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BUDGET CONTROL SYSTEM (BCS) TRAINING MANUAL

On November 24, 2008, the SAP Finance system migrated from the former budgeting module to
the Budget Control System (BCS) module.

e Transactions that you are currently using within SAP-FI (ZBUDSTAT_NOCF or
Y_DV2_04000008) to monitor your budget have changed.

e Budget transfers are no longer parked using FR69. Instead, you will “pre-post” your budget
transfers using the Budgeting Workbench (FMBB).

Please note that you will continue to use ZBUDSTAT_NOCF to view your budgets and transactions
for fiscal year 2008 and prior. However, any transactions processed for fiscal year 2009 and after
will need to be viewed using transactions ZEM01 or ZFMO02. This training manual is being
provided to assist you in monitoring your budget using the BCS module. Below is a crosswalk to
aid your understanding:

On-Line Reporting ZBUDSTAT_NOCF ZFMO01 or ZFMO02
Budget Transfer Park using FR69 Pre-Post using FMBB
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SETUP FOR THE NEW BCS TRANSACTIONS

CREATE A NEW FOLDER FOR BCS TRANSACTIONS IN YOUR FAVORITES

To create a subfolder:

o Right mouse click on the folder called Favorites. Choose Insert folder.

fMenu Edit Faworites Extras  System  Help

& lad B C@a S HE HDon AR @M

SAP Easy Access
BE & HE 2| v a

= ¥ Favorites!

= o4 gap|  Openfolder b
b CIE  Delete all favorites

" @S>

= Y AP me Inserttransaction
b O] offic Addother objects

I [ Cross-Annlication Components

0 Name the folder as shown below. Click the green check mark ¥'.

Creating a Folder in the Favaorite List

Folder name BCS Transactions|

¥ X

a A BCS Transactions folder will now appear in the Favorites folder.

Menu Edit Favorites Extras  Systern  Help

& ajd H I G @&
SAP Easy Access
B ® | & | E B 2| -

= 3 Favorites
I iC] BCS Transactions)
FBL1M - Wendor Line Items

e —
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CREATING NEW FAVORITES

You will need to add several new transactions to your BCS Transactions Favorites folder to access
the BCS transactions.

To add a favorite:

On the following screen, the BCS Transactions Favorites folder has been highlighted. To add a
transaction code to the list of favorites, complete the following:

o Right Click on the BCS Transactions Favorites folder

¥ A BCS Ty e
7F| Collapse Folder Exp
ZFl Change favarite
20 Delete favarite prt
Fh

M Insert folder
Bad

Fi Sdnsert transaction niry Diocurments

[* [JBudge Addother objects

a Click on Insert Transaction

o Type in the transaction code ZMFO01. Click the green check mark ¥'.

mManual entry of & fransaction

Transactioh code ZFEm0

v X

ZFMO01 will appear under the BCS Transactions Favorites folder as shown below:

Menu  Edit  Fawvorit Extras Systern  Help

& Bl H &G0 EE
SAP Easy Access
&S| EB 2| v e

= &9 Favarites

EFMEI*IEICSREpDrts -FC, Rev & Exp
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0 Repeat the above steps to add transaction codes:

ZFMO01 (completed in above step) - Revenue & Expenses

ZFMO1_EXP - Expenses Only

ZFMO02 - Revenue & Expenses

ZFMO2_EXP - Expenses Only

ZGENLED - Actual Expense Report

FMBB - Budget Transfer

FMEDD - Review A Single Budget Transfer Report

FMEDDW - Review Various Budget Entries or Search for A Budget Transfer

O0OO0OO0O0O0OO0Oo

Your BCS Transactions Favorites folder should appear as follows when complete:

SAP Easy Access

a0 SHE Do EE @

SAFP Easy Access

Bﬁlblﬂﬁm

AN /
= 9 Favarites e

= & BCE Transactions
FFMO1 - BCS Reports - FC, Rev & Exp
ZFM01_EXP - BCS Reports - FC, Exp Only
ZFM0Z - BCE Reports - Rev & Exp
FFM0Z_EXP - BCS Reports - Exp Qnly
FGEEMLED - General Ledger Report
FMBB - Budgeting Warkbench
FMEDD - Display Entry Docurnent
FMEDDWY - Dirilldowen for Budget Entry Documents

To put transactions in the above order, highlight the transaction and use the Move Favorites down
or Move Favorites up arrows icon.
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CHOOSING A LAYOUT
BUDGET REPORT LAYOUT DIFFERENCES
ZFMO01 vs. ZFMO02
ZFMO01

ZFMO01 layout has the ability to view a range of fund centers either “rolled” together or “expanded”
- all within one report.

