM REVENMUE 10M1r2007 36600 CTR 4583 11393 PEMN MAVY BALL
PROGRAM REVEMUE 10M 172007 11,367.50 CTR 4583 1138 PEN NAVY BALL NAVY BALL 2007 SALES
PROGRAM REVEMNUE 10M&/2007 40000 CTR 4583 1139 PEN MNAVY BALL
FROGRAM REVENMUE 10Marzo07 89500 CTR 4583 1133 PEMN NAVY BALL
PROGRAM REVEMUE 11,30/2007 13,031.79 CTR 4533 1138 PEN NAWY BALL GOLF TOURMTSFUNDRAISERS
Cost element 501000 - 29171.29
C F OPERATING GRANTS 0372072008 300000 CTR 4583 1133 PEM MAMY BALL
C F OPERATING GRANTS 0372072008 3000000 CTR 4583 11393 PEN NAVY BALL
Cost element 562000 - 0.00
COMM SPOMSORSHIF 100172007 50000 CTR 4583 1139 PEM MAVY BALL FIRST COMMANDID BROOKS
COMM SPONSORSHIF 10f09rz007 3000000 CTR 4583 1139 PEN NAYY BALL PEM AIR
COMM SPONSORSHIP 10M172007 10000 CTR 4583 1139 PEN NAVY BALL MNAWY FEDERAL CREDIT UNION
COMM SPOMSORSHIF 10f26F2007 1,00000- CTR 4583 1139 PEM MAVY BALL CHAMBER OF COMMERCE
COMM SPONSORSHIF 1173002007 3500000 CTR 4583 1139 PEN NAVY BALL FYDT
Cost element 571000 . 8,100.00-
SUPFLIES 12652007 67.00- CTR 4583 1139 PEMN MAVY BALL *HOLMESICAREY 1071 9/07
SUPPLIES 1002652007 G7.00 CTR 4583 1139 PEN NAWY BALL *HOLMESICAREY 101 907
SUPFLIES 1002602007 2,251.49 |CTR 4583 1139 PEM MNAVY BALL *HOLMESICAREY 10/ 9/07
SUPFLIES 1002652007 163,50 |CTR 4583 1139 PEMN MAVY BALL *HOLMESICAREY 10019507
SUPFPLIES 1003172007 14744 |CTR 4583 1139 PEN NAVY BALL ERICKSON, MADGE
SUPPLIES 10312007 14781 CTR 4583 1138 PEN NAVY BALL ERICKSON, MADGE
SUPPLIES 1043172007 143.30 |CTR 4583 1139 PEN NAVY BALL |ERICKSON, MADGE
SUPFLIES 1003172007 146.39 |CTR 4583 1139 PEN MAYY BALL ERICKSON, MADGE
SUPFLIES 100312007 148.39 |[CTR 4583 1139 PEN NAW BALL ERICKSON, MADGE
Cost element 701000 . 3,154.32
CONTRACTUAL EXPENSE 1001 272007 962.00 |[CTR 4583 1139 PEN MNAWY BALL GOLF CATERING
CONTRACTUAL EXPENSE |1 273172007 16,520.28- | CTR 4583 1139 PEM MAVY BALL NAVY BALL 07
CONTRACTUAL EXPENSE 1213172007 16,520.28 CTR 4583 1139 PEN NAVY BALL NAVY BALL 07
CONTRACTUAL EXPENSE |1 293152007 16,520.28 CTR 4583 1139 PEN NAVY BALL MNAVY BALL O7
Cost element 783000 = 17482.28
AWARDS & PRIZES 1002602007 250000 CTR 4583 1139 PEN MAWY BALL "HOLMESICAREY 10/ 9007
Cost element 785000 . 2,500.00
ENTERTAINMENT/TICKET |101 &r2007 400.00 |CTR 4583 1 [1139 PEN NAYY BALL ENTERTAINMENT FOR 2007 MAWVY BALL
Cost element 787000 B 400.00
i er 1373468

In the event that an internal order number is overlooked on an invoice or DAR, a report can be
run that displays postings to a Special Events cost center not associated with an internal order
number.

Internal Order Reports 81 (May 2008)



Activity Manager Reporting (CO)

T-code: KSBB

|I:D'

Modes  Edit Goto LHilities Settings  Systermn Help
=] 4 - o NI I T I T T B P T !

Application Tree Report Selection Cost Center Accounting

|@ YWith selection screen |

COST CEWTER REFORTS

Standard Month-end Reports
Analytical Reports (CHI)
Analytical Reports (Field)
Eudgeting reports

Flan & actual caomparisons
Internal order reports
Line items reports

NEHHEHEERE

Coft Centers: Actual Line Items
Cost Centers: Plan Line Items
ControlTling Documents: Actual
Controlling Documents: Plan

Double click on Cost Centers: Actual Line Items. On the next screen enter the Special Events
cost center, a posting date range, and always use the /AIMS08 layout. Click on execute. |@

(=
Frogram Edit Goto  Extras Swsterm Help

& Bl A H @@ BHEHE STnas BRE @ o
Display Actual Cost Line Iltems for Cost Centers : Initial Screen

|J=[ Further Selection Criteria... |
Cast Center 4503 = ta

or
Cost Center Group | |

Cost Elerment to

or
Cost Element Group | |

Fosting Data
Faosting Date 1a/01 2007 to o4730/2008

Settings
Layout fAIMS0E AIMS SO line item display we int. order
| hore Settings |

The following report containing all items posted to this cost center, with and without internal
order numbers, is generated.
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=

List Edit Goto Settings Exraz Environment Systern Help
< 1AH SO DHE OHDhLoH BR @@
Display Actual Cost Line Items for Cost Centers

|€& pocument |[&e master Recard | | | J | | | |

Layout ~AINSO8 AINS CO line item display w/ int. ordexr

Cost Center 4583 FPEN SPL EVENTS PROG

Clarea currency usD US Dollar
Caosteleme. |DacTyp |Posting Date|Doc. Date |= ValiCOArea Crey| Cost Center | Stat. internal order |Line itemn text
501000 S0 10M1/2007  10M1/2007 11,367.50- 4583 ORD 1000821 MAVY BALL 2007 SALES
501000 sD 10152007 10MS/2007 40.00 ORD 1000821
501000 5D 10/19/2007  10M 972007 895.00 ORD 1000821
501000 sD 1002312007  10623/2007 1,621.00 ORD 1000806
501000 SA 11/30/2007  11430/2007 13,031.7% ORD 1000821 GOLF TOURMTSIFUNDRAISERS
501000 sD 02/04/2008 02/04/2008 510,00 ORD 1001882 ADVENTURE RACE REGISTRATIO
501000 SA 02/04/2008 020452008 90.00- ORD 1001882 EXTREME CHALLEMNGE
501000 sD 03/17/2008 03172008 1,492.00- ORD 1000805 GARAGE SALE SPRING 2008
562000 SE 02/07/2008 02/06/2008 3,000.00 MNAVY BALL REIMBURSEMENT
562000 SE 02/07/2008 02062008 2,153.00 MNAVY BALL REIMBURSEMENT
562000 SA 031272008  03M12/2008 2,153.00 ORD 1000820 CRS NAVY BALL
562000 SA 03/12/2008 03M1 272008 3,000.00 ORD 1000821 PEM MAVY BALL
562000 SA 03212008 03M12/2008 2153.00 TRAMSFER NAVY BALL GRANT §§
562000 SA 03/12/2008 03M12/2008 3,000.00 TRANSFER NAVY BALL GRANT §§
569000 sD 10/01/2007 0942752007 497.21- LITTLE JEROME-SFECIAL EVENTE
ARQnnn (=i n2aTrnng n2aryTonng TARE O 1ITTI E IERNME

Using the filter icon I?I the report can be adjusted to display only those postings without an
internal order number attached. Click on the column heading “Stat. internal order” and then

click on the filter icon. I?I The following popup box will be generated.

=
| List Edit Goto Seftings Exiras Erwironment System Help

[& 20 eE@ CHE HDod BF @
Display Actual Cost Line Items for Cost Centers

|@ Document”&» Master Record I | | | | | Double click

in this box
II:I—*-'Damrmine wvalues for filter criteria [ES [
Select
Stat. internal order ] [=)ta E
S
ul
[l &) =E)>) :
569000 =] w] AW01/2007 | DW27I2007 497 .21- LITTLE JEROME-SPECIAL EVENT

On the Maintain Selections screen, choose “= Single Value” and choose the green check mark to
continue. E
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List Edit Goto Settings BExiras Emwironment Systemn Help

e | o A HIISE@  EHE ™o | E
Display Actual Cost Line Items for Cost Centers

[& Document |[& master Recora || 3] | [0 ) | [2)[=) | [58)[= =) | [=)5=) | [T

ll:_l——'-' De‘terl|:=’ Maintain Selection Options (3]}

[ Select | stat internal order ;
Stat il [ ge JDescription | 1o

Single Walue

Greater than or Equal to

Less than or Equal to

Greater than

Less than

Mot Equsal to

(][]l [ JL<](r]

| @setect | @ Exciude from Selection |

(o[t B Deiete Row | ][]

SRQmmn SN A ST N> TrznnT 497 F-

Notice that the screen now has the = sign highlighted in green. Do not enter a value in the box
and click the green check mark to continue. E

[=
List Edit Goto Setlings=s Extras Environment Sysiem Help

e | B a b &SEaE@ B HEE Do EE e R
Display Actual Cost Line Items for Cost Centers

|S¥ Document || master Recors |[E] | [€|[F| | &[] | [B8][=0] =] | [=][Z=] | [ (]2 | [E][0s]

= Cetermine values for filter criteria

Select.

Stat. internal order = [=)ta I I::>I

The resulting report now contains only those items posted to the cost center without internal
order numbers attached. These items can be sorted and subtotaled by general ledger account.
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List Edit Goto Settings Bxras Environment System Help
@ a0 0@ DHNE “uos DE @@
Display Actual Cost Line Items for Cost Centers

(€8 Document [[er master recors |{E1] | [€6][] | (&) (=] | [EB][=][= | [=](] | [T (<3 | [2]{@) | &)

Layout ~7AINSOS AIMS CO line item display v/ int. oxdex ? Active

Cost Center 4583 PEN SPL EVENTS PROG

COarea currency usD US Dollar
Cost eleme.|DocTyp |Posting Date|Doc. Date |z ValiCOArea Crey| Cost Center | Stat. internal order ILine item text
562000 SE 02/07/2008 |02/06/2008 3.000.00- 4583 NAVY BALL REIMBURSEMENT
562000 SE 02/07/2008 | 02/06/2008 2,153.00- NAVY BALL REIMBURSEMENT
562000 |sA /03122008 |03/12/2008 2.153.00 ' TRANSFER NAVY BALL GRANT !
562000 |sA |03/12/2008 |03/1272008 3,000.00 TRANSFER NAVY BALL GRANT !
569000 'sD 10/01/2007 09272007 497.21- 'LITTLE JEROME-SPECIAL EVEN
569000 'sD 03/27/2008 0342742008 74583 'LITTLE, JEROME
594000 'sD [10/01/2007  09/24/2007 2,575.98 'PROFIT SHARE AUG 07
594000 'sSD 10/09/2007 10/09/2007 3,448.76 'PROFIT SHARE AUG 07
594000 'sD 1142712007 1142742007 5,287.90- 'PROFIT SHARE OCT 07
594000 'so 11428/2007 | 11428/2007 542002 'PROFIT SHARE SEPT 07
534000 |sD |01/24/2008 | 01/24/2008 7,473.16 'PROFIT SHARE NOV 07
594000 'sD |02/25/2008 | 02/25/2008 4,351.38 'PROFIT SHARE FEB 08
594000 'sD |02/0752008 | 02/0772008 | 6.692.37- PROFIT SHARE JAN 08
601000 P 100252007 | 1042572007 185.03 | 11139
601000 'sB 11043172007 | 1043172007 79.30 1139 PAYROLL ACCRUAL
601000 |sc [11/0172007 | 1043172007 79.30- 11138 PAYROLL ACCRUAL
601000 P 01/3172008 014312008 84554 | 1139

Simply click on the “cost element” column heading and use the subtotal icon. %'

e
List Edit Goto Seftings BExras Environment System Help

G 1aH Qe DHRB DhLhs BE e’
Display Actual Cost Line Items for Cost Centers

(@ oo [ s | 2 5 9] 6] ) 8 ) E ) 5

s@

Layout 7AIMS08 AIMS CO line item display w/ int. order ¥ Active
Cost Center 4583 PEN SPL EVENTS PROG
COarea currency UsSh US Dollar
{ Cstelemnt {DocTyp |Posting Date|Doc. Date [« Val/COArea Crey|Cost Center |Stat internal order Line iter
562000  |SE 02/07/2008 | 02/06/2008 3,000.00- 4583 NAVY B#
'SE | 02/07/2008 02/06/2008 2,153.00- 4583 ' NAVY BY
'SA 031272008 |03/12/2008 2,153.00 4583 ' ' TRANSF
SA 03/12/2008 03/12/2008 13,000.00 4583 ' ' TRANSF
562000 & ‘ a 0.00
569000  SD 10/01/2007 |09/27/2007 497.21- 4583 ‘ LITTLE .
'SD  03/27/2008 03/27/2008 74583 4583 ' 'LITTLE,
569000 [ . 1,243.04-
594000  SD 10/01/2007 | 09/24/2007 2,575.98 4583 PROFIT
'SD  10/09/2007 |10/0%2007 3,448.76 4583 ' 'PROFIT
'SD 1172772007 |11/27/2007 | 5,287.90- 4583 ' 'PROFIT
'SD 1172872007 |11/28/2007 5,420.02- 4583 ' 'PROFIT
SO 01/24/2008 |01/24/2008 7.473.16 4583 ' 'PROFIT
'SD  02/25/2008 |02/25/2008 435138 4583 ’ PROFIT
'SD  02/07/2008 02/07/2008 6,692.37- 4583 | 'PROFIT
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Asset Reports

Assets Under Construction (AUC) (using Flexible Asset Listing)

There are two types of assets under construction. The first one is when the field is buying the
items for the project. The second type is when HQ funds the project and then transfers it to the
field.

If the field purchases the items for the project, they will create an asset shell in SAP using asset
class 179000. All invoices and expenses will be posted to the fixed asset. Once the asset is
complete, the field will transfer the asset from the asset 179XXXXX to a depreciating asset. The
SAP manual instructs the field to use the asset transfer t-code (ABUMN) in SAP and not a
general ledger journal. If they use the proper t-code, the original asset number in the new
depreciating asset will have the AUC asset number in the ‘original asset’ field. You can also
determine the history of any asset by looking at the transactions using t-code AS03 (Asset
Values).

ARTO > AIMS > Flexible Asset Listing (No APF / Other) > Abbrev. Asset List (Site)

L=
Program Edit Goto  Systemn Help

& I EH @@ BEE STan EE @
Flexible Asset Listing (No APF / OTHER)
Enter the asset class
179000 for MWR

Company code hB15 to = and 179001 for VQ
Assetnumber to
Subnumber to
Selections

Assetclass 179000 to

Costcenter to %

Site to
Settings

Report date B9/30/ 2008

Depreciation area a1 Book deprec.
FProgram selections

[¥] Only active assets? )

Depreciation type \ Setl_e(:t Onlil’

Local evaluation field ta active assets

Responsible cost center to o

Output farmat

(@) SAP List Viewer FRIMSOZ

Click on Execute.

There are several things to look for:
1) Make sure that the original value field has a value. This is a tool for the field to use to
ensure that they do not spend over budget. Since there is no budget control on an asset
(SAP will not stop you from posting over budget), the field is instructed to look at the
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current asset value + outstanding purchase orders and compare it to the value entered in
the ‘original value’ field. If the two combined amounts plus the new purchase are less
than the amount in the ‘original value’ field, the base can make the purchase.

2) Make sure there is a Net Book Value. If this is zero two things could have happened.
This is a new asset that has not had purchases yet or this asset was transferred with partial
retirement. The last transfer needs to be a full retirement for SAP to automatically put in
the deactivation date. If they do a partial as the last transfer, they need to manually enter
the deactivation date. Once the asset has a deactivation date, it will no longer be
considered ‘active’.

3) Make sure the accumulated depreciation is zero. If it has a value then they transferred the
asset to a depreciating asset and then transferred it back. If they did not select the correct
dates, the asset will have a balance in the accumulated depreciation field.

4) Do not worry about the quantity. SAP adds to the quantity each time there is a purchase.
Projects have several purchases before the asset is complete. The field needs to change
the quantity to the correct quantity prior to transferring the asset.

=
List Edit Goto ‘iews Seffings System Help

& 3ldH e BREISDO0 HE | @@ - o
| Flexible Asset Listing (No APF / OTHER) ; Add the field Original Acg. Sort by
Value to show the approved Acquisition Cost  |—
= i nroi
budget for this project
Flexible Asset Listing (No APF / OTHER) /
Site [Asset |Sub M. [Inventory No. | Gi[UoM [Acq. Date  [Description [uL s [UL Mos [EUL .. [EULM..]= FY] rec| Original value[s  Acouisit®™®Cost]s Accumul..|s Net Book Value|
7034 17900061 0 17900061~ 21 EA 052172007 POC AUDIO VISUAL UPGRADE a o a 5 oo 0,000.00 248,261.09 o0.oo 248,261.09

7018 17800057 0 17800057- 267 EA 1212712006 REC CENTER RENOWATION 0 a 0 10 000 20000000 120,480.10 000 12048010
7002 (17900050 |0 17900050-.. | 296 EA 05/17/2006 |ACTMTY FF&EFY06 0 [i] 1 5 000 250,000.00 64,182.25 0.00 64,182.25
7002 17900068 O 17800063 3 EA 0BI08/2007  MIDWEST REGION EQUIPMENT &VEHICLES |0 a 0 4 oon 15720000 54,606.00 000 54 BOR.ON
7009 17900017 0 1790001 7- 8 EA 041872000 GOLF CLUBHOUSE 0 a 7 B 0.000 4,851,000.00 51,269.00 0.00 51,269.80
7000 (17900059 |0 17900059 21 EA | 04/23/2007 |MIS UPGRADE 0 [i] 0 3 000 226,000.00 31,007.41 0.00 31,007.41
7002 17900066 0 17800066 2 EA 08/08/2007 FY0B- FURNITURE, FIXTURES & EQUIPMENT |0 o 0 1 000 250,00000 20,324.00 000 20,324.00
7025 (17900033 |0 17900033 1 EA 102372006 |TEEN CENTER, BLDG. 2600 i [i] 1 [i] 000 200,000.00 16,930.00 0.00 16,830.00
TO16 17900034 0 17800034- 16 EA  03/23/2004 |RENOVATION 15T DECK, BLDG. 24 0 a 3 7 000 100,000.00 14,410.80 000 14410480
7002 17900043 0 17900043- 4 EA 07/07/2004  PQINT OF SALE SYSTEMS 0 a 3 3 0.00 20000000 9,254.12 0.00 925412
7010 17900016 0 1790001 8- 3 EA 0212772001 GOLF MAINTEMNANCE FACILITY 0 a B ] 000 20000000 8,988 26 000 808826
7002 17900048 0 17900048 0 EA  07/07/2004 FACILITIES CARPET REPLACEMENTS 0 a 3 2 0.00 §0,000.00 2,032.00 0.00 £,022.00
7034 (17900048 |0 17900048- 18 [EA  |07/07/2004 |PORT O'CALL INTERIOR PAINTING 0 [i] 3 3 000 2500000 3,254.27 0.00 3,254.27
7032 17900064 O 17800064- 1 EA  10/21/2006 PIER GENERAL REPAIRS 0 a 1 a o.on 76,000.00 A16.25 000 A516.26
7037 (17900056 |0 17900056 2/EA  11/022007 |REPAIR OF CONSTITUTION FIELD TURF 0 [i] 0 [i] 0.00 | 1,000,000.00 408.04 0.00 408.04
7005 17900012 0 1780001 2- 2 EA DBIO7/2000  MARINA HARBOR REPAIRS 0 a 7 4 000 1,250,000.00 0.00 000 o.on

0.00 - 652.834.49 = 0.00 = 652,834.49

Compare to Restricted Cash

Not all projects have restricted cash and not all restricted cash entries have a project yet, but it
would be a good thing to check.