BUDSTAT_w/CF_FC

& 24 e SRR Ohaa ) FE @
BUDSTAT_w/CF_FC
Fas ¢ @m [H | P | B @ | & = | B column | SR EE Em
Reports L=
BUDSTAT wiGF_FC 7E| Report Group: FGC, Revenue & Expense Date: 11/17/2008 [=]
i SOURGES. wiGF FG Report Name BUDSTAT_w/CF_FC Page 1¢ 1
NETECNLWERF_[E % FM ares SSHE State System
21 _BUDSTAT wigCFE Fo Budget Category 9F  FM Payment Budget
wariation: Sharacteristics
F d Fund *
£ Fun Funds Center/Group 55112160081 . .5511216005
| [Z1 Fiscal vear Commitment Item SSHE_Z3E Flat - Per GI Hierarchy excl P
Fiscal Year zoag
""" Funds center/commitment item Current Budget |Consumable Budget B
wariation: Fund
~ &3~ Fund ™ |FdsCtr/CmmtItem 12,2600.00 12,200,008
5511000000 General L= 5511216001 I Go00. 00 go0. 00
i) S511216002 I GO0 .06 B0O0 .06
L=l 5511216005 I 11,0880 00 11,0008 .00

——
Al

[« 1+l
[ O | TP 23 (200 8| kozuka | OWR

[« +]

-

BUDSTAT_W/CF_FC

< B H e DHE Bhan  FEAE @
BUDSTAT_w/CF_FC
Fe &) 8 H | T | 5 @ | & F | H cowmn | = R e e
Reports L=
2] BUDSTAT_wiCF_FC E Report Broup FC, Rewenue & Expense Date: 11417/2008 L~
| SOURGCES_wiCF_FC Report Mame: BUDSTAT_w/CF_FC Page: 14 1
[E ACTCOM_wCF_FC = FM Area SSHE State System
=1 _BUDSTAT wioCF FC [=] Budget Categorsy aF FM Payment Budget
wariation: Characteristics
Fund *
£ Fund Funds Center/Group 5511216001 5511216005
h| Fiscal vear Commitment Item SSHE_ZB Flat - Per GCI Hierarchy excl F
Fiscal Year z2ee9
""" Funds center/commitment item Current Budget Consumable Budoget [
wariation: Fund
<~ 3 * Fund = FdsCtr/CmmtItem 12,200,608 12,200 .60
5511000000 General = 5511216001 I 600, 00 500.008
= 2-EXP_MP_F Expenses - excl Personnel GO0 .00 600 . 00
= MON-FPERS Mon-FPersonnel GEE .86 [={=]= g c]c)
MNON-FPERSONNEL Non-Fersonnel [={c]cicio)
EEO Supplies [={=1= g el
G6O300 Educational Supplies
™= 5511216002 I 60060 500 .60
= Z-EXP_MNF_F Expenses - excl Personnel GO0 . 00 600 00
= MOMN-PERS Mon-Personnel [=1a]=y =)e) [=1a]=g =)
MOM-PERSOMMEL Mon-Personnel goo. oo
GO6115 Long Distance Telephone Serwvice
GO Supplies GO0 . 0O
= 5511216005 I 11,000, 00 11,000, 00
= 2-EXP_MP_F Expenses - excl Personnel 11,000, 00 11,000, 00
= MON-PERS Mon-Persaonnel 11,008 08 11,080 . 00
MNON-FPERSONNEL Non-Fersonnel 11,008 . 806
610188 Frinting & Duplicating
[-1-7¢] Supplies 10,696.10
660115 Supplies - Cr/Procurmt Card Purchases
665 Food Supplies 203 .90
1 665130 Other Food Supples

— B
o)

= L | TR ¢23 (300 (5] | kozuka | OWR e ’;
Expand & collapse sections of the
report by C|icking on these buttons_ P —
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ZFMO02

ZFMO02 layout has the ability to view a range of fund centers one at a time using the navigation
pane.