SAP has two restricted cash accounts:
102000 Capital Outlays
103000 Local Nationals (OCONUS)

Both accounts are posted in US Dollars only.

In order to make the bank general ledger accounts balance to the bank reconciliations, an offset
account was created. Each time cash is restricted or unrestricted, both the restricted and offset

account must be posted to. The two accounts combined in every company code should always

net to zero.

Restrict cash
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DR Restricted Cash 102000 $ 10,000
CR Restricted Cash Offset 101002 $ 10,000

The field is instructed to enter the project number in the assignment field. Several bases are
using the SAP 179 asset number and year as the project number. This allows you to trace back
to the asset in SAP. Other bases have their own internal project numbering system.

To view the restricted cash g/l account, use the g/l line item display t-code (FBL3N).

Accounting > Financial Accounting > General Ledger > Account > Display Line Items

|E7

| &

Erogram Edit Goto  System Help

JH @@ BEE STO0 EE @3

G/L Account Line Item Display

GIL account selection
G/L account
Company code

102600

to =
1815 \ to =
AN
N\

Selection using search help
Search help 1D
Search string

5 Zearch help

\ Enter g/l account
and company code

Line itern selection

Status
@ Open items
Open at key date

O Cleared items
Clearing date
Open at key date

O Al items
Fosting date

a1/04/2008

Type
[¥]Marmal iterns
[IMoted items
[CJParked items

List Cutput
Layout
Maximum number of items

Click on execute.
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=

List Edit Goto Extras Ergironment Seftings System  Help

@ A H @@ SHE BNL0 EFE @F

G/L Account Line Item Display

Ll ]I} =]

Status: o Posted £ Parked @ open @ Cleared Subtotal by a55|gnment
Run Date: @1/08/2008 15:11:01 field. This should give Page 1
er ¢ DPHILLIPS you a total by project.
Dpen Itens Key Date: 01/04/2008
102000 RESTRICTED CASH CAPITAL OUTLAYS
-
Gt|CoCd|Assignment DocumentNo|Type|Doc. Date |Pstng Date|PK|5|Cost Ctr  |Amount in local cur. |Text ar
[ i@|1015|17900012 10000BEB77 |54 | 08/31/2006 |00/ 31 /2006) 40 5,253.97 [MOVE TO PROJECT
[ | 1015|17900012 10000DEBT7 |54 |08/31/2006 |08/ 31 /2006) 50 137,410.00- [AUG 05 - DISBURGEMENTS
[ | 1015|17a00012 1000006954 |54 | D6/30/2007 |06/30/2007| 40 221,942.17 |T0 PROJECT
[ | 1015|17300012 100000757154 | £9/30/2006 00/30/2006) 40 16,603,508 |MOVE T0 PROJECT
[ | 1015|17a00012 9900000016 X1 | B9/28/2000 05/30/2002| 40 209,356.00 |FY1-001-34 ¢ MARINA HARBOR REPAIRS
: 17908012 1,078,134.72
[1 | 1015(17900016 100000110)58  |10/17/2003(10/17/2003) 40 7,955.18 [MOVE TO PROJECT
[ | 1015|17300016 1000000864 |54 |10/31/2006(10/31/2006) 40 33,252.92 |MOVE T0 PROJECT
[ & 1015(17300016 100000180554 |B2/12/2004|02/12/2004] 40 12,896.28 |MOVE T0 PROJECT - PER J. HIEB E-MAIL
[ | 1015|17300016 1000002474 |58 |B2/14/2003(02/14/2003| 50 200,000.00- |HOYE FROM PROJECT - PER D. KONDZIELA
[ & 1015(17300016 1000003307 |54 | B4/30/2004|04/30/2004] 40 £,056.02 [MOVE TO PROJECT
[ | 1015|17300016 1000003854 |54 | B5/11/2006 05/11/2006| 50 100,000.00- |HOVE TO 17900056 PER J. HIEB
[ & 1015(17300016 100000387154 | B5/31/2004 05/31/2004] 40 12,007.31 |MOVE TO PROJECT
[ | 1015|17300016 100000397858 | B6/15/2004 [06/15/2004] 40 5,260.21 [MOVE TO PROJECT
[ & 1015(17300016 1000004462 |54 | D6/30/2004 [05/30/2004) 50 27.901.37-|T0 17300019
[ | 1015|17300016 1000004504 |54 | D6/20/2006 | 05/20/2006) 40 26,666.67 |MOVE T0 PROJECT
[ & 1015(17300016 100000476154 |B7/30/2004|07/30/2004] 40 24.000.00 |MOVE T0 PROJECT
[ | 1015|17300016 1000005423 |58 | B7/24/2006 | 07/24/2006) 40 15,142.86 |HOVE TO PROJECT
[ & 1015(17300016 100000553054 | 08/31/2004|08/31/2004] 40 156,726.37 [MOVE TO PROJECT
[ | 1015|17300016 100000600 |54 | B9/30/2004 00/30/2004) 50 1,033.08- [GEP 2004 - DISBURSEMENTS
[ & 1015(17300016 10000DE510|54 | D6/26/2007 |06/ 26/2007| 40 22,250.00 |MOVE T0 PROJECT
[ | 1015|17300016 100000653654 | 09/30/2003|00/30/2003| 50 7,955.18- [GEP 2003 - DISBURSEMENTS
[ & 1015(17300016 10000DEBT7 |54 |08/31/2006 |08/ 31/2006) 40 5,253.97 [MOVE TO PROJECT
[ | 1015|17300016 1000007147 |58 | B7/23/2007 [07/23/2007| 40 239,061.79 [MOVE TO PROJECT
[ & 1015(17300016 100000757154 | 09/30/2006 00/30/2006) 40 16,603,508 |MOVE T0 PROJECT
[ | 1015|17300016 1000008072 |54 | B8/21/2007 [08/21/2007| 40 161,000.00 [MOVE TO PROJECT
[ & 1015(17300016 100000897154 | 08/31/2007 [08/31/2007| 40 123,000.00 [MOVE TO PROJECT
[ | 1015|17300016 1000009834 |54 | £9/30/2007 [09/30/2007| 40 192,000.00 [MOVE TO PROJECT
[ | 1015(17300016 9900000015 X1 | 05/28/2001 [06/30/2002| 40 200,000.00 |FY8T-010-40 ¢ WILLOW GLEN GOLF MAINTENANCE BLDG
: 17908016 949,123.53
[ | 1015(17900017 1000000947 |54 | B7/31/2002|07/31/2002| 40 56,146.48 |HOVE FROM PROJECT - PER J. HIEB
[ | 1015|17900017 100000227254 |©1/30/2003|01/30/2003) 40 488,081.21 MOVE TO PROJECT - PER D. KOWDZIELA
[ | 1015|17a00017 1000005261 |54 | D6/30/2003 | 06/30/2003) 40 275,730.76 |MOVE TO PROJECT - PER J. HIEB
[ | 1015|17900017 100000530354 | B7/15/2003(07/15/2003) 40 98,634.27 |MOVE TO PROJECT - PER J. HIEB
[ | 1015|17a00017 700000367 |04 | D6/30/2003|06/30/2003) 50 3,185,000.00- | PROJECT NO7-04 - HO FUNDS
[ | 1015|17900017 990000017 |X1 | B5/16/2000 05/30/2002| 40 2,276,407.20 |FYD0-013-40 / WILLOW GLEN GOLF CLUBHOUSE (N16-04)
: 17908017 b.00
[ | 1015|17900033 10000034354 |10/30/2002(10/30/2002| 40 91,178.45 |FYD3-001-3764 [ TEEN CENTER, BLDG. 2600
[ & 1015(17300033 100000864 |54 |10/31/2006(10/31/2006| 50 16,930.00- [0CT 06 - DISBURSEMENTS
[ | 1015|17900033 100000180558 | B2/12/2004 |02/12/2004] 40 12,896.28 |MOVE TO PROJECT - PER J. HIEB E-MAIL
[ & 1015(17300033 100000227254 | ©1/30/2003(01/30/2003| 50 91,178.45- |HOVE FROM PROJECT - PER D. KDNDZIELA
[ | 1015|17900033 1000003307 |54 | B4/30/2004 04/30/2004) 40 6,056.02 [MOVE TO PROJECT
[ & 1015(17300033 100000387154 | ©5/31/2004 05/31/2004) 40 12,007.31 |MOVE TO PROJECT
[0 l1015|17900033 100000397858 | B6/15/2004 | 06/15/2004] 40 5,250.99 [MOVE TO PROJECT

Compare projects to budget

The amount in the original value should be the approved budget amount. You should always
review the budget when analyzing restricted cash and AUCs. A project’s life may go over
several years, so consider that when reviewing the budget. Refer to RAMCAS section C.

Although SAP does have the capability to budget balance sheet accounts, a decision was made
not to enter this budget in SAP. The review of the budget for projects has to be done manually

outside of SAP. Refer to RAMCAS section D.
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Unposted Asset Shells

This report is used to determine which asset shells have been created, but not posted to
financially (no value to the asset). Usually this means that the asset has not been received.

ARTO > AIMS > Directory of Unposted Assets > AIMS Unposted Asset Shells

=y
Program  Edit Goto  System  Help

| & 2B eae 8HE nnon BE @B

Directory of Unposted Assets

Company cod 8153 to E
Asget numhber ta =
Subnumber ta =
Selections
Assetclass Bl 0THER ta =
Cost center to o
Site to o
This variant will
exclude APF and —
OTHER asset
Settings classes since these
Sortversion Zo49g Co. code S cost centerf asset class assets are just shells
and never have a
value
Display options
Display wariant FAIMSET
Use ALY grid
\
Further selections
Date created B1/0\ 1900 to 093072008

Click on the dynamic selections icon. J=(

I [ Real estate
> [ Leasing data
= ) Administrative Data 1
mManaoge historically

Completeness indicator for the asset
Created by

Created on

Chanoged by

Chanoged an

[ [T (759 i ) [
D]l

VQ only: Scroll until you see the folder
_| Administrative data and then open that folder.
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(4

Brogram Edit Goto  Systern Help

V] B AHCE@ BHE D00 EE @M
Directory of Unposted Assets

Dynamic selections
Crommd ] Administrative Data
Created on Locked to acguis. || El
.4

Changed by

Changed on /
Mark for deletion

Locked to acquis, —onu |
Open itern management

Indicator: real estate

Indicator: lgnore memo value

Scroll down until you see ‘Locked to
[ acquis.” Double click and a pop up will
appear on the right. Enter ‘X’ in the field.

LD

Click on execute.

| = infarmation

€ 1o daiavias seiscied

If no shells exist the
following message

will appear

If data does appear there could be several reasons why.

1) The shell was created for procurement reasons and the asset has not been received yet.

2) A main asset was recorded for whole room and was not blocked as part of the process.
The field should block the asset.

3) An asset shell was created and then a second asset shell was created. If there are
duplicates or a purchase was cancelled, the asset shell should be deleted or deactivated.
Once deactivated, the asset shell will not appear on this report.
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| e

L = U L L =Tl 1 [ 1= o R S T S o [ B = A = |

Directory of Unposted Assets

[ [ Assets || [0 wiL || add to workiist

Directory of Unposted Assets

[@E) - Created on: 01/25:2008

Sort by
Created on to
see the oldest
assets

Coco.. [Asset

|sma. |cost center [created on [ Created by

Assetdescription

1120 E1?301392
1120 17301455
1120 17301456
1120 47100111
1120 16500180
1120 16500191
1120 17100112
1120 17301466
1120 17301467
1120 17301468
1120 17301469
1120 17301470
1120 17301471
1120 17301472
1120 17301473
1120 17700238

]

e T e Y o T Y O Y e e Y e Y e Y e Y e Y

10404
10633
10633
10471
10560
10560
10660
10397
10397
10397
10397
10397
10397
10397
10397
10560

07/31/2006
06192007
061952007
07/08¢2007
07052007
07052007
07i23r2007
09/0652007
09/06r2007
09/06f2007
09/06r2007
09/06r2007
09/06/2007
09/06/2007
09/06f2007
1040152007

EUR_BGALEOTA
EUR_BGALEOTA
EUR_BGALEOTA
EUR_BGALEOTA
EUR_BGALEOTA
EUR_BGALEOTA
EUR_BGALEOTA
EUR_FCAMNDIA
EUR_FCANDIA
EUR_FCANDIA
EUR_FCANDIA
EUR_FCANDIA
EUR_FCANDIA
EUR_FCANDIA
EUR_FCANDIA
EUR_BGALEOTA

CLEAMER WET DRY
CROSS TRAINER
CROSS TRAINER
VAN 3 PASSENGER
FOF CORN POPFER
POF CORN PORER
TRUCK FORD

GOLF CART

GOLF CART

GOLF CART

GOLF CART

GOLF CART

GOLF CART

GOLF CART

GOLF CART

BRICK PAVING

Assets that were created a long time ago need to be investigated. Another asset shell could have
been posted to or an asset could have been expensed.
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Other Accounting Tools
Display GL account:

Menu Path: Accounting —Financial Accounting—General
Ledger—Account—Display/Change Line Items

T-code: FBL3N
Display Vendor:

Menu Path: Accounting—Financial Accounting—Accounts
Payable—Account—Display/Change Line items

T-code: FBL1N
Display Asset:

Menu Path: Accounting— Financial Accounting—Fixed
Assets—Information System—Report Selection

T-code: ARTO
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SAP TERMS

Company code
For all F & FR entities, the company code replaces the RAMCAS Fund number. SAP
refers to company code as an independent accounting entity. Each company code has its
own complete chart of accounts. Balance Sheets can be produced at the Company Code
level. In general, regions are represented by Company Codes

Controlling area
This is the highest organizational level for which costs and revenues are calculated. This
designator helps to control posting periods across company codes. All F & FR company
codes belong to controlling area 2000.

Cost centers
This unit is used by SAP to represent a location of cost (and revenue) origination. Cost
centers are grouped into decision, managerial and responsibility groups to facilitate query
and reporting. F & FR cost centers include category, activity and department designators.
The Cost Center name is used by SAP to represent a location to account for Revenue and
Expenses. It is a ‘bucket’ to collect this data. F & FR cost center master data includes
category, hierarchical area, Company code and the legacy (RAMCAS) activity and
department designators.

Cost center groups
Cost centers are assigned to groups to combine like entities or reporting groups. Cost
center groupings can be found as nodes on the standard hierarchy.

Cost elements
Chart of account elements that depict costs and revenues. All F & FR revenue and
expense accounts are considered cost elements in SAP. Cost elements are used to ensure
comprehensive reporting (tracking costs and revenue) and detailed planning (budgeting).

Document Date/Posting Date
The document date is the actual date of the transaction. The posting date determines the
accounting period that should include the transaction. This would usually be the next day
but the end of the month or other factors might cause a variance in the date the
transaction was posted into SAP.

FICO
Flnancial and COntrolling are the two SAP modules that form the basis for our AIMS
Accounting Information Management System
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Internal Orders
Internal Orders are statistical “buckets’ only. They provide a method of collecting data,
both revenue and expense, to account for a specific event outside of the regular
accounting functions. A good example of using an Internal Order is keeping track of all
data pertaining to a base-wide special event. The data is still accounted for using cost
centers but it is also tracked using an Internal Order.

“Moon Over Miami”

This is the title given to the Overview icon 4a that allows the user to check whether a
document is in balance. It also gives the overview look at the entire document. Other
names include: “Moon Over Ranier” and “Moon Over Diamondhead”, etc.
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Reporting Aids

There are several additional functions in SAP to customize and navigate reports easily. Reports
can be exported from SAP into Excel spreadsheets and attached to e-mail. The following
functions and examples were taken from the Cost Center Reports using T-code: KSBB.

Navigation on/off

Notice the left side of the report displays the company hierarchy, which can be expanded to
reveal the cost centers. To close the hierarchy box click the navigation on/off button

Pg
. Once the hierarchy has been closed the report will appear as follows.
=
Eeport  Edit Goto  View Extras Settings  Systern Help
& B0 H e CHE nnon DR @ m

Budget Perf. Act.

2| E= (5] [ (&) (2] [#_coturan J[1<][ < J[» [ ]} [c] ] [

l Report: ZWKESZCO1 B BUDGET PERFORMAMWCE ACTIWITY REFORT
Mame : HO_LROBINSON Feriod 6 Ended March FY 2008
Cost Center or Group: 1034-101 MAS JACKSOMWILLE 1034
RAMCAS Actiwvity: oo, ZZ
CURREMT MONTH
BCTUAL PLAN WaAR VAR % FRIOR YEAR REYWEMUE ELEMENTS ACTL
142,528 263, 465 120,945- 46 - 257,914 301008 RESALE REWENUE 1,2:
10, 484 52,6536 42,052 - 20— 65,716 30200808 CATERING RESAMLE REWEMUE 2C
= 153, 004 316, 001 162,996 - 52- 323,630 | = RESALE REWEMUE 1, 4:
912- 875 - 37 - 4 1,674- 3030068 SALES DISCOUNTS
= 912- a8r5- 37 - 4 1,674-|* SALES DISCOUNMT RESALE REVEMNUE
= 152 093 315 126 163,833 - 52- 321 956 | ** NET RESALE REVENUE 1,42
493 423 839,794 346,374 - 41 - 854 922 5010868 PROGRAM REVEMWUE 4 2E
2,902- 3,500- 599 17- 3,744- 5030608 OTH SALES DISCOUNT P :
51,928 522,212 470, 292- oG- s2z,212 506018 GROSS TIGKET REVEMUE 1,41
6,431 - 486,018 - 479,687 g9- 486, 018- 506011 DIRECT TICKET EXPEMNSE 1, 2E
1,060 1,060 - 100- 292 506020 GROSS TOUR REWEMUE
275 275 - 1006- 506021 DIRECT TOUR EXPEMSE
= 536, 007 873,823 337, 816- 39- 887 T3 | ** PROGRAM REVEMUE 4 3f

To explain, the Budget Performance Activity report is segmented into three parts. The first
section to the left is current month actual, plan (budget), variance and prior year if available. The
center section consists of general ledger accounts and descriptions. The third section to the right
is year to date actual, plan (budget), variance and prior year if available. This report is widely
used to compare budget to actual by month and year to date.

Report Drilldown

Select a number from the current month actual column; double click on the number in the current
month actual column to receive detailed postings.

Vs
/ Note: If the user double clicks on the month total the detail will correspond to
month, however if the user double clicks anywhere else on the selected
line, the corresponding detail will be year to date.
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The following box will appear.

I celect Report

Most Centers: Actual Line Items
Cost Centers: Plan Line Items

| Technical names onfoff |

Double click on the line “Cost Centers: Actual Line Items”. The system will deliver the detailed
general ledger postings that comprise the initial selection. The detail will appear similar to the
following.

L=
List Edit Goto Settings Extras  Enwironment System  Help

& 3 A EHISGER  DHE SDo8 | EHE @
Display Actual Cost Line Items for Cost Centers

& Dovumen] &7 Weserrecora ][ e

Lavout <ATHS01 AIMS Co=t center line item display
Co=t Center 2. JA&¥X BALLFID Gra . ..
Clarea currency Ish TS Dollar
Co.. |Cost elemeniCnst element name |DDC...IPDStg Date 1E WValiCOArea Croy) Cost Center1Line itermn text
1034 (801000 PROGRAM REVEMNUE Sk 0302008 41200105
1034 [A01000 PROGRAM REVEMNUE S0 0306EZ008 2000103
1034 (a01000 PROGRAM REVENUE S0 02062008 go.00 a2
1034 [a01000 PROGRAM REVEMUE Sk 0382008 12300 |76
1034 (801000 PROGRAM REVEMNUE Sk 03172008 109.00- |76

Notice the cost element column; this is the general ledger account. It has been expanded to six
digits by adding three zeros to the original RAMCAS ledger account. The document type
column will allow the user to analyze the posting in more detail as to what type document was
used for posting. There is a document type legend included as Exhibit 1 in the back of the
training manual. Refer to it to determine what type action is being taken in the account. For
example in the screen shot provided, there are SA documents (gjv adjustment) and a SD (DAR)
which is a daily activity report posting.

Select a line and double click to drilldown to the source document. The source document in this
example is the actual DAR that was entered by the accounting office. The following document
will display the details of the DAR posting.
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=
Document Edit Goto  Seftings  Extras  Environment  Systerm Help

& | D dEH @@ SHRE D0Na0 HE @

Document Overview - Display

[ 2]l ][] [ ][] =] 3] ) 2] 2] S choose [ save | ][] | ][R Tax ata R[]

Doc.Type © S0 [ DAR journal ) Hormal document

Doc. Number 1300002988 Company code 1034 Fiscal year 2008

boc. date H3f06/ 2008 Fosting date H3f06/2008  Period 06

Calculate Tax

Ref. doc. JBY B306E8

[oc . currency UsD

Itm| PK[S[Account fccount short ftext Cost Ctr Order fessignment Amount
1140] (101060 POS/DAR CLEARING JBY B30608 282.00
2150 (5016800 PROGRAM REYWENLE a2 GE . AE-
als0| (501000 PROGRAM REWENUE 113 222.00-

* (e[|

Header Information

If there are questions about the posting after reviewing the document, click the header

Y

information button . This will reveal the exact time the document was posted and the
accounting person responsible for posting. If there is a question or error, contact the user listed
in the header box. See the following display.

IlI?Du:u:ument Header: Company Code 1015
DocumentType! |SD| DAR journal
Doc Header Text (DG 3110
Feguest Mumber
Feference GLKE Q03pd@8 Document Date p3f04f2o08
Fosting Date p3f04f2008
Currency 5D Posting Period BE| /2008
Ref. Transactn BKPF | Accounting document
Reference key 130000332210152008 Log.System |PRZ_180
Entered hy GLE_RPETERSD Parked by
Entry Date p3/esZoos Time of Entry 09:55:25
TCode FBO1
Changed an Last update
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Close the document header box by clicking the I*<] at the upper right section.
The system will return to the document overview screen. From the document overview screen

click the green arrow back button EI to return to the line item detail and continue to green
arrow back to the original report. The following box will appear when exiting from the line item

detail. Click the yes button to return to the report.| Yes |

III?' Display Actual Cost Line fems for Cost Centers

@ Do you want to exit this list?

TEs i Mo [3¢ cancel |

On the Budget Performance Activity report, scroll down the report, by using the right side scroll
bars, to an expense line and select an expense account to drill down for additional information.
Example shows 785001 Bingo Awards & Prizes.

‘ ‘ 14,58 ‘ 14956 | 100 ‘ 742800 MUR INTNAL SERY R/R 73,
Report: ZVK/ZCO1B BUDGET PERFORMANCE AGTIWITY REPORT
Mame HO_LROBINSON Feriod 6 Ended March FY 2008
Cost Center or Group: 1034-101 NAS JACKSONYILLE 1034
RAMCAS Activity: 0877
CURRENT MONTH
ACTUAL PLAN VAR % VAR | PRIOR VEAR |COST ELEMENTS ACTUAL
201 1,625 1,334 82 1,126 662800 CABLE/SATELLITE SERVICE 5,
265 1362 1,097 a1 545 B62883 CABLE/SATELLITE UFM )
1,623 9. @03 7470 87 8,009 783000 CONTRACTUAL EXPENSE 37
ga2 992 100 902 783001 CUSTODIAL EXPENSE
70- 70- 100 354 783002 INSTRUCTOR EXPENSE 1,
2,324 8,265 5,961 72 7,528 783080 CONTRACTUAL EXPENSE UFM 23,
= 4503 38,474 34471 83 40,319 [+ CONTRACTUAL 161,
20, 871 29 871 100 34 514 641600 UTILITIES 17
525 525 100 749 641889 UTILITIES UFM 1
= 24,506 29 595 100 35,263 [+  UTILITIES 18,
1,243 4,004 3.561 73 2. 621 781800 ADVERTISING & PROMOTION 22
1,256 5,678 4,621 79 4,478 781880 ADVRTSNG & PROMD UFM 18,
= 2 589 10, 781 5182 76 7500 |*  ADVERTISING & FROMOTION 40
257 . 885 6. 620 o5 5. 747 785000 AUARDS & FRIZES 47
246 514 36 200 £ 606 22 331 307 785001 BINGO AWARDS/PRIZES 1,818,
5D 50 100 785880 AUARDS & PRIZES UFM

Double click on the number in the current month actual column. The following box will
display. Select “Cost Center: Actual Line Items”.
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III?'SelectRepurt

Bost Centers: Actual Line Items
Cost Centers: Plan Line Items

| Technical names anfoff |

The detail general ledger for the account will follow.

=
List Edit Goto  Seftings  Extras  Environment  Systerm Help

& Bl dH (&a@ DM E S840 EE
Display Actual Cost Line Items for Cost Centers

|§| Dncument”d?;ﬁ Maaterﬁecurd| E

Layvout <ATMS01 AIMS Co=st center line item displa
Cost Center E- JAE BALIFID Grd. ..

COarea currency 1sD TS5 Dollar

Co.. |C|:|5telemeniCustelementname |D|:|c...|F'|:|5tg Date 13 YallCOArea Croy CustCenter']
1|a Taa001 BIMGO AWARDEPRIZES KR 0372002008 §,433.00 130

1034 |725001 BIMGO AWARDEPRIZES KR 0372002008 227425 130

1034 |725001 BIMGO AWARDEPRIZES KR 0372002008 9,640.50 130

1034 |725001 BIMNGO AWARDEPRIZES KR 0372002008 223480 130

1034 |785001 BIMGO AWARDEPRIZES (KR 0311852008 §,787.00 130

1034 | 725001 BIMGO AWARDEPRIZES KR 0371872008 2,848.00 130

1034 |725001 BIMNGO AWARDEPRIZES (KR 0311872008 10,000.00 130

Overview Vendor Invoice

Select an item with a KR (vendor invoice) document type and double click on the line. The
example is using $4500.00 to drill on. The system will display the source document as a vendor
invoice. Notice the Vendor account.
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=
| Document Edit Goto  Settings  Extras  Environment  Systerm Help

| & 200 @@ SHE Dnoan BE @M@
Document Overview - Display

[=l[2] (W[ [ » |[m][&][=][3][¥|[Z] [Z] ] [E_choose |[& save || || [E][EE Tax data |[H][=]

Doc.Type : KR [ Wendor invoice ) Normal documemnt

Doc. WNumber FRE0A01013 Company code 1034 Fiscal year 2008
Doc. date A3/16/2008 Posting date 03218742008 Period (a5
Calculate Tax

Ref.doc. JACKPOT WINNER

Doc . currency usD
Daoc. Hdr Text |

Itm|PE |5 |Lccount Account short text Cost Ctr Order fssignment Lmount
1131 300 JARCEPOT WINMMER 10,000.008-
2| 40 785 FRIZES 138 JACEPOT WINMER 10,000 . 08
* o.aa0

Each vendor has a unique vendor number in SAP. In this example if there were any questions
about this charge, the user could identify the vendor to help recall the expenditure. Note in the
text field there is additional useful information.

To return to the previous screen, use the green arrow back button il click again to return to
the original report. The following box will display, click the yes button.

Use the green arrow back to exit the report. The following box will display, click the yes button
to return to the report tree.

I Exit Repont

@ Do you weant to exit the report?

R H Mo |

In addition to being able to drilldown on the payment, the user may also drilldown for the
documentation that backs up the payment. This would include the purchase order and goods
receipt for purchases of supplies. Using KSBB, display an Executive Summary. Double click
on the current month amount for Supplies.

Reporting Aids 101 (May 2008)



Activity Manager Reporting (CO)

=
| Eeport Edit Goto “iew Extras Seftings Systerm Help

| & DA e SHE DDoan BE @B
Executive Summary

| == (S o] (&][=][#_cotumn J[1<][ ][> ][ JH[=]

[ | Report: ZVK/ZC10C EXECUTIVE SUMMARY
Mame : HO_LROBINSONM SUMMARIZED OFERATIONS STATEMEMT
Feriod 6 ended March Fi 208
Cost Center or Group: 16834-181 MAS JACKSOWYWILLE 10834
Category:
Botivity:
CURREMT HMONTH
REVEMUES : FLAN % ACTUAL % PEY
RESALLE REVENUE 316,801 25 .96 163,668 22 11 323,630
SALES DISCOUNT RESALE REYENUE 875- 0.687- 912- 0.13- 1,674-
PROGRAM REWENUE 873,823 71.r78 538, 260 77 .5@ 887,763
COMMISSIONS 2,500 .21 919 0.13 2,112
OTHER REVEMUE 25,941 2.13 2, 488 o.36 41,360
EXTRA-ORDIMARY REWEMUE 224 0.03 9,285
= TOTAL REWEMUE: 1,217,380 100. 680 694 548 100 .00 1,262, 486
COST OF GOODS SOLD 129,953 41 .12 2,671 1.67 128,017
EXPENSES: FLAN % ACTUAL % PFY

Under Select Report, choose Cost Centers: Actual Line Items. Click the green check mark .

Il:I?SEIEI:t Report

Bost Centers: Actual Line Items
Cost Centers: Plan Line Items

| Technical names anfoff |

The actual line items that make up this total are displayed. The first line is a WE, which is a
goods receipt. Double click on the WE document on the first line.

(May 2008) 102 Reporting Aids



Activity Manager Reporting

[=
List Edit Goto Settings Extras  Environment Systermm Help

& BdH I S@ @ BE N as  EE @D
Display Actual Cost Line Items for Cost Centers

|§| D-:u:ument”é‘qﬁ MasterRecurd| E

Layout ~ATHSO01 ATHS Co=t center line item di=splawy

Co=t Center 72 JAX BALLFLD Goa . .

Clarsea currency usD TS Dollar
Co... |C|:|5t elemeniCust element name |D|:|c...|F'|:|stg Date 'Iz VallizoArea Croy| Cost Center'ILine ite
1034 701089 SUPPLIES LFM VE 031 7r2008 34296 88149 FUSIOI
1034 701089 SUPPLIES LIFM VWE 032072008 1,199.20- 8817 SPRAY
1034 701089 SUPPLIES LIFM YWE 031 T7I2008 36.00 |8817 TARK
1034 701089 SUPPLIES LIFM VWE 031 T7I2008 4410|8817 DEFOA
1034 701089 SUPPLIES LIFM VWE 03122008 425 88 BE1Y SPEELC
1034 701089 SUPPLIES LIFM VWE 030122008 3500 8817 VWEED
1034 701089 SUPPLIES LIFM YWE 03062008 70.32 |8817 MISC,
1024 17F0d nag 21 IPPlI IEZ 1 IFKA = n2m-a Manng N nn and T TIIRF F

The next screen displays the Goods Receipt document. This is the second part of the three-way
match process.

=

| Goods Receipt  Settings  Swstern Help

| @ DI e CHE fnan BR QF
Display Article Document 5000350682 - LIBEY ROBINSON

[ show overview [ [ Hota || check ][ Post || Hete |

Display T/ [Aricle Document = [Go00350682) [20@s |:|:||:|

General , vendor |, %G AR

Entered By MARGARET BAKER O 904-542-3123 [F% FIDocuments
Created On Q317200809 41 04
Transaction Code Fost Goods Receipt for PO MBI
Line |Art. Short Text Jaty in UnE |E.. IsLoc |cost Center [GiL Account |B
1 FLISIOMN T-CELL, ASS0ORTED 24 EA 2819 TE1E89
K1
G
Article '| Guantity i Partner i Account Assignment i Cutput
Furchase Order 6400034723 |1 ltern Category Standard
Reference Document RO0E36RG682 1 Dzl far At Doc. tem

Del. Compl. Ind. PO tem
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From the General tab, all details about the goods received is displayed. The Vendor tab displays
the vendor number, name, zip code and city. The third tab provides the purchasing group and the
name of person ordering. The Doc. Info tab details the posting date, time, and person’s name
entering the goods receipt into the system. Also, from this tab, click on the FI Documents button
to display the actual accounting documents for this goods receipt.

=
Goods Receipt  Seftings  Swstermn  Help

| & 10 ICEQ SHEB DL PR QB
Display Article Document 5000350682 - LIBBY ROBINSON

]| )

Il::'ListnfDncumemsinAccnunting 2 |Zoo8 I:I:II:I

Documents in Accounting
Doc. Numb..|Ohject type text |

5000003323 Accounting document TF a04-542-3123 |E Fl Documents
1009924316 Spec. purpose ledoger
0104003248 Controlling Document MBI
ty in UInE |E... |sLoc Cost Center |GiL A
4 EA 8814 AT

| Qriginal document |

LAl ]
|
Aricle '| Guantity i CINEIERS Purchase Order Data Fartner i Account Assignment i Qutput
Purchase Crder G400884728 |1 [tern Category Standard
Reference Docurment 5000350682 1 Dl for Art. Doc. Item

Del. Comnal. Ind. PO tem

Use the red X to close the window when finished reviewing the Accounting documents.
Additionally, the user can review the purchase order from this screen. Click on the Purchase
Order Data tab in the bottom section of the screen.
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Burchasze Qrder Edit Goto Environment  Systerm Help

| & 1 IH @@ CHE Dno0 PR @
Credit Card PO 6400084728 Created by MARGARET BAKER
| Cocurment Owerviaw On | IE | Print F'review” Messages || Fersonal Setting|

|II7

e | Credit Card PO E) 6408024728 ‘Yendor 4000026853 MATEC Doc. date  |@3/17/2003
Deliverylnvaice Conditions i Texts i Address i Cammunication i Farthers i Additional Data i Qrg. Data i g
Payrment Terms I‘U'D1B Currency usp
Payment in 0 | days |0.000 |% Exchange Rate 1.00808 Exch.Rate Fixed
Payment in B |days |0.000 %
Payment in B | days net
Incoterms
BlEs Iitm [a [ Jadicle |short Test [Po cuantity |o.. |clpetiv. Date [et Price |cum... Jper
1 K FLISIOMN T-CELL, ASSOR.. 24EA D E3fATI2008 14 29050 1

In order to see the complete details for the purchase order, click on the Purchase Order document
number. If necessary, the user can display any of the information on the purchase order by

clicking on the tabs or using any of the buttons in the toolbar. Green arrow & back after
reviewing the purchase order.

To see the PO History, click on the scroll to the right of the Purchase Order Document number.

Systern Help

| @ 290 eGQ DHE D000 R @

|IE"

III?«' PO History for Purchase Order 6400084728 Item 00001

IR E R EEEIEER FEER R IEBR IS

5... [T |Article Docu..| Item|Posting Date|= Quantity] Delivery costguantity| U= Amountin LC|L.
GR 101 5000350682 1 03/17/2008 24 0 (EA 342.96 Lt
Tr.Ev. Goods receipt " 24 ERA = 34296 U
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Click on Continue to return to the previous screen.

The user can drilldown from the Executive Summary to the DAR detail for revenues, or down to
the PO level from the expense line items. This completes the display of the three way match for
purchasing-PO, Goods Receipt, and Invoice through Payment. The drilldown feature on the
reports provides the Activity Manager with information without having to back out of the report,
or having to open duplicate sessions.

Simply continue to green arrow back © to return to the report tree.
Once at the report tree, select another report to view.

Export report to Excel

It is recommended reports be exported using HTML. Reports can be exported from SAP to an
Excel worksheet, with full Excel functionality in the worksheet. Printing options in SAP should
be set to Local Printer to print the reports directly from SAP.

From the Executive Summary or Budget Performance Report either click the Export Report

| E7 |
iconJ, or choose menu Report — Export.

EMicrosoﬂ: Excel - Executive Summary.HT™M
I’:‘I_] File Edit ‘iew Inserk Format Tools Data Window  Help
= g 4 Ga 9 - 2, = - 40 %M B0 @ P
& snaglt = | window -
~ X «J A& Cost Center or Group: |

A I B . ¢ [ b [ E | F | G |
, Executive Summary
| 2
EN
| 4 |Report: ZAVKZC10C EXECUTIVE SUMMARY Page: 0 of 0
| 5 |Hame: HQ_LROBINSON SUMMARIZED OPERATIONS STATEMENT Date: 03/20/2008
| 6 |Period 6 ended March FY 2008
7
5 |Cost Center or Group: |
| 9 |Category:
| 10 |Activity:
1
K=
| 153 || | CURRENT MONTH | YEAR TO DATE |
14
15| Revenue
16 | REVENUES: PLAN S ACTUAL h PFY YTD PLAN
17 |RESALE REYEHUE 316,001 Z5.96 |153,5¢65 Zz.11 JE3,630 |1,670,463
18 |SALES DISCOUNT RESALE REVENUE 575-| 0.07- 9i1z- 0.13- 1, 674- 4, B50-
19 |PROGRAM REVENUE 873,823 71.78 |538,260 [ 77.50 887,763 | 4,852,285
20 |COMMISSIONS 2,500 0.21 919 0.13 z,112 6,650
21 |OTHER REVENUE 25,941 2.13 2,488 0.36 41,360 151, 461
22 [ EXTRA-ORDINARY REVEHUE 224 0.03 9,295
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Reports via E-Mail

One of the new features that have been added to the report functions is the ability to send a copy
of the complete report via email to the user or another recipient as a PDF file. This is a very
simple procedure as illustrated below.

NOTE: Until a user’s email address is recorded in the SAP system, the
described function will not operate. It is recommended that user’s
periodically review the e-mail address on file in SAP. Please send
updated information to the helpdesk so that this very valuable
function is available to you.