BUDSTAT_w/CF

aldH e CHE Otan BE @

BUDSTAT_w/CF

O&EEH | 7| %O &F | H coumn | o 8 & g EE
Reports E|
BUDSTAT_wiCF E Report Group:  Revenue & Expense Date: 11/17/2008 E
SOURCES_wiCF Report Name: BUDSTAT_w/CF Fage: 1 1
BCTCEIN (et? E Fi Area SSHE State Systen
[21_BUDSTAT winGF Budget Category 9F  FM Payment Budget
wariation: Characteristics
Y Fund Fund 5511000008 General
un Funds Cemter/Group 5511216002
Funds Center Commitment Item S5HE_3B Flat - Per CI Hierarchy excl P
Fiscal Year Figcal Year 2009
e Commitment Item Current Budget |Consumable Budget|  Comnitment hetuals
Yariation: Funds Centar
= & * Funds Center T |Commitment Item f00.00 £00.00
B 5511216001 | = | 2-EP_ve_F Expenses - excl Pe £00.00 £00.00
Bl 5511216002_ = MOMW-PERS Won-Personnel GO0, 6A GO0, 60
) 5511216005 WOW-PERSONKEL  Mon-Personnel 600 .00
B I 686115 Lang Distance Te
GG0 Supplies 600,00
5
Ll KD e[l an

| D TR (300) M8 kozuka | OVR |

Note: screen shots from the ZFMO02 layout have been used to
assemble this manual.
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BUDGET REPORTS USING ZFMO01 & ZFMO02
USE

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

TRANSACTION CODE
Choose either ZFMO01 or ZFM02

PROCEDURE

O Logon to the SAP system.

o Open your Favorites - BCS Transactions folder and click on either ZFM01 or ZFM02
transaction.

FC, Revenue & Expense: Selection
Z» [ Data Source. .

Selection values
Financial Management Area

SSHE

Budget Categary oF
YErsion o
Fiscal Year From 2008

Fiscal ¥ear To ZO0Y  Gr—

Note: Defaults to current fiscal
year. However, in future fiscal

Selection groups years, users will have the ability
Budget Type to enter a multiple fiscal year
range.

Selection Values

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

1. Financial Management Area: will always be SSHE

2. Budget Category: will always be 9F

3. Version: will always be 0

4. Fiscal Year: enter the fiscal year on which you are reporting - can run for multiple years.
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Functional Area
Orwaluels)

Fiscal Year To 2008

Selection groups
Budget Type
Crwaluels) to
Fund
Crwaluels) to
Funds Center
Orvalue(s) BEXEXAEXX to
Commitment tem sshe_3h
Orwalue(s) to

Selection Groups

1. Funds Center Value: enter the fund center or range of fund centers

2. Commitment Item:
a. E&G Fund Centers (without personnel)- will always be SSHE_3B
b. Grant Fund Centers (with personnel) - will always be SSHE_2A

o Click '@.

E&G Fund Centers

Program  Edit Goto  Enwironment

BlaH @@ DHE DL BE 20 €

Grant Fund Centers

Brogram  Edit Goto  Environment

ajaBeae BREIDDODIER @

Rense Only: Selection

Data Source..

nse Only: Selection

167 Data Souree...

Selection values

Financial Management Area 35HE
Budget Category gF
Wersion 1
Fiscal Year From 2009
Fiscal Year To 2009

Selection values
Financial Management Area
Budget Categary
Wersion
Fiscal Year From
Fiscal Year To

SEHE
aF

2008
2008

Selection groups

Budget Type

Or valuels)

Fund

Or valuels)

Funds Center
BHLNAN
sehe_3h

Or value(s)
Camritment e
Or valueis)
Functional Area

Or valuels)

le] [e [e) [=] [%

Selection groups
Budget Type
Orvalue(s)
Fund
Orvalue(s)
Funds Center
Or value(s)
Commitrment ltem
Or value(s)
Functional Area
Or value(s)