With the report showing on the screen, click the printer button on the top menu bar =

The following Print Variation Reports window will be shown. Make sure the Current Report
radio button is checked. Checking the second selection button will not only slow all printer
functions but also would probably crash your email server.

1 25 96 | TH, 634 | 21.98 | 323,630 | 1,670,463
5-Q[S Print variation reparts F
K]

]

1 You can printthe current report

_ | orall 178 variation reports

f]

3| @curentrepot

— O Allvariation reports (in separate spool requests)

] O &l variation reports {in one spoal request)

]

:

B B o0 | | T 7o, 872 | I7g, 1

Just click the Green Checkmark on the window to continue.

it e = Print Report oz

__| © Print current page
O Print selected pages

_5__ Mumber of Fages T
- Yertical pages 1 to |1 ]
RE Horizontal pages 1 to 1

15 L
| R

10

E

IRDTHERT REVENOE
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The Print Report window has several choices. Click the ‘Print all pages’ radio button. This tells
the system that to produce all pages of the current report, not all the variations. Again, click the
green check mark to continue.

=

Eeport Edit Soto

&

W By Extras Settings System Help

B QM| &aeE | 3B EE 3T aaE | E

Executive Summary

=l [ [l [E5][] S ) [ams] =)=

D= Frint Screen List

Output Device Mail| I_Dcal Frinter
MNumber of copies 1
FRlumber of pages

@ Print all

2 Print fram page o] Ta o}

Title

Storage Mode
Print Priarity
Tirme of print
Recipients
Crepartment
Report
Format

] oy test

2RSS DCIExe cutive Sumimary
Print anly =
medium priority =
FPrint out immediately =
HO_LROEBIWSOM
HEADUOUARTERS
55 Rows
Z_G6B5_170

Xi1ro Columns

ABAF list At least 65 rows by 17

i
o

=0 =]

= |
.

BN |

Type “MAIL” in the Output Device text box as shown above. Then click “Continue” on the
bottom of this window.
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[=
| Report Edit Soto wWiew Extras  Settings  Systerm Help

| & D a0 @@ DGR B oo E
Executive Summanry

= EE EN == 5| |[ET) (==

= Frint Screen List
10
output Device L Ea | Cutput as E-rmail withh POF Attachime oc
hdail Address
Mlurmber of copies 1
FHumber of pages |
@ Print all T
) Print from page a To a E
v
Title ZEIZC QCExecutive Sumimary =15
Storage Mode FPrint only =)
Frint Priority Mediurm priority =
Tirme of print Print out immediately =l |
Recipients HO_LROEBIMSOM ==
Department HEADOUARTERS
Report 55 R ovws X |(1rm Columns —
Format ¥ 65 _zog| ABAP list At least 65 rows by 17 .. re
1
[ Onily text =

A pop-up window or message at the bottom of the screen shows the results.

F@ Feportwas printed (spool regquest number O00003 79490

After email processing is complete, a message will appear in the user’s Email (Outlook, not SAP
Workplace) that the report has been received. The subject line should look very similar to the
one shown here.
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C10C/Executive Summary - Message (Plain Text) z :1

“He EG Vew [nset Fomwt otk Abos Hep
Cutey | ClResytoR) | feed | (4 B[S ¥ (BN X |00 x5 Ghu @)

£ @ Soxlt 131" | Window l
| Extra Ine bresks Inthis message were removed,

From:  LIESY ROGINSON [ty robnsced@navy.mi] Serk:  Tua 3/11/2008 10:50 AM
To: Robirson, Libby CIV CNIC MILL DET, N9

Ca

Sbysct: PR2 87963 : 2V [2C10CExecutive Summary

Attachesants: - Prik dota, FOF (109 18)

The report or docwsent created by wser HQ_LROBINSON (apool no. PRZ 87963-1 ) is avtached to this email,
Open the attached file using Adobe Acrobat. The documsnt can then be printed within Adobe.

I you believe you have teceived this email in error, please email a reply to the sender and CONtAct Our systewm aupport branch on (901) 874-6500 or DN
882-6500 and quote the above spool request number.

INPORTANT NOTICE RE CONFIDENTIALITY = This electronic mail file is intended only for the addressee and may contain confidential informavion, If you are
not the addressec, you are notified that any transmission, distribution, or copying of this clectronic mail file 13 strictly prohibited. The
confidentiality attached to this electronic mail file is not vaived, lost or destroyed by reasons of a mistaken delivery to you.

The report itself will be attached to the email as a PDF file. Tlernt data.POF (109KB)|  Npotice that
the file will be called “Print data”. By ‘double-clicking’ on the PDF button the report will open
as shown below if the user has Acrobat Reader on the computer. Change the name of the file
and send it through email with comments added.

[COutlook
Go  Tools  pck

rint data.PDF - Adobe Reader =

-
3 X |Qﬁeply File Edit Y%iew Document Tools GeoPDF Window  Help
@ & | 11 = & |?5% - IFind -

indaws

=

1 [3] = |§ Baport: INE/ZOLOC EYECUTIVE CIMMERY Page: Lla
— ¥ame: O _CROBIRCOH SUMMARIZED ODERATICNS CTATEMENT Date: 03/11
= Farled & andad March Y 2003
- Cast Canfar of Groups  1034-191 WAS JACKEGHVILLE 1034
e — g Categary:
. <] | = Activity:
san, Libby = el
tems (1)
| | | CURREET MONTH | YERR TO TRTE
13 216,001 598 70,634 .9 313,630 1,670,463 x.m 1,354,535 2127
£75- 2.07- 419- 2.13- 1,674- 4,650+ 2.07- 7,435- 2.13-
! 573,523 1.7 250,887 7814 887,763 | 4,252,285 T2.66 | 4,098,428 7042
wal Upgrad 2,500 .21 z,112 8,850 2.13 10,317 0.8
25, M1 z.13 41,360 151,481 z.27 338,785 584
el Module 9,255 24,708 .42
— TOTAL REVENDE: 1,217,390 | 18%.00 32,22 | 00.09 1,262,485 6,678,423 | 109.00 5,820,310 | 100.00
letters
COET OF GOCO0S EOLD 129,053 a1z 1,429 2.02 128,013 £86,203 4108 570, E66 s2.13
519,586 4153 14,235 4.62- 512,060 3,128,008 a8 443,444 aL.ss
95,558 787 31,474 380 £7,634 £51,339 1032 358,583 5.5
ders 72,510 £.55 75,872 478,712 7.17 378,078 £.50
llow Up [3 39,832 337 38,704 238,550 358 183,388 2.7
17,331 1.4z 046 o.64 18,178 118, 540 1.72 27,588 1.50
Jad 3,265 .37 2,778 3,838 Rt 19,188 033
38,078 1.30 ET) 1.07 40,318 118,577 132 188,672 1.5
5 29,508 .43 38,262 186,677 .45 118,588 1.04
10,781 .88 377 5.2 7,550 &7, 538 1.02 IB,738 o.87
323,135 2554 111,184 34,61 337,054 1,323,138 2580 1,729,756 2572
rs 70,350 B 32,518 434,452 £.51 371,556 &40
50,475 415 22,185 £.91 5,210 385,483 .47 586,012 3.36
= 50 0.4 £,024 16,573 o.28
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Document Types

Depreciation Posting

AA Asset Posting

BR Bank Reconciliation

DG Customer Credit Memo
_

| Customer Invoice |

Customer Receivable Write-Off

DZ | Customer Payment Receipt 26 |

Allocations

IC | Mellon Credit Card 47 |

_ Payroll Interface

Document Type Number Range

| Fl Posting Interface |
Vendor Credit Memo Memo

KR Vendor Invoice
Vendor Payment Receipt

| Vendor Procurement Invoice |
POS Tenders and Revenue

SA | General JV 10 |

Accrual JV (auto reversing only)

SC | Accrual Reversal (for SB only) 12 |

DAR Journal

SE | HQ General JV 14 |

Recurring Journal

S | Inventory JV (non-Retail) 16 |

Standard Reversal

WA | Goods Transfer or Goods Issue 53 |

| Goods Receipt |
_
ZF Cash Concentration

| Payment Clearing |
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Customer/
Vendor

Customer

POSTING KEYS

Posting
Key

01

Description

Customer Invoice

Debit/
Credit

Debit

Customer

Customer
Customer
Cu
Customer

stomer

Customer

Customer
Customer

Customer

Customer
Vendor
Vendor

Vendor
Vendor

Vendor
Vendor

Vendor

Vendor
G/L
G/L
Asset
Asset

O BN ~N EOE > EON (O EEl O BIHSE NV ISR NV Bl — Eal — Bl O O Eel O
O Egl O el O Nl 00 NN — NN 00 NN — Nl OO0 EaNE O1 W O [N W IS

Purchasing /
Inventory Mgmt

Purchasing /
Inventory Mgmt

96

Reverse Customer Credit Memo

Service Charge
Refund
Payment Clearing (system)

Special Customer Debit
Customer Credit Memo

Incoming Payment (DAR)
Write-off
Payment Clearing (system)

Special Customer Credit
Vendor Debit
Outgoing Payment (system)

Payment Clearing (system)
Special Vendor Debit
Vendor Credit
Incoming Payment

(DAR)
Payment Clearing (system)

Special Vendor Credit

Debit Entry

Credit Entry

Debit Asset

Credit Asset

Goods Movement Debit (system)

Goods Movement Credit
(system)

Debit
Debit
Debit
Debit
Debit
Credit
Credit
Credit
Credit
Credit
Debit
Debit
Debit
Debit
Credit
Credit
Credit
Credit
Debit
Credit
Debit
Credit
Debit

Credit

(May 2008)

112

Posting Keys



Activity Manager Reporting (CO)

SAP List Viewer (ALV)
Overview

The SAP List Viewer (ALV) functionality unifies and simplifies the use of lists in the SAP ERP
system. ALYV presents a uniform and generally consistent look-and-feel to all of the reports
using it. Common ALYV functionality buttons include selecting, filtering, sorting, displaying,
summarizing, sub-totaling, drill-down, emailing, and downloading to a file.

The functionality also permits users to customize the entire layout of a report from changing the
column order and adding new columns to enabling filters and sorting criteria. The user layouts
can be saved for future use.

ALYV provides standardized functions for many reports, such as:
e Sort data by any column
e Sub-total data by any column
e Column display layouts are user-definable through the use of display layouts (also
known as display variants)

Many reports use ALV functionality, such as:
e GL, vendor and customer account line item displays
e Customer aging reports
e GL, vendor and customer account balances
e Check Register Report

There are common ALV function icons for both reports and line item displays. Line item
display reports and some other specialized reports have additional buttons.

Classic ALV vs. ALV Grid

There are two different presentation methods used by the SAP List Viewer technology: Classic
ALV and ALV Grid. The Classic ALV method renders reports as text-based, whereas the ALV
Grid method is more graphical in nature.

NOTE: Not all reports are available in both Classic ALV view and ALV Grid view at this time.
Future SAP enhancements will slowly phase out the Classic ALV view, and leave the ALV Grid
view as the default display.
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Balance Sheet in Classical List Display:

L=

Edit

Goto  System Help

List

<

1A @ CHE DhoD PR @@

Financial

Statements

HWR NSA CRANE AIMS Financial Statement Wersion Time 12:16:12 Date B4/17/208%
CRANE RFEILAGO/HO_LROBINSON Page 1
Company code 1013 Business area adgan Amounts in USD
C|Comp | Bus. |Texts Reporting period |Comparison period Absolute Rel |Sumtr
F|code| area (81.2008-13.2088) |(01.2007-13. 2007) difference dif [lewvel
ASSETS
CURRENT ASSETS
CASH & CASH EQUIVALENTS
1813 1681082 RESTRICTED CASH TRANSFER 361,329.32- 331,329 .32~ 30,008 .08- 8.1~
1813 101060 POS/DAR CLEARING 3,221 .90- a.e9 3,221.90-
1013 181078 LOCAL DEPOSITORY RECONCILED ITEMS 113.92 38,828.18 38,714.26- 99.7-
1013 181071 LOCAL DEPOSITORY 25,906.55- 2,746.06- 23,160.49-| B843.4-
1813 181085 INTER-COMPANY CASH 744 674 .99 938,814 .71 194 .139.72- 20.7-
1813 162000 RESTRICTED CASH CAPITAL OUTLAYS 361,329.32 331,329.32 30,000.00 9.1
1813 16880808 CHANGE FUNDS 4,750. 80 4, 758.88 B.80
16813 109000 PETTY CASH 750,00 750,00 a.e8
1013 110088 CREDIT CARD CLEARING 6,749.20- 2,860.75 8,809.95-| 427.5-
TOTAL CASH 714,411.28 982,457 .58 269,046 .32- 27 .3- |3
ACCOUNTS RECEIVABLE
1813 131085 ACCOUNTS RECEIVABLE GEMERAL RECON 72,436 .21 21,397 .87 51,038 34 238.5
1813 132000 ACCOUNTS RECEIWABLE RETURNED CHECKS 0.00 48.15 48.15-| 108.0-
1813 136000 ACCOUNTS RECEIVABLE USA APF SUP 79,000.00 a.e8 79,008.00
TOTAL RECEIVABLES 151,436.21 21,446.02 129,990.19 | 606.1 |*3*
RESALE & SUNDRY IMWENTORIES

Balance Sheet in ALV Grid Display:

Le"]_ist Edit Goto Views Seftings System Help
& 24 H @ BHE DoH BE @
Financial Statements
(S RN ) 2 e O B o S M =2 ESH
AIMS Financial Statement Version
10 Cumency type Company code cumency
usoD Amounts in US Dollar

e A

2008.01 -2008.13

Reporting periods
T b e

Text for BIS PE&L

item

Total of reporting period|

Total of comp. per.|

Absolute differenc

ASEETS

108000 CHANG

CURRENT ASSETS

CASH & CASH EQUIVALENTS

101002 RESTRICTED CASH TRANSFER

101060 POS/DAR CLEARING

101070 LOCAL DEPOSITORY RECONCILED ITEMS
101071 LOCAL DEPOSITORY

101005 INTER-COMPANY CASH

102000 RESTRICTED CASH CAPITAL OUTLAYS

E FUNDS

109000 FETTY CASH

110000 CREDIT CARD CLEARING

TOTAL CASH

ACCOUNTS RECENABLE

131005 ACCOUNTS RECEIVABLE GENERAL RECOM
132000 ACCOUNTS RECEIVABLE RETURNED CHECKS

ATEANN ACC AL IMTS DECSHADI E 1 IS4 ADE ©1 1D

361,329,32 331,320.32
3,221.90- 0.00
11392 3882818
25,906.55 2,746.06
74467499 938,814.71
361,329.32 331,329.32
4,750.00 4,750.00
750,00 750.00
6,749.20- 2,060.75
714,411,268 982,457.58
72,436.21 21,397.87
0.00 4815
7O ANM M an

30,000.010
32n.o
3|4
23160.4¢
184,139.7:
30,000.00

0.

0.0
8,809.3!
268,046.3:

51,038.3:
48.1¢

T ANA i
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Reports and ALV

To better illustrate the ALV functionality, a sample report will be used to demonstrate the most
commonly used icons. In this case, the Executive Summary report is a specialized report but it
uses most of the common ALV functions.

Menu Path: Accounting — Cost Center Reports — Standard Month End Reports — Executive
Summary

T-code: KSBB

Enter the fiscal year, period of the desired report, and plan version zero. Then under Selection
groups enter the cost center group, or an individual cost center in the appropriate box.

=

| Frogram Edit Goto  Enwironment  Systerm Help

| & 5 I H @@ D Doas FE @
Executive Summary: Selection

E wariation || Cutput Farameters. . || Data Source ... || Extract Parameters. .. |

Selection values

Fiscal “ear 20083
Feriod T
Flan Yersion o

Selection groups
Cost Center Group
ar single value(s) to IEI

Click on Execute to run the report.
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E'Eepon E0q Goto View BEstrgs Seftings  System  Help DEEW
1] 10H @@ BHR DDOO BE @m

Executive Summary

@ EE] &IE | [=l2lEE] Al [S)[R]08 cownn [l 0 1[I )R

Report: ZVK/ZC10C EXECUTIVE SUMNARY [
Wame:  HO_LROBINSON SURNARIZED OPERATIONS STATERENT =
Period 7 ended April FY 26068
= 11012201 NSWC CRANE GIA 1013
= [ 1013-301 NSWE CRANE GI8 1013 Cost Center or Group: 19013-181 NENC CHANE 1013
b L1 1013-4001 NSWC CRANE GiA 1013 GRS
= [ 1013202 NEWG CRANE RECREATION DIV kb
= [ 1013-302 NSWC CRANE RECREATION
b 1 1013-4002 NSWC CRANE OUTDOO CURRENT MONTH YEAR TO
B 1013-4008 MEWE CRANE BOWLING
b T 1013-4005 HSWC CRANE SFORTS REWENUES ! PLAN X ACTUAL : 5 PFY ¥T0 PLAN L] ¥
b L] 1013-4008 NEWG CRANE GOLF 10 RESALE REVENUE 145,400 |  66.74 130,410 963,976 | 75.99
P CJ1013-4009 NSWC CRANE CARWAS SALES DISCOUNT RESALE REVEMUE
B 1 1013-4014 NSWC CRANE T 1013 PROGRAN REVENUE 15,479 7.0 18,632 104,169 8.2
= [ 1013203 NEWC CRANE COMMUNITY CEN COMMISSTONS 13,000 5.97 13,696 91,000 TAT
OTHER REVENUE 43,990 20.19 39,419 163,454 8.63
=[] 1013-303 NSWC CRANE COMMUNITY { . . .
i EXTRA-URDINARY REVENUE 1,573
b 1 10134006 NSWC CRANE YOUTH A
b 10134007 MSWE CRANE COMMUR = | roraL REVENUE: 217,969 | 100.00 203,730 1,268,599 | 100.00 -
= [ 1013204 NEWC CRANE FOOD & BEVERA(
= T4 1013-304 NSWC CRANE CAFETERIAS © GCOST OF 60ODS SOLD 54,550 T .52 42,109 158,248 w6
b 1013-4010 NSWG CRAME CAFETER -
b £ 1012-4011 NSWC CRANE CAFETEF, EXPENSES! PLAN H ACTUAL £ FEY PLAN x
P L 1013-4012 NSWG CRANE CONF CT SALARIES & BENEFITS 79,163 6,34 80,282 540,007 42.57
b L 1013-4015 NSWC CRAME CONFER SUPPLIES 11,485 5.27 10,945 72,915 5.75
b O 10134013 NSWC CRAME VENDIMNG DEPRECIATION-LOCAL 18,318 474 10, 844 &, 458 72 224 5. 54
DEPRECIATION-CENTRAL FUND 432 0.20 43z 432 3,024 0.24
HATNTENANCE 1,100 0,50 3,851 2,200 0,65
ENTERTAINMENT 183 B 8.8
CONTRACTUAL 41,018 18.82 34,177 92,840 7.3
UTILITIES 6,300 2.80 6,075 45,930 3.62
ADWERTISING & PROMOTION 15 0.01 2,345 105 0.01 L
AWARDS & PRIZES 50 a.02 950 e.07 lA
L _ | ALLOCATION EWPLOYEE BEN/INS COST 7,261 1.33 7.198 48,566 3.83 =
ol I a0 ool | (]

b ] oa3 (1) (100) B0 mwesapa [ins |

These are the common functionality keys that are used to change the layout of reports. Some
account line item displays contain additional icons and will be discussed later in this section.

be covered in this section.@ |E'}13||E
BEEE ENE e D EE B E R

1. Navigation On/Off Icon: E

(Note: There are a few icons that are not ﬁ\erally used for gl displays and reports and will not

()OI 513

By clicking this icon, the user can display the Executive Summary (or any report containing this
icon) with the cost center hierarchy displayed or hidden. The first example has the hierarchy
displayed, and the second is the result of using the navigation icon to turn off the hierarchy.
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[iog
m:ammmmswm

EXECUTIVE SUNHARY
SURMHARITED DFERATIOHS STHTEEIT
Pariod 7 anded April FY 2058 n

3
= [ 1013-301 NSWC CRANE OR 1013 Cost Center or Group: 1813-161 NSWC CRAME 1013
[ ﬂlma—wm HNEWC CRANE VA 1003
= [ 1013-202 NSWC CRANE RECREATION Div
= [ 1013-302 NSWC CRANE RECREATION
b L 1013-4002 NSWC CRANE OUTDOO
B 1013-4004 NSWC CRANE BOWLNG
B[ 1013-4005 NSWC CRANE SPORTS
b L 191 34008 NSWE CRANE GOLF 10°)
b L 10134008 NSWE CRANE CARWAS
b 1013-4014 NSWE CRANE T 1013
= [ 1013-203 NEWE CRANE COMMUNITY CEN
= [ 1013-303 MW CRANE COMMUNITY ¢
b 10134006 NSWE CRANE YOUTH A
B :nma-m:r HEWE CRANE COMBMILL
13-208 NESWE CRANE FOOD &
ﬂwlmmmwmm-
B L 1013-4010 NSWC CRANE CAFETEF|
I 1013-4011 HEWC CRANE CAFETEF|

]

P 0013-4012 MSWG CRANE CONF CT SALARIES & BEWEFITS 79,163 | 36.38 80,282

B O 10134015 NSWC CRANE CONFER SUPFLIES 11,485 52T 10, 545

B L 10134013 NSWEC CRANE VENDING, DEPRECIATION-LOCAL 18,318 4.74 18,844 6,458
DEFRECIATION-CEMTRAL FuN® 43z .20 432 432
MAINTEWAWCE 1,100 .50 3,85
ENTERTAIWWENT 183
CONTRACTMML 4010 | 1962 .77
UTELITIEE . 2.80 6,575
AOVERTISING & PROWOTION 18 .01 2,345
MUARDS & PRIZES .02
BLLOCATION EWPLOYEE BEN/IMS CBET Fo261 3.33 T 198

Report:  ZVE/ZCIOC EXECUTIVE SUMMRRY Faga: 1 of 1 [=

Hame HO_LEOBINEON SUNMARIZED OPERATIONE STATEHENT Data: 847152008 E
Feriod 7 ended April FY Japg [ |

Cost Center o Group:  1013-101 NEWC CRANE 1013

Category:

Activity:

CURRENT HONTH | YEAR TO DATE I

RESMLE REVENME 145, 469 66.74 138,410 963,976 75.99 382,605 7285 472,12
SALES DISCOUMT RESALE REVEMUE 1,824- 0.19-

PROGRAM RENEMUE .18 18,632 104,168 821 37,215 .80 73,882
cosmissiows 5.97 13,696 91,000 7ar 80,415 15.14 53,629
OTHER REVEWME 20,19 3.419 109, 454 §.63 N, 523 5.93 11,7148
EXTRA-ORDINARY REVEWE 1,573 375 0.67 2,455
= 100,89 203,730 1,268,500 | 106.00 51,30 | 0880 T4.HS
.52 42,109 358,248 .6 136,625 35.53 179,978
[ S I3 A R A L 1O I S I |
36.34 89,2682 540,007 42 57 245,533 46,28 . TE
5.27 18,945 Tz, @15% 5.75 69,593 13,15 66,185
474 18,844 5,458 12,22 5 6 75, 423 14.20 29,5M
0.28 2 432 3,824 a.24 3822 057 3,022
0.5 3,85 8,200 B 65 2,568 856 9, Ma
183 a8 6.6 L [N T H2
18.82 T 2,840 ¥.32 21,119 5.18 84, M5
2.8 B.9T% 45,930 3.62 16,843 ER-H] 28,659
0.8 2,348 185 a.61 14 6.8 2,380
B.g2 a5 &.er 24 8.8 L]

L3 7198 48, 566 383 20,827 5. 46 35,678 =

)

[=
[ Toaa o crom Bl mwrsapa s | 12
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2. Print Page Formatting On/Off:

Report printing parameters have been formatted at Headquarters for all the SAP report printers.

It is recommended that these parameters remain as the default.

3. Column freeze on/off:

Some reports are larger than the monitor screen. If the user desires that the descriptive columns
(revenues/expenses) be displayed at all times as the user scrolls to the right to display hidden

columns, then use this icon to freeze the descriptions in place.

4. Options/Office Integration:

This icon also allows the user to freeze columns, headers, and export the report to an Excel
worksheet. By clicking on the icon, a popup window displays for the user options. After making

selections, click on the green checkmark. ¥

=
I Report Edit Soto View Exitras Settings

Swstem

= IpaRle e e

Executive Sumimanry

[E=| [ 2=l (L] [ 1] Sl | =211

I [= Cptions

| General Setings
[Flexpertmode

Display navigation bar

| List Couftput
Print paoge formmattino
[ I Freeze Pagse Header
[ Freeze lead colurmn
Display icons

Exit Report
Send confirmation prompt
| Default Seftings

[ Save settings

[ Create exdract

| Office integration
@ Inactive
O Microsoft Excel
O Lotus 123

-

[~

5. Presentation Graphics: El

Using this icon presents the data in a graphical display. A popup box appears for the user to
make a choice of presenting certain categories graphically or the entire report.
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=

| Eeport Edit Soto ' Extras Settinas

| & =]« | &
Executive Summary

i e A = (5] [T

I@Select section
"
Mame
1813-181
Revenues
CoOGs
Executivelsummary

Executive Summary was chosen for this example and then click on the green arrow.

e Summary
|7 saP BusinessGraphics =53]

' Graphic Edit Goko  Oprions  Exfras  Help
L e 1> =Y i i

20D "«-"iewl 3D "-.-"iewl Gmupsl LeflI Sel UpI Sel Downl Hightl FirstSeIectiDnI

Executive Summary

ExPEMSES: Key figures PLAN
i E.ey figures | 250[Th0usand3
| f FLEN .
=y
I ACTUAL ) 150
i = f
S i 100
FLEN ¥ N
ACTURL ff DI__ n_ _ i
% —
Fre / 0 Y I
ExPEMSES:

[ [ [ [ [maz oo [Re3 RezmrE |

6. Mail Recipient @

The icon T automatically transfers the user to the SAP Workplace and into an outgoing e-mail.
The subject/title is automatically defaulted into the SAP mail and the report is automatically
attached.

Additional text can be added to the body of the email and the recipients can be either internet
email addresses or internal SAPmail addresses. The email subject line can also be changed.
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=g =1 = B
Document  Edit Goto  Seftings  Swsten  Help

| I dHe@a SHE Hhon BR e

Display Document: List of outstanding checks

[ (][] | [ Renhy... || Rephy wireterence... | | [ New message |
m Afributes , Recipientlist . Aftachments

List of outstanding checks
Created =] LUBEY ROBINSON on 02/07/2008 08:42:15
Changed =] LBBY ROBINSON on 02/07/2008 08:45:43
Sharon,
Here's the repart you requested
Thanks,
Libby
=]
List of outstanding checks

7. Call up Report:

To view the details that make up the amounts in the Executive Summary, use this icon to pull up
line item details for budgeted or actual line items. User will make a choice via a popup box.

Eepot Edit Goto  “iew Extras Settings  Systern Help

| & 200 IC@@ SHE DDoD | HE|
Executive Summary

i == =) [=l=]

| =

Report: ZVE/ZC1QC Ex
I@Selectﬁepnﬂ SUMMARIZE
Feriod T

Eust Centers: Actual Line Items NSWC CRAME 10132
Cost Centers: Plan Line Items

| Technical names onfoff | CURRENT MOMTH

| REVENLES: PLAN % ACTUAL

8. Expand/Collapse Report Fully: @ E

These icons can be used to toggle between a fully expanded report as in all the previous
examples or one that only has totals by category (for this example, expenses cannot be collapsed
any further).
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= DEEE
Beport Edit Goto Wiew Exrac  Seftings System Help
@ 1dH e BHE dNOo0 BE @@

Executive Summary

(2l [1] | el )| ) | (2= ) o) ) 8 0 covan ] o % 58 )

Report: ZVK/2C10C EXECUTIVE SUMMARY Page: 10t 1

Name:  HO_LROBINSON SURMARIZED OPERATIONS STATEMENT Date: 0471572008
Period 7 ended April FY 2008
Cost Center or Group: 1013-101 NSHE CRANE 1013
Gategory
Actiwity
CURRENT MONTH YEAR TO DATE

REVEHUES: PLAN X ACTUAL £ PFY YTD PLAN £ Y10 ACTUAL i PFY

BY | TOTAL REVENUE: 217,869 | 160.80 203,730 1,268,599 | 100.00 531,310 | 1008.00 714,05
COST OF GOODS SOLD 54,550 37.52 42,109 358, 248 37.16 136,025 35.53 179,979
EXPENSES: PLAN £ 1 AGTUAL H PFY PLAN % ACTUAL k] PFY
SKMARIES & BEMEFITS 79,163 36.34 80,282 540,007 42.57 245,883 46.28 352,716
SUPPLIES 11,485 5.27 10,945 72,915 5.75 69,893 13.15 66,185
DEPRECIATION-LOCAL 18,38 4,74 10,844 6,458 72,224 5.69 75.423 14.20 29,579
DEPRECIATION-CENTRAL FUND 432 0.20 432 432 3,024 0.24 3,022 .57 3,022
HATNTENANCE 1,168 0.58 3,85 8,200 0.65 2,964 .56 ERal]
EMTERTAINMENT 183 £l 0.m 500 .09 7,12
COMTRACTUAL 41,010 18,82 177 92,840 7.32 27,118 5.10 84,015
UTILITIES 6,308 2.60 6,075 45,938 3.62 16,843 3.62 28,680
ADVERTISING & PROHOTION 15 0.01 2,345 105 ] 19 @.08 2,380
AWARDS & PRIZES 58 0.02 250 8.07 24 0.08 659
ALLOCATION EMPLOYEE BEW/INS COST 7,261 3.33 7,198 48,566 3.93 20,027 546 35,670
OTHER EXPENSE 1,443 0.66 1 2,468 10,295 0.81 18,181 3.41 11,792
EXTRA-ORDINARY EXPENSE 1,598 16,338 3.07 7.044

BT |TOTAL NAF EXP. INCL. UFM OFFSET 206,043 94 57 11,296 193,880 1,203,811 94,99 619,123 | 116.53 783,150
OPERATIONS BEFORE NEX DIVIDEND 11,826 5.43- 11,286~ 9,850 64,788 5.11- 87,813- 16.53 69,135-

9. Expand/Collapse Section: |

Sometimes, the user may want sections of a report expanded and other sections collapsed. These
icons allow that function. In the following example, Total Revenue is still collapsed, while the
UFM offset section has been expanded.

=
Beport Edit Goto Wiew EBxiras Setlings Systemn Help

& nla HSeae CHA DhhOoan BE e@m
Executive Summary

D= (o= |G =laltE=Ela] =] s [ EQ)[e@)[3 cownn [ [ <[ » [ =]

CURRENT MONTH
REYEMNUES : PLAN 1L X ACTUAL x PFY ¥Tl
i< TOTAL REVENUE: 217,869 100,00 203,730 1
COST OF GOODS SOLD 54 558 37 .52 42,1089
EXPENSES : PLAN % ACTUAL x PFY 1
SALARIES & BEMEFITS 79,163 3634 80,282
SUPPLIES 11,485 5.27 10,945
DEPRECIATION-LOCAL 10,318 4.74 18,844 6,458
DEPRECIATION-CEMTRAL FUND 432 o.20 432 432
HAINTEMANCE 1,188 a.50 3,851
ENTERTAINMENT 183
CONTRACTUAL 41,818 18.82 34 177
UTILITIES 6,300 2.89 6,975
ADYERTISING & FPROMOTION 15 o1 2,345
AWARDS & PRIZES =1 g.82
ALLOCATION EMPLOYEE BENSINS COST 7.261 3.33 T.198
OTHER EXPEMNSE 1,443 0_66 11 2,468
EXTRA-ORDINARY EXFENSE 1,598
SUBTOTAL WAF EXP. EXCL. UFM OFFSET 213.127 ar . a2 11, 286 199,013 1
UFM EXP OFFSET LABOR 7,083- 3.25- 9,133-
UFM EXP OFFSET MON-LABOR
= TOTAL MAF EXP. INCL. UFH OFFSET 206,043 94 57 11, 286 193, 880 1
OPERATIONS BEFORE MEX DIYIDEND 11,826 5.43- 11,286~ 9,850
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10. Previous section/Next section: |E||B

These icons allow the user to scroll vertically on the report.

11. Sort in Ascending/Descending Order |Ei||%'|

By clicking on the header of any column and then clicking either of these icons, |Ei| |?| the line
item display or report can be sorted by the data in that column. For the example, we can sort in
ascending or descending order based on the amounts in the current month revenue. The
following list has been sorted in descending order based on the amount. That icon will appear in
the column to let the user know the report has been sorted.

[

| Report Edit Golo View Exdras Seffings System Help

|@ 100 ©0@ BHB 200D OF @6
Executive Summary

(%)l a2 [11] a0 [ [T | e [P = ) ) 8 ) [ 2 B0 conamnn J1<J <11 J[ o]

‘ariation: Cost Center |
= 71013101 NSWC CRANE 1013
=7 m 1013-201 NSWC CRAMNE G/A 1013
= []1013-301 NSWC CRANE A 1013 Cost Center or Group: 1013-202 NSWC CRANE RECREATION DIVISION 1013
b ] 1013-4001 NSWC CRANE G4 1013 WAL
< 11013202 NSWC CRANE RECREATIONDI|  "*H1Y1%Y
= [ 1013-302 NSWC CRANE RECREATION

Report: ZWK/ZC16C EXECUTIVE ¢
Name : HO_LROBINSON SUMMARIZED OPERATI
Period 7 ended Ap

[ m 1013-4002 NSWC CRANE OUTDOO CURREMT MONTH
I D 1013-4004 NSWC CRANE BOWLINC
b [ 1013-4005 NSWC CRANE SPORTS BEVEWUEST a i 5 ACTUAL X
b [ 1013-4008 NSWC CRANE GOLF 10 SALES DISCOUNT RESALE REVENUE
P 1013-4009 NSWC CRANE CARWAS COMMISSIONS
[ m 1013-4014 NSWC CRANEITT 1013 EXTRA-ORDINARY REVEMUE

- m 1013-203 NSWC CRANE COMMUNITY CEN RESALE REWEMUE 2,000 3.80

= [11013-303 NSWC CRANE COMMUNITY ¢ EROGRANTREVENUE: Vst || Lo

b 110132-4006 NSWE CRANE YOUTH A OTHER REVENUE 43,300 82.20

12. Find Column: [El Colurmn

Due to the width of some reports, all columns may not display at the same time. This icon
provides a dropdown box so that the user can select a column to display.

=
Report Edit Golo WView Extras Seilings Sysiem Help

< o Q9 EH &S E@ SR ;T i s EE ) G EE
Executive Summanry

(Bl (& [2ef (5] [ 1] | [20] (0] [T | [S][ED) | _ B3 column

: R Report: ZWK/ZC16C
|“ariation: Cost Center ] el O LROBINSON
[IEw’Sslsc:t colurmmn =1 013
EGAaTD13
AMNME S0A 1013 Cost Center or Group: 1813-181 NSk
Name Horizontal C CRAME Gt 1013 Ea;egq::y :
. - E RECREATION Diwv SLAMN LY
% 1 AME RECREATION
ACTUAL 1 = CRAME OUTDOC
x 1 C CRAME BOVILIMG
R TAREY ] C CRAMNE SPORTS REWEMUES :
® 1 (=[S SRAME GOLF 10- SALES DISCOUNT RESALE REVEMUE
¥TD ACTUAL 1 = CRAME CARVAS EXTRA-ORDINARY REVENUE
I - CRANMEITT 10132 COMHMISSIONS
E COMMURNITY CEM PROGRAM REVENUE
[>¢] ANE COMMUNITY © OTHER REVEHNUE
T e e RESALE REWEMUE
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Line Item Displays and ALV

The following report is a line item display (FBL3N) in the ALV grid format. Below this report
is the same general ledger account display in the classic view. The ALV function icons are the
same except that the classic view has additional icons to scroll left or right across the screen.

ALV Grid View:

=3

@

List Edit Golo Exras

Ernvironment  Settings

Systern Help

dH @@ BRER A0 00 BE @

i S

GiL Account Line ltem Display

%1 =] (][

Selections H Dispute Case

Run Date: 02/14/2008 12:47:36

User: HO_LROBIMNSON

Open tems Key Date: 12/31/99993
101060 POS/DAR CLEARING

|EE T.]c.. Jassignment

ALV Classic View:

=4
| List Edit Gota Extras Erwironment Settings  Systern  Help

|@

1TH ee@ DHE

nooa HE @m

1DDEUWEHI. .1Type |Fuslmg DalelFKl .1CustCenter = Amountin local currency| Text IAr I Amount in doc. curr.
@ 1287 1000000000 SA  03/01i2002 50 302,434.28- 302,434.28-
] 1300000000 8D 02282002 40 1,000.00- 1,000.00-
1300000012 S0 05022002 40 500.00 500.00
1300000014 SO 09/23i2002 40 1,472,83273 1,472,83273
1300016468 S0 0O6/01/2001 40 B34.50- B34.50-
4300000000 RY  05M7i2002 40 451.75 451.75
RY 05M17i2002 40 619.00 619.00

RY 0517/2002 40 26.50 26.50

RV 05M7i2002 40 14,50 14.50

RY 05M17i2002 40 1850 18.50

RY 058M7i2002 40 37.00 37.00

RY 0&8M7i2002 40 1125 1125

RY 05M7i2002 40 14.50 14.50

RY 0517/2002 40 254.00 254.00

RY 051752002 40 22.00 22.00

RW 05M7i2002 40 13.00 13.00

RY 05M7i2002 40 14.50 14.50

RY 0&8M7i2002 40 2175 2175

RY 117182002 40 169.60 169.60

RY 11162002 40 4.00- 4.00-

RY 101072003 40 200.00 200.00

)

G/L Account Line Item Display

I 3 % 2 =

Selections H

Dispute Case

Run Date: 02/14/2008 12:43:32 Fage: 1
User © HO_LROBINSON
Open Items Key Date: 12/31/9999
101068 POS/DAR CLEARING

5t |CoCd| Assignment Documentho| Type |Pstnyg Date|PK|S|Cost Ctr fmount din Tocal cur. |Text Ar|Amount in doc. curr
] @|nzer 18000D0B0R| A |B3/01/2002| 50 302,494 .28 302,494 28-
] @f1287 1300800000 50 02/28/20082| 50 1,008.08- 1,088 88-
] @f1287 1300800012| 5D 05/02/20082| 40 50008 50088
] @|1287 1300000815| S0 |@3/23/2002| 40 1,472,822.73 1,472,822.73
] @| 1287 1300816468 50 |@6/01/2001|50 f34 5A- 634 5@-
] @287 4300000000|RY  |@5/17/2002|40 451.75 451 .75
] @|1ze7 4300000008|RY |@5/17/2002|40 619.08 619 o8
] @|nzer 4300000008| RY  |B5/17/2002| 40 26.50 2650
] @|nzer 4300000000|RY |B5/17/2002| 40 14.50 14.50
] @(1287 4300800000 | RY 05/17/20082| 40 1850 18 50
] @f1287 4300800000 | RY 05/17/20082| 40 37.08 37 oo
] @|1287 4300000800| RY  |@5/17/2002| 40 11.25 11.25
] @| 1287 4300000800 RY  |@5/17/2002| 40 14 5@ 14 .60
] @|nze7 4300000000|RY |B5/17/2002|40 254 .08 254 0@
] @|1ze7 4300000008|RY |@5/17/2002|40 22.08 22.00
] @|nzer 4300000008| RY  |B5/17/2002| 40 12.08 12.00
] @|nesr 4300000000|RY|B5/17/2002| 40 14.50 14.50
] @f1287 4300800000 RY 05/17/20082| 40 21.75 21 .75
] @f1287 4300800000 RY 11/16/20082| 40 169 68 169 6@
] @|1287 4300000800|RY | 11/16/2002| 50 4.08- 4.00-
] @lnze7 4300000008 RY  |10/10/2003] 40 [ ] 200.08 200 08
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T-code: FBL3N

|I: List Edit Goto BExiras Enwironment Setlings Systern Help
& 10l ee CHR hooaa DR @B
G/L Account Line Item Display

I K0 I3\ P8E2 P == [El&)=]] (=] 1T )]

Selactions ”

Dizpute Case

Status: »” Posted o Parked @ open @ Cleared

Run Date: B84/15/2008 19:45:34

User : HO_LROEBINSON

Open Items Key Date: 04/15/2008

181060 POS/DAR CLEARING

5t |CoCd| Assignment Documenthio| Type |Doc. Date |Pstnog Date |PK|S5|LCurr LC amnt |Curr. |Amount in doc. curr.|Ti

(" @|1013|CRN B10208 1300000406 5D 01/02/2008|01/02/2008 |50 UsD 308.50- |USD 38.50-

[] w@|1913|CRN 810308 1300000487| 50 |©1/03/2008|01/03/2008|50| |USD 82.75- |usp B2.75-

[] w@[1013|CRN 810608 1300000408 SD 01/06/2002)01/06/2008 |50 UsD 709, 75- |USD 709 75-

[] @|1813|CRN 810708 1300000412 5D 01/07/2008)01./07 /200850 uso 33.75- |USD 33.75-

[] @|1013|CRN 810708 1200000413| 50 | 01/07/2008|01/07/2008 50| |USD 536.55- |USD 536.55-

[] @|1813|CRN B10808 1300000416) 5D 01/08/2008)01./08/2008|50 usop 868 .65- |USD 868 .65-

[] w@i|1013|CRN B10908 1300000410 50 01/09/2002)01/09/2008 |40 uso 73.75 |UsD 73.75

[] @|1913|CRN 10908 1300000409 5D 01/09/2008)01./09/2008 |40 uso 18.58 |UsSD 18.50

] w@|1013|CRN 610908 1300000414 5D 01/09/2008)01/09/2008 |50 UsD 724 .20- |USD 724 .20-

[] w@|1913|CRN 10908 1300000415| 50 |01/09/2008|01/09/2008 50| |UsSD 320.00- |USD 32@.08-
uso 3,221.90- |UsD 3,221.90-

The following icons appear in the FBL3N transaction code for general ledger line item displays.

g . .
K D N N s e 2 el s A ) e

1. Scrolling

These four icons E E m E allow the user to move the screen left or right to view columns
that may be outside the parameters of monitor.

2. Display Document: |6

By clicking on any line item in the line item display, and then clicking this icon, the actual
document for this posting is displayed. (Click on any cell or the blue box to the left of the line
item.)

List Edit Goto Esras Environment Seftings  System  Help
|& 10 eee CHB “0o0 BE QB
GIL Account Line Item Display

22| = = s A=Y N = = 2

|ED

IZIW

Selections || ] Dispute Case |

Run Date: 02111/2008 134513

User: HO_LROBINSON

Open lterns Key Date: 021172008
101060 POS/DAR CLEARING

Double click on any line item or click the
blue box to the left of the item.

“[Dacument. [ Type [Posting Date[Pk] 7| Cast Center [z Amountin lacal currency| Text

|AI’ | Amountin doc. curr

1000000000 SA 030142002 50 302,494.28- 302,484,286
1300000000 8O 02222002 50 1,000.00- 1,000.00-
80 10d3142003 40 100.00 100.00
1300000001 8O 1043142003 40 150.00 150.00
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The first line item of the document will be displayed.

[=
| Document Edit GSoto Extras Environment Swstem Help

| & Bl 0 H @@  DHEE smmas  BE @

Display Document: Line Item 001
2 [ [ [~ ) [~ ] [@) [ Asamanai Data |

ISl Account: 101068 POSIDAR CLEARIMG

Company Tode 1287 MR COMRAVRES, By

Doc. ho. | 100EEEEE0E

Line lterm 1 f Credit entry 5 50
Armount 302,494 28 LIS

Additional Account Assignments

Site

Walue date
Auto. created

Assignment
Text =, Long text

To see the entire document, then click the Document Overview button. |£

=
Docurment Edit Soto  Exiras Seftings  Enwironment Systern Help

& ndd @@ SR anas EE ) @D

Display Document: Overview
EIEIEE Display Currency |

{Document Number| 1008008000 Company Code 1287 Fiscal Year ooz
Document Date 03/aE1 22002 Fosting Date gIsa1i2ee2 Period G
Reterence Cross-CC no.
CUrrency usm Texts exist
terms in dacument cdrrency
Itm FE CoCd Account Description CostCr Order Amount in USD
gal1 5@ 1287 101060 POS/DAR CLEARING 302 494 28-
oAz 4@ 1287 101060 POS/DAR CLEARING 302 494 28
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3. Change Document: E

Use this icon to change assignment and text on documents. These are the only two fields that
can be changed on a document.

Document

Edit Goto

Extras

Environment System Help

&

=]

|I§
I

A H €6 B EE ST A s EE @D

Change Document: Line Item 002

[+ ][ =][=]|[ & ~dditional oata |[[E] + rextitern |[[E] + Previous itern |

Gl Account

101860

FPOSIDAR CLEARIMG

Company Code

1013 MR MSA CRANE

Doc. no. (13000800406

Armount

Line Iterm 2 f Credit entry £ 50

|30, 50

=0

Additional Account Assignments

Text

“Walue date
Assignment

Site

[ 1]

lcRM 010z08

=, Longtest |

Header information can be changed from this view by clicking on the Header icon. 3

=

Document Edit _Goto.

&

Extras

9 H SO  CHE oo BRI @E

Environment _ System _ Help

Change Document: Line Item 002

(2|55 (2]~ ]|[«]/@][ & AdditionaiData |[E + Nextitem |[[E + Previous item |

GJiL Account
Company Code

Amount

Additions

Value dg
Assignm
Text

101068

POS/DAR CLEARING

1813 MWR NSA CRANE

Doc. no. 1300000406

Line merrl[I:.’ Document Header. 1013 Company Code

Document Type
Doc.Header Text
Reference

Currency

Ref. Transactn
Reference key
Entered by
Entry Date
TCode
Changed on
Ledger Grp
Ref keythead) 1

7%

SD DAR journal
Rs
CRN 010208 Document Date

Posting Date

\usp Posting Period
BKPF | Accounting document
130000040610132008 Log.System
GLK_TSMITH Parked by
8170872008 Time of Entry
FBO1

Last update
Ledger
Refkey 2

[81/0272008
[81702/2008
|84 7 [2088

QA3_100

10:09:44

Only the Doc. Header Text and Reference can be changed.
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4. Mass Change L

NOTE: Please call the SAP HelpDesk before attempting to use this icon. Check the items
that need to be changed in the boxes to the far left of the screen.

=4
List Edit Goto Extras Enyironment Seftings System Help

@ 1 IH 0G0 DHE Do IR @@
G/L Account Line Item Display

Status: o Posted A Parked @ open @ Cleared
Run Date: 04/14/2008 08:04:32 Pag
User HO_LROBINSON .
Check items to be

Open Items Key Date: 1273179999 Changed
101868  POS/DAR CLEARING

St | CoCd AW Documentho| Ty 601: Date | Pstng Date |PK| S| LCurr LC annt | Curr. | Amount in doc, curr. |Text

7

] LeT5| 6LK 103107 16 10/31/2007|18/31/2007|50| |UsSD 312.00-|USD 312.00-
v] " @|1015|6LK 1083107 SD |10/31/2007(10/31/2007 (50| |USD 1,247 68-|USD 1,247 .68-
[] @|1015/6LK 183167 S0 |16/31/2007|16¢3112007|56| |usD 11.75-|USD 11.75-
(] @|1015/6LK 183187 S§D [10/31/2007(10/31/2007 50| |USD 922.00-|USD 922.00-
(] @|1015|6LK 1083107 SD |10731/2007|10/3172007|50| |usSD 512.00-|USD 512.00-
[] @|1015|6LK 103107 SD [18/317/2007(10/31/2007|50| |USD 30.25-|UsSD 30.25-
(] @|1015|6LK 183167 1300000724|SD |10/3172007|16/31/2007 56| |USD 64.25-|USD 64.25-
(] @|1015|6LK 1083107 1300000724|SD |10/31/2007(10/31/2007|50| |USD 75.50- |USD 75.50-
(] @|1015|6LK 1300000724|SD [10731/2007|108/31/2007|50| |USD 12.00-|USD 12.00-
(] @|1015 1300000724| 5D |10/31/2007|106/3172007|50| |USD 257.75-|USD 257.75-
(] @|1015 1300000724| 5D 1073172007\ 108/31/2007|56| |USD 990.75- |USD 990.75-
(0 @|1015 1300000724|SD |10731/2007|16/31/2007|56| |USD 846.00- |USD 846.00-
] @|1015 1300000724|SD |10731/2007|108/31/2007|50| |usD 182.50- (USD 182.50-
(] @18 1300000724| 5D |10/31/2007|16/31/2007 56| |USD 47.50-|USD 47.50-
(] @jAis 103107 1300000724|SD |10431/2007|18/31/2007|56| |USD 18.00-|USD 18.00-
%]J 6LK 183107 1300000724| 5D |10/31/2007| 1073172007 |50, |USD 4.00-(USD 4.00-

0 GLK 1083167 1300000724|SD |10/31/2007[18/31/2007|50| |USD 42.00-|USD 42.00-
v] 1015/ 6LK 103107 1300000724| 5D |10431/2007| 107317200756 |USD 1,076.20-|USD 1,076.20-

1015|6LK 103107 1300000724|SD |106731/2007|10/31/2007|56| |USD 744 .10-|USD 744 .10-

v” @|1015|6LK 103187 1300000737 5D |10/31/2007|18/31/2007 (40| |USD 1,058.44 (USD 1,058 44
(] @|1015|6LK 183107 1300000738 5D |10/31/2007{16/31/2007 (40| |USD 127.50 |UsD 127.50
(] @|1015|6LK 1083187 1300000739| 5D |10/31/2007|16/31/2607|46| |USD 1,247.68 |USD 1,247.68

Click on the Mass Change icon % you can change certain fields in numerous documents
simultaneously. Enter the data. This data will apply to all documents highlighted and will
replace any existing data already in those fields! Be sure you want all the data overwritten
on the documents chosen.
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List Edit Goto Extras Ervironment Seflings Systemn  Help
& | DB CcCee DHB ONOH R o
G/L Account Line Item Display
(LAl Im el2lE = 2l s EN A =] =] ) ][5 seecon: |[10 o

Status: »* FPosted L Parked & open @ Cleared

Run Date: 9441472008 0B:.04:32
User © HO_LROEBIMSO0ON

Dpen Items Key Date: 1273170099

mrg'uswvaluss =
P t data
st mi Baseline Date | | | LC amnt |Curr. | Amount
] |
5 olsd CSondibons [ | | | 312 98- [UsD
=1E FPayment Block - 1,247 68- |BSD
@19 Payment Method 11.75- | 5D
o 81| Housemane T 572 00 |vep
] @1 30.25- [UsD
L] @19/ Gunning data LR [
(1 @1 75.50- |usD
1 a1 Cunning Aneas 1 12.008- |UsDh
| Lo ] 350 75- |usD
a 75-
[ af1d| Cunninglevel | | 845.00- |USD
% @ |14 Dunning block 182.50- (UsD
319} punning key [ ] 47.50- (usD
1 @1 18.88- [usD
O a4 4._00- (usp
S -
~] @ ) ) =
% olid| Tea HALL CYWEEM CARNMALl L] e
e — | LEESELS) b
| 1 [REREEanE RG] ) 1,247 68 |usD
1 @m|1d Reasoncode | 922 88 (usD
(] @ |19 AR Fledging ind 512.00 |usD
1 al 30.25 |usD
T | PP r=E—r——— |

Then, click on the Execute changes icon on the bottom. ¥ Execute changes

=
List Edit Goto BEsras Ervironment Seftings Sysléem  Help

& | I dH Qe CHE DDOoOo BE @m
G/L Account Line ltem Display
(W[ [} sAlz)E]2) =] E]) )& (=] [EB=]s] ] B ) [ e J[ oipue case

Status: «" Posted £ Parked @ open @ Cleared

Run Date: 04/14/2008 ©8:10:17
User . HO_LROBIMSON

Open Items Key Date: 1273179099

© st|coce|assignaent  [oocusentio| Type|voc. Date [pstng Date

[ @|1015|6LE 103107 130000072450 [10/31/2007( 1043172007 |50) | USD B2.75- |USD 82.75-
[ @|1015|6LK 183187 1200000724| 50 [10/31/2007( 10431 /2007 | 50| |USD 926.05- |USD 926.05-
[ ] @|1815|6LE 103187 130000072450 (1043142007 10431 /2007 |50 |UsD 312.00- |UsDh 32 a0-
[ @|1015|6LE 103107 1300000724 50 [10/31 /2007 10431 /2007 | 58] | USD 1,247 .68~ |USD 1,247 .68-
; @ |15 GLE 103187 130000072450 [10/31/2007| 10431/2007 |58 | USD 11.75- |USD 11.75-
. @|1e15|GLE 103107 1200000724| 50 [10/31/2007( 10431 /2007 | 50| |USD 922.00- |USD 922 _00-
[ ] @|1815|6LE 103187 130000072450 (1043142007 10431 /2007 |50 |UsD S12.00- |usDh 512 00-
[] @|1e15|6LE 103107 1300008724| 50 18/31/2007) 10431/2007 | 58] |UsD 308.25- |usD 30.25-
[] @|1e15|6LK 103107 120000072450  [10/31/2007] 10/31/2007 |58 | USD 64 .25- |USD 64.25-
[ @|1015|6LE 183107 130800072450 [10/31/2007| 10/31/2007 |50 | USD T5.50- |USD T5.50-
[ ] @|1815|6LE 103187 130000072450 (1043142007 10431/2007 |50 |UsD 12.00- |Ush 12.00-
[ ] @|1015|6LK 183167 1300000724| S0 (1073172007 1073172007 | 58] | USD 257.75- [usD 257.75-
[] @|1e15|6LK 183107 120000072450  [10/31/2007] 10/31/2007 |58 | USD 980.75- |UsD 990.75-
[ @|1015|6LE 183107 130000072450  [10/31/2007| 10/31/2007 |50 | USD 84600 - |USD 946_00-
[ ] @|1815|6LE 103187 130000072450 (1043142007 10431 /2007 |50 |UsD 182.50- |UsD 182.50-
[ 1 @|1015|6LK 183167 1300000724| S0 (1073172007 1073172007 | 58] | USD 47 .50- |USD 47 .50-
[] @|1e15|6LK 103107 1200000724 50 [10/31/2007] 10/31/2007 |58 | USD 18.80- |USD 18.08-
[ @|1815|6LE 183187 130800072450  [10/31/2007| 18,/31/2007 |58 |USD 4.88- |UsD 4._88-
[ ] @|1015|6LE 103167 120000072450 |10731/2007| 10/31 /2007 |50] | USD 42 80- |Ush 42 .90-
[1 @|1015|6LK 183167 1300000724) 50 [10/31 /2007 10/31/2007 |50 |USD 1,076.20- |Ush 1,076.20-
[1 @|1e5|6LK 103107 1200000724 50 [10/31/2007] 10/31/2007 |58 | USD 744 18- |USD 744.108-
[ @|1e15|6LE 183187 1308008737 50 [18/31/2087] 18,/31/2007 | 48] | USD 1,058 44 |USD 1,058 44
[] @|1015|6LE 103167 13000007 38| S50 |10/31/2007( 10/31/2007 | 40] |USD 127.58 |UsD 127 .50
1 el sl&E e 1Az ARAARAAT 34l i AR F2ART A0 P 2RAT Lanl (1L 1 247 AR LISH 1 24T AR
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The line items display screen returns with those line items shaded. To see the effect of your

changes, click on List>Refresh.

List Edit Golo Extras Environment Seftings System  Help

(] 3 dH Ca@ DHE hhon BE @m

G/L Account Line Item Display

1| I3 | CO % 7 = B = 3 | Y

| IEDD | |Ll;| Selections || 1 Dispute Czsel

Status: o Posted O Parked @ open @ Cleared
Run Date: B471472008 08:12:51 Page: 1
User o HO_LROBINSON
Open Items Key Date: 12/31/9989
16168608 POS/DAR CLEARING |
st |cocd| Assignment | pocumentMo| Type|Doc. Date |Pstng Date|PK|S|LCurr| LC amnt |Curr. |Amount in doc. curr. | Text
] @|1015|6LK 103107 1300000724\ 50 |10/3172007|10731/2007 50| |UsD BZ.75- |USD BZ2.75-
] @|1015|6LK 183107 1300000872450 |1673172007|10731/2007 (50| |USD 926.085- |USD 926.085-
] @|1015|6LK 183107 1300000724| 50  |10/31/2007|10/31/2007 (50| |USD 32.00- |USD 32.00-
] @|1015|6LK 103107 1300000724 50 |10/3172007| 10731/2007 |S50| |USD 1,247 .68- |USD 1,247 .68- | HALLOWEEN CARNIVAL
] @|1015|6LK 183107 1300000724\ 50 |10/3172007|10731/2007 50| |UsD 11.75- |USD 11.75-
] @|1015|6LK 183107 1300000724| 50  (10/31/2007(10731/20087 50| |UsD 922.00- |USD 922.00-
] @|1015|6LK 183107 1300000724| 50 |16/3172007| 10431 /2007 |50 |USD 512.80- |USD 512.00-
P @|1015) 6LE 183167 1300000872450 |16/3172007|10731/2007 (50| |USD 30.25- |USD 36.25-
. @|1015|6LK 103107 1300000724| 50 |10/31/2007|10/31/2007 (50| |UsD 6425~ |USD 64.25-
] @|1015|6LK 183107 1300000724| 50  |10/31 72007 (10,31 /2007 |50| |USD 75.50- |USD 75.58-
| @|1015|6LK 103107 1300000724\ 50 | 10/3172007)|18731/2007 50| |UsD 1Z2.68- |USD 12.00-
] @|1015|6LK 183187 1300000724| 50  |10/3172007 (10/31/2007 50| |USD 257.75- |UsD 257.75-
] @|1015|6LK 183107 130000072450 |[10/3172007(10,31/2007|50] |USD 99075~ |USD 990.75-
| @|1915|6LK 103187 130800872450 |16/3172007|10731/2007 (50| |USD B46.00- |USD B46.00-
] @|1915|6LK 103107 130000072450 [10/3172007(10731/200750) JUsSD 182.50- |USD 182.50-
] @|1015|6LK 183107 1300000724| 50  |10/31 72007 (10,31 /2007 |50| |USD 47.50- |USD 47.508-
| @|1015|6LK 103107 1300000724\ 50 |10/3172007)|18731/2007 50| |UsD 18.68- |USD 18.08-
] @|1015|6LK 183107 1300000724| 50 |10/3172007(10£31/2007|50] |USD 4.00- |USD 4.00-
] @|1015|6LK 183107 130000072450 |10/3172007(10731/2007|50) |UsSD 42.00- |USD 42.00-
| @|1015|6LK 183107 130800072450 |16/3172007|10731/2007 |S0| |UsSD 1,076.208- |USD 1,076.20- | HALLOWEEN CARNIVAL
] @|1915| 6Lk 103107 130000072450  [10/3172007(10731/200750) JUsSD 744.10- |USD T44.10-
] @|1015|6LK 183107 130000073750 (10/3172007(10/31/2007 | 40| |USD 1,058 44 |USD 1.058.44 | HALLOWEEN CARNIVAL
L1 @ml1o1516LK 103107 1300000738| 50 1073172007 18731 /2007 140] JUsD 127.50 [UsSD 127.58

5. Set Filter F

If you only want to see limited information from this report, you can click on the column heading
and then click the filter icon. |$ The user may only want to see the DARS from a certain

posting date. Choose posting date, click the left arrow, |4 and then the green arrow. @
Enter only the dates needed: From 01/07/2008 to 01/07/2008. Click the green check mark at the

bottoml ¥ .

List Edit Soto Extras Environment Settings System Help

=3 O QD e CDmmes  mnaao Il e

GiL. Account Line ltem Display

T EH B R R EE P [E== B I[Fliall=]lleEE == (=)= ) 1) =)

Status: [=- Define filter criteria

Run Dat

User — —

_ % F E 1 3

Open It} Column content Col. content

sotoson]| Payment order

Sy =1 | Payment reference

Payment sent L
G=8E : Pmnt card line item E
T Pmnt currency 2]
(1 @] | Pt ' t 3
(1 @ || pp == 9
1 || - E
1 =] | Posting Key 5
IS5 Posting Period 2
L1 @ || Processor E
a1 == p
1 > |y = Produktionsmonat E -3
] @& Profit Center = 3
=Y s [ e
[s2]is<]
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I = Filter criteria
Select,
Fosting Date 01707 /2008 10 o1/07/2008][=)

C2E 3 =1isilES

The resulting report would look like this, only showing 2 outstanding checks from the first 15
days of the month.

=
| List Edit Goto Exdras Environment Seftings System Help

& D 0H ©6e DHE Do @@
GI/L Account Line Item Display

1KY I3 C %P+ (=] sl )= P serecions ][ oispute case

Status: " Posted £ Parked @ open @ Cleared

Run Date: B4/15/2008 12:53:31
User . HO_LROBINSON

Open Items Key Date: 04/15/2008

101060 PO5S/DAR CLEARING

St |CoCd| Assignment DocumentMo| Type |Doc. Date |Pstng Date|PK|S|LCurr LC amnt |Curr. |Amount in doc. curr.|Text
r' @|[1013|CRN 810708 1300000412)50 |B1/07/2008|01/07/2008|50) |USD 33.75-|UsD 33.75-
[ ] @|1013|CRN 810708 1300000413|5D |01/07/2008|01/07/2008|50] |usD 536.55- |USD 536.55-
usp 570.30- |USD 570.30-

6. Total/Sub-total @ %

By using these icons @ %, columns can be totaled and/or subtotaled at the user’s discretion.
All screen shots in this section reflect the total highlighted in gold. The user can also sub-total

based on the other columns. For simplicity, the following screenshot is sub-totaled based on the
Posting Date and the subtotals are highlighted in yellow.
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=

List

Edit

Goto BExtras Enyironment

Seftings System Help

@

3 dH e CHE Do BE @@

G/L Account Line Item Display

1IN CINE% P2 S [Flal=]]

-] g ][J Selections ” ] Dispute 12:1-5»:»]

Status: o’ Posted O Parked @ open @ Cleared

Run Date:. 04/15/2008 12:59:37

User HO_LROBINSON

Open Items Key Date: 0471572008

101860  POS/DAR CLEARING
5t| CoCd | Assignment DocumentNo TY’D”G’ID@..’M@E% Pstng Date|PK|S |LCurr | & LC aant|Curr, | Amount in doc. curr, |Tej

[ @|1013|CRN 010208 1300000406|SD | 01/02/2008|01/02/2608)50| |USD 30.50-|USD 30.58-
¢ 01/02/2008 usp 30.50-|UsSD 30.50-

] @|1013[CRN 010308 1300000407 (SD | 01/03/2008|01/03/2008/50| |USD 82.75-|USD 82.75-
= 81/0372008 usp 82.75-|USD 82.75-

] w@|1013|CRN 010608 1300000408|5D |01/06/2008|01/06/2008|50| [USD 709.75-|USD 709.75-
5 01/06/2008 usp 709.75-|USD 709.75-

] w@|1013|CRN 810708 1300000412|5D |01/07/2008|01/07/2008|50| |USD 33.75-|USD 33.75-

] w@|1013|CRN 810708 1300000413|5D |01/07/2008|01/07/2008|50| |USD 536.55-|USD 536.55-
i 01/08772008 usp 570.30-|USD 570.30-

] @|1013|CRN 0168068 1300000416|SD | 01/08/2008(01/08/2008|50| |USD 868.65-|USD 868.65-
A 01/88/2008 usop 868 .65- | USD 868.65-

(] @|1013|CRN 0108908 1300000410|SD |01/09/2008|01/09/2008|40| |USD 73.75 |USD 73.75

(] @|1013|CRN 810908 1300000403 |SD | 01/09/2008|01/03/2008| 40| |USD 10.50 |[USD 10.50

(] @|1013|CRN 016908 1300000414 (5D |01/09/2008|01/09/2008|50| |USD 724.20-|USD 724.20-

(] @|1013|CRN 0810908 1300000415(SD |01/09/2008|01/09/2008|508| |USD 320.00-|USD 320.00-
& 01/03/2008 usp 959.95- | USD 959.95-
e usp 3,221.90-|USD 3,221.90-

7. List Status:

The list status () simply identifies the most recent functions used on any report. For this
example, the data is listed in ascending order by posting date and sub-totaled by posting date.

There are a total of ten (10) records in the report with seven (7) sub-totals/totals.

NOTE: On certain reports and line item displays in other modules, this pushbutton will send the
user to SAP online help.

=

List

Edit

Soto

Extras

Enyironm=nt

Settings

Systerm He=lp

&

2 Al G| DEEE ) T aOs  EE

G/L Account Line Item Display

L[« [ ][22 | s @] @] ) FEl &) =] ) B8] =] =] | (=] = =T
Btatus - s Posted O Parked H open @ Cleared
[= List Status: Display (=
sort criterials |S |3
Fosting Date | s
Data statistics oT
Mo | Type|Doc. Date |Pstng Date|PK|S|LCurrc
Records passed 10
Calculated total records T b6 |sD a1/o2/2008 |01 202/2008| S50 usp
81/02/2008 usm
br|sp a1 /03s2008|01 /03 /2008|500 usp
21 /03/2008 usp
s s a1 /o6s2008 |01 r06/2008| S50 usp
81 /06720082 usp
-l =i - [i2)|so a1 /a7s2008 |01 207/ 2008| S50 usp
= 3|sD at1/a7s2008 |01 sa7rze0s| S50 usp
= 81 /87 /2002 uso
@| 19132 |CRN 810808 1300000416 | SD a1t /e8s2008 |01 /08/2008| S50 usp
2 B1/88/2008 usp
W@ | 1013 | CRN ©10908 1300000410 | SD 01/09/2008 |01 /092008 40 usoD
@| 1813 |crRN 8109688 1300000469 [ SD a1 /092008 |81 709/ 2008| 40 usp
@| 1912 |CRN B10008 1300000414 [SD a1 /09s2008 |01 s00s 2002|500 usp
@| 1913 |CRN 210908 1300000415 | SD 21/09/2008 |01 /09/2008| S50 usD
o 81 499/ 2008 uUsD
= usp
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8a. Spreadsheet-Method 1 (New) ]

The screens shown below have recently changed and are quite different from the previous
editions. The example used for this report is under the T-code KSBB>Line Item Reports>Cost

Centers: Actual Line Items. By using this iconﬂ, the user can export the report to an Excel
spreadsheet.

=
List Edit Golo Seftings Esras Emwironment System Help

& | 1 AE e SHEA HDoa AR @
Display Actual Cost Line Items for Cost Centers

| Dacument |[& master Recora || )] | (€[] | JCE NPT | |

Layout <RINSO01 AIMS Cost center line item display

Cost Center 6041 . .. CR GEMERAL FUND G~A. ..

Clarea currency usD US Dollar

III? Select Table Caleulation
Formats: =

Cosg @EF L ValiCOArea Crey| Cost Cenle:june itern text
301 sl L Sl 86.00- 12340
301 OAll Available Formats _ 1.00 12338 CLUB 040408
am ] :I 11.00 12339 CLUB 040708
30 0.75 12339
301 | (] Always Use Selected Format 1.00- 12339
am 0.75 12339
3m 1.00- 12339
s01| |v][ %] 17.00- 12338

Leave the default setting and click on the green check markl+”.
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List Edit Goto Seftings Bxras Emwironment Systern Help
& 2 A H I SE@  EHEB BHDOO | EE & E
Display Actual Cost Line Items for Cost Centers

€8 Document [ Master Record | (=] | 6] [ | (][] | (B[] ) | (=B 2] | [ ol (<35 | [0 [

Layout <AINSO01 AIHS Cost center line item display

Cost Center 6041 . . . CR GENERAL FUND G-h. ..

Clarea currency sD US Dollar

[© Select Table Calculation |
Save As =
Co . ; p— et
301 Save e | SapWorkDe el - @m;ﬂ
3 e |__15ap_Cache_libbry. rabirson @Exu:u:ive Sumenary HTM 0408
201 | ls, i |§__‘|~Emm&v=s-.|mmary_znu?usz11 42146 _0.HTM ;gﬂsxp-nrt.MHTML o7oe
301 History o] ALyl D1 L Edjexport, XML
301 - ﬂdev_rfl:.trc ﬂﬁmtﬁxx&ptnms_SOU_ZSS4.trc
301 hﬂ 8] dFADS DM saps.S ] 1A% EXEC SUMM 031108.HTM
301 Deskiop =] dF AT TSmwersapS.S (=] 183, DAT
i o o8] dF AT S sap3. 3 ] 285 HTM
i’ o] dFAET 6w sap3. 3 ] libbry test.HTM
3010\ Documents | |81 dfAs77mwrsaps.3 o] libky AT
30114 = | ] dFASTErmwrsap3.3 & libby HTM
301 8] errorlog.gui Elibby. xls
3010 | My Compukes [
- Ll *

301 ] I | =
30114 ﬁ File parme: export MH T ML 11 Save I
3011 My Metwork PL..
jote [ebewok Bl o e o pe: XML fe rim, [ MHT L= MHT o

Clickl 2&*&  NOTE: This is simply a temporary file. Always leave the default file name
and directory. Save the resulting Excel file once the spreadsheet launches by using File>Save
as in the Excel screen.

The first file saved should be stored in the SAPWorkDir. Subsequent files will produce the
message shown below since SAP uses the same file name each time for the temporary file.
Always overwrite the files in the SAPWorksDir. Any files previously saved here should
have been saved using Excel’s File>Save as function immediately after the spreadsheet
launched.

Fsave as

C:hDocumentz and Settingshlibby robinzontS apiefork Dirtesport MHT ML already exizts.
Do pou want to replace it?

Click Yes. | L&t
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© Ede  Edit  Wiew [nsert  Format  Tools Data  wWindow  Help
0 S 3D TR X LB S0 BT -8R Mo - @ P
@ Snaglt =1 | window =

a2 - £ 301000
A B [+] 5] E F G H
1 |[Cost element| Cost element| Docurment l[‘F’osiing DaieiVab'COArea {Cost Center [Lina itermn text
2 pin/nn] <EALE REXYSD A 2008 -86.00 12340
3 1000 SALE REYSA AMNS2003 1.00 12339 CLUB Da0408
4 1000 RESALE RESA A4MNS2003 11.00 M 2339 CLUB 040708
S 1000 RESALE REMRW 411 /2008 -0.7512339
6 [B01000 RESALE REYRW 411720038 -1.0012339
7 1000 RESALE RERW A4/ 12008 0.75M12339
a8 1000 RESALE RE*RY 4112008 -1.0012339
< 1000 RESALE REYRW 41172008 -17.00 12339
10 1000 RESALE RERW 4112008 -0.50 12339
11 1000 RESALE RE*RW 4112003 0.7512339
12 1000 RESALE REMRW 411 /72008 -0.751 2339
1= 1000 RESALE REYRW 41172003 -730.2012339
14 1000 RESALE REMRY 4112003 -23.0012339

Data is transferred to an Excel spreadsheet with full functionality in Excel. Use the File>SaveAs
on the top toolbar to save the spreadsheet on the Desktop or other location. All of the
summation, sorting, subtotaling and filter criteria completed in SAP are passed to Excel.
This is a tremendous improvement over the previous SAP Excel integration and is the
recommended choice.

Note: This is merely a snapshot of the data stored in SAP. There is no
active or dynamic link back to SAP. Any changes made to the data in
the EXCEL spreadsheet will not transfer to SAP.

8b. Spreadsheet-Method 2 (Classic) ]

Another option for the spreadsheet is to click on the Spreadsheet iconﬂ, use the dropdown box,
and choose Excel in Existing XXL format. This is the same as the standard SAP-Excel
integration on previous versions of AIMS/SAP.

Ler
List Edit Gotlo Seftings Extras Ervironment Systerm Help

& o A JIeee SRR oo I BEE @
Display Actual Cost Line Items for Cost Centers

[ Document ||y Master Record ||E_| | _ |

Layowut ~ATHMS01 AITHS Cost center line item display

Co=st Center 6041 . CR GEHNERAL FUHD G~& . _

Claresa curresncy usD TS Dollaxr

[(E-Select Table Calculation =
% | Formats: | -
Co o iy - WValiC:OArea Croy| Cost Center | Line iten
301 s AT B6.00-| 12340
301 = All Available Formals 1.00 12339 CLUB 0:
301 o 11.00 [12339 CLUB O
301 Excel (in MHTML Farmal) ] 0.75 12339
Excel (in MHTML Format for 2000087)

301 L1AMWAE ol Gin Office 2003 XML Forman LOG-{1 208
30 SAP-Internal XML Format 0.75 12339
301 SAP Standard nlemal Table) 1.00- /12339
301| [+][ 3Excel on Exsting 304 Format 17.00 12339
301 000 2 050 12339
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Click the green check mark. |“¥

= information

not taken into account

Any summation, sorting, subtotals, and filter criteria are lost in the transition from SAP to Excel
using this method. Save this spreadsheet first, then make any changes directly into the Excel
spreadsheet. Spreadsheet method 1 does not lose the summation, sorting, subtotaling, and filter
criteria.

Click the green check mark. |¥

Though Pivot Table is the default, most users prefer to use Table. Select the desired radio
button.

I= Export list abject to 3

An HHL list object iz exported with
348 lines and ¥ columns
Choose a processing mode:

) Tahble

Click the green check mark. |“?

The data is now transferred to a spreadsheet. All sorting and subtotaling performed in SAP is
lost, however.

Note: This is merely a snapshot of the data stored in SAP. There is no
active or dynamic link back to SAP. Any changes made to the data in
the EXCEL spreadsheet will not transfer to SAP.
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© FEde  Edit  Wiew [nssrt  Format  Tools  [Qata Window  Help

DS HRAS IQAITH & DA-F)9-0C- 8 =0 ke o -o
: & snaglt =1 | window - !
a2 - A& 301000
A B [0 0] E F G H

1 | Cost element|Cost element]Document tydPosting Date|Val/iCOArea {Cost Center |Line itemn text
2 01000 »EALE REMSD 4172008 -BE.00 12340

3 (301000 SALE RENSA 4152003 1,00 M2339 CLUB D40408
4 301000 RESALE REYSA 4152003 11002339 CLUB 040708
5 01000 RESALE REM RW AN 1/72008 07512339

B 301000 RESALE RERW AM12008 -1.00f12339

7 (301000 RESALE REMRW 4/11,/2005 0.75M2339

o 01000 RESALE RE*RY AMN1/2008 -1.0012332

9 (301000 RESALE REMRW 412008 -17.00 12339
10 (301000 RESALE RE*RW 471172008 0502339
11 [301000 RESALE RE*RW 4/11,/2003 0.7512332
12 [ 301000 RESALE REM RW AN 172008 07512339
13 [301000 RESALE REMRW AM12008 -730.20M2339
14 (301000 RESALE REMRW 4/11,/2003 230012339
15 301000 RESALE REMRW AM172008 -112.50M12332
16 (301000 RESALE REMRW AMN020038 0.75M12339
17 1301000 RESALE REYRW AMNO2008 =000M2339

9. Expand/Collapse

Sometimes the user may want to view information with all the line items, but then have a quick
view of totals based on specific criteria. For instance, using T-code FBL3N will display all the
open items for this account on the current day by default. Subtotaling by cost center will display
the total debits/credits for a specific date for that cost center. Scrolling to the bottom of the

screen and clicking on the total, and clicking on the Collapse icon =l will display the total of all
open items by cost center. This can be an exceptionally handy tool when preparing a specialized
report.

The Collapse function can also be reached by clicking on Settings>Summation Levels>Define
Breakdown>Account. To return to the full line items display click Settings> Summation
Levels>Breakdown>Non-total Lines.

This screen is FBL3N for the 151000 account in company code 1146 including all open items for
the current day 02/14/2007:
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=
| List Edit Gotn Esras Environment Settings  Systern  Help

|&

CEQ SHE DDLHD I FE @@

S SAE

G/L Account Line Item Display

CIET| 3| ]

Selections ||

Dispute Case

Run Date: 02/13/2008 15 36:55 Page 1

User HO_LROBINSON

Dpen Items Key Date: 02/13/2008

151000 DEPARTMENT RESALE INVENTORIES
St|CoCd| Assignment DocumentNo| Type [Pstng Date| PK(5 | Cost Ctr Amount in Jocal cur. (Text Ar|Amount in doc. curr.

[ ¥ | 1146 1808006000 | SA 12/01/2802(50 4466 167 42- |DFAS 167 .42-
¥ | 1146 16008006003 | SA 12/01/2802(50 4467 61 895-(COCA COLA 61.95-
”| 1146 1808006004 | 5S4 12/01/2802(50 4485 176 88-|COCA COLA 176.80-
#1146 18080060O5 | S4 12/01/¢2802(50 4486 264 20- |COCA COLA 264 .20-
w1146 1000008027 | G4 12/017/2002(50 4508 720 17 - [NAPA 720 17-
1146 1000000030| 54 12¢0172002(50 4477 1,093.20- |TITLEIST 1,093.20-
#1146 5000000000| WE 104157200281 4485 42.00 |CAKE 42.00
#1146 5000000819 WE 014137200381 4485 42.00 |CAKE 42.00
o[ 1146 5000000020| WE 014137200391 4485 42.00- |CAKE 42.00-
o”| 1146 5000006021 | WE 01/13/2003| 81 4485 21 .88 [CAKE 21.680
¥ | 1146 SE0EE0E024 | WE 01/15/2803| 91 4485 21 80- [CAKE 21.680-
¥ | 1146 SE0EE0A0Z5 | WE 01/15/2803| 81 4485 24 .24 [CAKE 24 24
”| 1146 SE0BB0A0ZEG | WE 01/16/2803| 81 4485 24 .24 [CAKE 24 24
#1146 51000000156 RE 01/15/2803| 81 4485 11 .76 11 .76
w1146 5108008017 | RE 01/15/2003( 81 4485 1.76 76
w1146 990AA0E394 | X1 114308/2002( 40 4466 16,914 08 [CLUB FOOD RESALE 18,814 .09
#1146 9900000395 X1 11/3072002( 40 4467 2,258.42 |CLUB BAR RESALE 2,258.42
#1146 9900000396 | X1 11/3072002( 40 4473 380.03 |BIMGD MERCHANDISE RESALE 380.03
o[ 1146 9900000397 | X1 1143072002( 40 4468 640,89 [CLUB OTHER REGALE 640.89
o 1146 9900000398 X1 1143072002( 40 4470 3,282.29 |CPO CLUB RESALE 3,282.29
¥ | 1146 9908006399 X1 11/30/2002( 40 4505 164 22 |ELLISON OTHER F & B RESALE 154 22

L] ¥ | 1146 9908006400 | X1 11/30/2802( 40 4508 411 .93 |SNACK SHACK RESALE 411.93

Account 151000 subtotaled based on the cost center:

=
List

|&

Edit Goto Extras  Ernvironment

[

Settings  System  Help

Co@ DHE oDhon BE @B

G/L Account Line Item Display

E“Il l:l Selections H Dispute Case
Run Date: B2/14/2008 0F:39:308 Page 1
User HO_LROBINSOM
Open Items Key Date: B2/14/20088
151000 DEPARTHMENT RESALE IWYEMNTORIES
5t CoCd| Assignment CocumentWo|Type|Pstng Date|PK|S[Cost Ctr Amount in local cur.|Text Ar[Amount in doc. curr
[ o]1148 9900000407 (X1 11430/2002)|40] (4444 1,471.93 [JDFC MERCHANDISE RESALE 1,471.93
(] #1146 9900080421 | X1 11/30/2002 (40 4444 1,471.93 |IDFC MERCHANDISE RESALE 1,471.93
] 2| 1146|62-03 9900000029 X1 10/31/2002 40| (4444 1,760.63 [JDFC MERCHANDISE RESALE 1,760.63
W 4444 4,713.49
] #1146 1000000800 |54 [12/01/2002|50| (4466 167.42-| DFAS 167.42-
1 #1146 9900080394 | X1 11/30/2002 (40 4466 18,914 09 (CLUB FOOD RESALE 18,914 .09
1 #1146 9900080408 | X1 11/30/2002 (40 4466 18,914 09 (CLUB FOOD RESALE 18,914 .09
] o 1146|01-01 09000A0E1E | X1 10/31/2002)|40| (4466 16,0874.60 (CLUB FOOD RESALE 16,0874 .60
W 4466 63,735 36
] #1146 1000000003 |54 [12/01/2002|50] (4467 61.95-|COCA COLA 61.95-
1 #1146 9900080395 | X1 11/30/2002 (40 4467 2,258 42 [CLUB BAR RESALE 2,258 .42
1 #1146 9900080409 | X1 11/30/2002 (40 4467 2,258 .42 [CLUB BAR RESALE 2,258 42
] | 1146|81-02 9900080817 (X1 10/31/2002 40| (4467 4,938.00 (CLUB BAR RESALE 4, 938.00
W 4467 9,442 98
(] 2| 1146 9900000397 (X1 11/30/2002|40| (4468 640.83 |CLUB OTHER RESALE G40.20
(] #1146 9900080411 | X1 11/30/2002 (40 4468 f40.88 [CLUB OTHER RESALE 64083
(] (1146 |01-04 9900080619 | X1 1043172002 (40 4468 844 02 [CLUB OTHER RESALE 944 02
W 4463 2,225.80
(] #1146 9900080398 | X1 11/30/2002 (40 4470 3,282.29 [CPO CLUB RESALE 3,282.29
] 7| 1146 0900000412 (X1 11/30/2002)|40| (4470 3,282.20 (CPO CLUB RESALE 3,282.20
(1 «#|1146|03-02 9900080020 | X1 1043172002 (40 4470 1,795.28 [CPO CLUB RESALE 1,795.28
W 4470 8,350 .86
(] 2| 1146 9900000396 X1 11/30/2002)|40| (4473 380.03 |BINGD MERCHANDISE RESALE 380,02
(] #1146 9900080410 | X1 11/30/2002 (40 4473 380.03 |BIMGO MERCHANDISE RESALE 380.03
] 2| 1146|01-83 0900000818 X1 10/31/2002 40| (4473 371.056 |BINGD MERCHANDISE RESALE 371.08
W 4473 1.131.11
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Finally, scroll to the bottom of the screen, place the cursor on the total cell, and then click on the
Collapse icon.

= E B E A,
List Edit Goto Edras Erwironment Setings  Systern  Help

|& a0 cae SHE DD BE @
G/L Account Line Item Display
XK | I3 O | = [BU][ED setectons J[ 1 Cispute cace

Run Date: 02/14/20058 07:56:33 Page: 1
User © HO_LROBINSON

Open Items Key Date: 02/14/2008

151800 DEPRRTMENT RESALE INVENTORIES

St|CoCd |Assignment DocumentMo (Type|Pstng Date |PK|&| Cost Ctr Amount in local cur.|Text Ar|Amount in doc. curr
4444 4,713.49
4466 53,735.36
4467 9,442 98
4460 2,225.40
4470 9,350.86
4473 1,131.1
4477 62,306.43
4485 11,248 66
44386 13,450 .06
4407 3,130.90
4500 1,369.18
4505 643 30
4508 3,821.40
4515 71.163.86

251,651.39

Returning to the previous screen with all the line items displayed and subtotaled by cost center is
easily accomplished by clicking on the total box again and then clicking the Expand icon. |E|

Accounts with large amounts of line items can be collapsed to only display the total by scrolling
to the bottom and clicking on the total box and then clicking the Collapse icon. This is
especially helpful when displaying a range of accounts. Each total has to be collapsed, but the
amount of scrolling is greatly reduced, if only totals are needed.
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=4 EEE
List Edit Goto Exras Enyironment Seftings System Help

|@ 110 @E0 CHEB 0000 PR QB
G/L Account Line Item Display

1 0 0 5 7=

Run Date: 02/14/2008 0B:02:43 Page: 1
lser HO_LROBINSON

selections [ [ Dispute Case

Open Items Key Date: 82/14/2008

161880 DEPARTHENT REGALE INVENTORIES

=
=

St‘EoEd‘.ﬂ.sswgnment ‘DocumentNo‘Type‘Fstng Date‘PK‘S‘Eost Ctr  |Amount in Tocal cur.|Text Amount in doc. curr.

=t hccount 151008 251,651.38

Run Date: 02/14/2008 0B:02:43 Page: 2
User HO_LROBINSON

Open Items Key Date: 82/14/2008

1620080 CEWTRAL STOREROOM INVENTORIES

=
=

St‘EoEd‘.ﬂ.sswgnment ‘DocumentNo‘Type‘Fstng Date‘PK‘S‘Eost Ctr  |Amount in Tocal cur.|Text Amount in doc. curr.

=t hccount 152008 58,706.19

Run Date: 02/14/2008 0B:02:43 Page: 3
User HO_LROBINSON

Open Items Key Date: 82/14/2008

1618688 FREPAID SUPPLIES

‘ St‘EoEd‘.ﬂ.sswgnment ‘DocumentNo‘Type‘Fstng Date‘PK‘S‘Eost Ctr ‘.ﬂ.mount in local cur. |Text |Mr“.ﬂm0unt in doc. curr.

The Balance Sheet and ALV

There are some slight variations on the ALV icons with the Balance Sheet. (Most of the icons
have been discussed previously.) There are no ALV icons in the Classic View, only in the ALV
Grid view.
(=

List Edit Goto Views Eettings Systern  Help
@ H0E I CEe DHE DD oa IR el
Financial Statements

AIMS Financial Statement Version

10 Currency type Company code currency
usp Amounts in US Daollar

2008.01 -2008.16 Reporing periods

2007.01 -2007.16 Comparison periods

Text for BIS PEL iterm | Total of reparting period| Tatal of comp. per.| Ab
ASBETS

CURREMNT ASSETS

CASH & CASH EQUINALEMTS

101002 RESTRICTED CASH TRAMSFER 361,329.32+ 331,329.32>
101060 POS/IDAR CLEARIMNG 3,221.90 n.oo
101070 LOCAL DEFOSITORY RECOMCILED ITEMS 113.92 3g,82218
101071 LOCAL DEFOSITORY 25,806 55 2,746 06
101005 INTER-COMPARY CASH 744 65060 938814.71
102000 RESTRICTED CASH CARITAL QUTLAYS 361,329.32 331,329.32
108000 CHANGE FLUNDS 4,750.00 4,750.00
109000 PETTY CASH Ta0.00 750.00
110000 CREDIT CARD CLEARIMNG 672320 2,060.75
TOTAL CASH 714,412.87 482,457 .58
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&al=][vE =5 e

(=]

1. Details Icon:

<8 (22 e (e o] |

Click on any line item in the report and then click the details icon. In this case, all the details

for the 101002 account are displayed.

e N | SR WSS WY = LS L R S|

Tl e axd |

ncial Statements

s|[FF=l (=] | [ | (2] [== ) o) @] (0] | e8] =< | =)

s FI@ Details

1 -2004
I 2003

—_—
s P&y

=

ENT ASH
ECASH
! RESTH]
| P OSrDA
IO AL
LOCAal
i INTER-
| RESTH]
| S HAM
IPETTY
| CTREDI]
cAaSH

1

Group description

|cen content

INTS R

Texd fior BrS FEL iterm

=]

[m]

Mew Fage

Hiararchy Lewvel
Financial Statemeant Item
Chart of Accounts
Account Mumber
Alternative account no.
Company Code

Posting period

Currency Type

CUmemcy

Total of reporting period
Total of the comparison period
Absolute diference
FPercentage difference

accod

101002 RESTRICTED <.
4

1

1

Fa

15

2000
101002

101

1013

16

10

LsSD
361,329.32-
331.329.32-
30,000.00-
9.1~

Bl of repo

(-t

2. Delete Filter: E'

Simply reverses any filters that have been placed.

3. Select Layout =]

All the screenshots in this section have been in the /AIMSO01 standard layout. Other layout
options can be chosen using the “Select layout” icon. |
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=

List Edit Goto Views Seftings Systermn Help

@ |

DA HISeae  DHE Do BE I

Financial Statements

=l a][F][F=) | (=] 2e | [ | ][5 G ww0s)| ]==)=] | (5]

10

AIMS Financial Statement VVersion

Currency type Company code cumency

Aoppmamiaente fen | 1C Dyl

20 [E Choose layout
Layout setting [ al

Layout Layout description |

Default setting

f;uF AIMS0T AlMS Financial Staterment Layvou

101
101
101
101
102

4 nin

CcaAd |1SAP Standard
101 L[]0

108] ][]

L

[JRJEL

I [«] [»]

jrg pe

51,329
3,221

113
b5, G906
14,674
51,329
4,750

TEM

Choose 1SAP to change the layout. There are only 2 layout choices for the Balance Sheet, but
other reports offer more layout choices.

List Edit Goto Views Settings System Help

g

29 H A DHA nran R @@

Financial Statements

&)= (=] [ [5)]<F))|w w] )

AIMS Financial Statement VVersion

10 Curmrency type Company code currency

uUspD Amounts in US Dollar

2008.01 -2008.16 Reporting periods

2007.01-2007.16  Comparison periods
FS ltem |Textfor B/S P&L item [Text for Bj5 PLRem] e totcmp.pr| Abs. difference| Pct.Difr|
6 ASSETS
- A7
34 /CURRENT ASSETS
] |CASH & CASH EQUIVALENTS
15 101002 RESTRICTED CASH TRANSFER 361,329.32-| 331,329.32 30,000.00- 9.1-
15 101060 POS/DAR CLEARING 3,221.90-| 0.00 3,221.90-| '
15 101070 LOCAL DEPOSITORY RECONCILED ITEMS 113982 | 3882818 | 38,714.26- 99.7-
15 101071 LOCAL DEPOSITORY 25,906.55 2,746.06-| 23,160.49 843.4-
48 /101005 INTER-COMPANY CASH 74467499 93881471  194,13972 20.7-
49 102000 RESTRICTED CASH CAPITAL OUTLAYS 361,328.32 331,329.32 30,000.00 9.1
14 108000 CHANGE FUNDS 4,750.00 4,750.00 0.00 0.0
14 109000 PETTY CASH 750.00 750.00 | 0.00 0.0
52 110000 CREDIT CARD CLEARING 6,749.20- 2,060.75 | 8,809.95  4275-
9 TOTAL CASH 714,411.26  982,45758 268,046.32-  27.3-
16 |ACCOUNTS RECEIVABLE ' [ '
16 1131005 ACCOUNTS RECEIVABLE GENERAL RECON 72,436.21 |  21,397.87 | 51,03834 2385
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4. Change layout @

You may want to add additional fields on the Standard Layout to suit your needs. This is

accomplished using the Change Layout icon. @ The list on the left contains the columns that
are presently in the display. The list on the right contains other items that can be added to the
report. Suppose Currency should be added. Click on Currency and on the item to follow the
new selection, then click on the left arrow button. (In the example, the Currency will be
displayed as the first column.)

=
S st aEa ool ews 2 Seilinge = SEiem = LIS

& | 2 AECER SHEB Dhog | EE@ S
Financial Statements

& e v (=5 o) D)< i) @S] |

l[:c' Change layout
Displayed Colu
|HI{AIVIQI¥I
Displayed Columns Column Set =
‘Column Name (3] ‘Column Name | ferer
‘Financial Statement item : ' Group Chart of Accts (4]
Text for B/S P&L item | Group account number [~]
Total of reporting period 0 Country ChartAccts mi
Total ofthe comparison period  [7] E |Alternative account no.
‘Absolute difference O Company Code L poo.
Percentage difference ‘Business Area R2A.
Functional Area 14
Fiscal Year |80:
Posting period e
Currency Type E] 002"
! |
‘Curren . ;
cy D o
309!
5[
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[E Change layout

splayed Colu

Ga][~]~[2]+

Displayed Columns

Column Set

Column Name

[=]

| Column Mame

Financial Staterment item
Texdt for BFS PEL itern

Percentage difference

Group Chart of Accts
Group account number

Total of reporting period | Country Charttccts
Total of the comparison period | E Alternative account no.
Absolute difference | Comparny Code

Business Area
Functional Area
Fiscal Year
Posting period
Currency Type

| Currency

1| 0] I |01

Click on the copy button at the bottom, and generate the new report. The new column
“Currency” is now displayed as the first column in the newly generated report.

=

List Edit

Goto  Wiews Sefitings

Systern  Help

&

a9 ICE@ BHE DDan BRI @

Financial Statements

&&= =] 6| ][] w s |

CHICSNC]

10
usp

2008.01 -2008.16
2007.01 -2007.16

AIMS Financial Statement Version

Currency type Company code cumency
Amounts in US Dollar

Reporting periods

Comparison perods

totcmp.pr| Abs. difference| PctDif |

Crey  |FSltem |Tex for BYS P&L item | Total report.per.|

6 ASSETS

6 .

34 CURRENT ASSETS

C] CASH & CASH EQUIVALENTS
usD |15 101002 RESTRICTED CASH TRAMSFER 361,329.32- 331,329.32 30,000.00- 91-
usD |15 101060 POS/DAR CLEARING 3,221 .90 0.00 3,221 .80
uspD |15 101070 LOCAL DEPOSITORY RECOMNCILED ITEMS 113.92 38,828.18 38,714.26- 89.7-
usD 15 101071 LOCAL DEPOSITORY 25,906.55 2,746.06- 2316049 8434
uUsD 48 101005 INTER-COMPANY CASH 74467499 93881471 194,139.72-  20.7-
UsD 48 102000 RESTRICTED CASH CAPITAL OUTLAYS 361,329.32 | 331,329.32 30,000.00 9.1
UsD 14 108000 CHANGE FUNDS 4,750.00 4,750.00 0.00 0.0
uUsD |14 109000 PETTY CASH 750.00 750.00 0.00 0.0
uUsD |52 110000 CREDIT CARD CLEARING 6,749.20- 2,060.75 8,809.95  427.5-
Lsn a TOTAI CacH T14 A41 ¥R aa? ART AR IRANAR 3% T 2
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5. Save the layout %

Now, suppose you want to save this particular version for future use. By clicking on the “Save
the layout” icon EI you can save this as a User-Specific Display Layout.

IMPORTANT: Please follow these rules for naming a User-Specific Display
Layout.

1. Personal display variants must be assigned a hame beginning
with a letter (A-2).

2. Be sure to flag the User-Specific indicator to make this a
personal display variant.

3. Please do not start your personal display variants with “/”
character or over-write existing /AIMSxx display variants.

The Layout: Save as... box reflects any filters, sorts, etc. that are active before you save the
variant. If you are satisfied with the layout, then click the SAVE button.

(=g
List Edit Goto WViews Seftings Systemn Help

[ g AEHIISeE@  CHEHE D Oon ) EE
Financial Statements

MS Financial Statement VVersion
[E Sawe layout =l
10
_ MTTT, s vit
20
20
= | |Layout | Layout deseription | Default setting —
Crey JAMS01 AIMS Fi el 1 o bt.cm
1SAP Standard
[«][»]] | 1[«][»]
s 329
ush Save layout LIEBBYO 0
ush Mame: BALAMNCE SHEET b 828
=g User-specific r [JDefault setting r. 76
osdl 0000000000 EeeRRTERRRRRL. e
ush 329
e ALWAYS FLAG |
o THIS BOX. 750
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