=1 =1
e [

EEKH 4 S H 00 T E4 jul
sshe_2a

B
e & [¢
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BUDSTAT_w/CF
& 20 H e bDEERER oo EE @
BUDSTAT_w/CF
Fe dd 4w [EH | = | 5 @@ | & = | H cowmn | o S B
Repors =
B BUDSTAT_wiCF Report Group: Revenue & Expense Date: 11/1772008 Il
; B SOURCES_wicF Report Mame BUDSTAT w/GF Fage 14 1
B AcTCOM_wCF FH &rea SSHE State System
[E BUDSTAT_ wioCF EBudget Category aF FM Payment Budget
B SOURCES_winCF
B actcom_wo Fund *
_____ Funds Center/Group 5511302001
e e e e Commitment Item SSHE_3B Flat - Per CI Hierarchy excl P
varlation: Characteristics | EEEaT TEEE PEEE
E Fund
| [E Funds Center Commitment Item Current Budget Consumabkle Budget Conmitmert Actuals Tot
[21 Fiscal vear
_____ P |commitment Item 7,000, 08 7,000,600 2,105 61
= . = 2-EXP_MNF_F Expenses - excl Pe 7,000 .08 7,000 .00 2,105 61
EIEHIS P = NON-PERS Mon-Personnel ¥.000.00 7,000,080 2,105 .61
= <3 * Fund WON-PERSONNEL  Mon-Personnel 7,000 88
5511000000 Ge 648 Electric 2,600 08
GaE166 Electric 360 96
Ba1 Gas 2,500, 00
E41100 Matural Gas 63.53
646 Other Utilities 500 08
646160 Water, Sewage, T 69 .52
(=1=10] Supplies 1,500 00
BEQ115 Supplies - CriPr 411 .60
660400 Maintenance Supp 1,200 00
|[— e | K I | i <11
| - | TFx ¢ty 300 =1 | kozuka | OWR .

turne

= The Navigation
Pane can be

using this icon.

Cea CHE ODhof BEE @6

d on/off

= | Bl column

| o S S

S

Fund
Funds Center
Fiscal Yfear

(=]
- Group: Rewvenue & Expense Date
SouEeE: - Mame:  BUDSTAT_w/CF Page
ACTCOM_ SSHE State System
BUDSTATL =] rrmmET Cateqory S8F FM Payment Budget
SOURCES_wifaih
[ Fund *

[ Hl«[r] Funds Center/Group 5511302001

Variation: Characteristics Commitment Item S5HE_SB Flat - Per CI Hierarchy

: Fiscal Vear 20689

Commitment Item

Current Budget

Consumable Budg

Commi

Commitment Item

2-EXP_NP_F
MOM-PERS
MON-PERSOMNEL

A

Wariation: Fund
= 9 * Fund
5511000000 G

G40
640100
641
641100

B

Expenses - excl Pe
Won-Personnel
Mon-Personnel
Electric
Electric
Gas
Natural Gas

Expand & co
report by clic

llapse sections of the
king on these buttons.

ther Utilities
hter, Sewage, T
pplies

pplies - CriPr
hintenance Supp

e
oo
ey}

7,000,
7,000,
7, a00.

2,500.00

2,500,008
500 .00

1,500.00

7,000,600
7,000,600
7,000, 00
7,000,080
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NOTE: This transaction contains six different reporting options:

BUDSTAT_w/CF
& B0 H e SEE HD
BUDSTAT_w/CF
T E | T R & F | E counn Navigate to the various reports in ZFMO02 by
Reports simply clicking on the appropriate report in
s R Tt G . R & E 2 8
BUOSTATWICE | ieners vane” Binetar_eice | the navigation pane.
AT WElF ¥ res SSHE § .
BUDSTAT_wioGF Budget Category o f| BUDSTAT_w/CF = With Carryforward
SOURCES_wioCF
actcorn_wo Fund i
Funds Center/Group 551130

BUDSTAT_w/oCF = Without Carryforward

Commitment Item SSHE_ 3

Wariation: Characteristics

Fiscal Year 2009

Fund

Funds Center Commitment Item C

[2] Fiscal Year

B Fiscal = |Commitment Item

e = 2-EXP_NP_F Expenses - excl Pe
VEGTEITERE [FUE = NON-FERS Non-Fersonnel
= &0 Fund WOM-PERSONNEL Nan-Personnel

5511000000 Ge 640 Electric

The Budget Office is recommending that users use the w/CF reports for monitoring
budgets.

1. BUDSTAT w/CF: Budget, Commitments, Actuals and Available balance by fund center.

BUDSTAT_w/CF

[ aldH e CHE hoad BEE @
BUDSTAT_w/CF
T &EEL | T %O &% | & counn | & % e A
Report Group: Revenue & Expense Date. 11/17/2008 ;
| Report Mame: BUDSTAT w/CF FPage 1! 1
FH Area S5HE State System
Budget Category aF FM Payment Budget
Fund *
Funds Center/Group 5511302081
Commitment Item SSHE_3B Flat - Per CI Hierarchy excl P
Fiscal Year 2009
Commitment Item Current Budget |Consumable Budg| Commitment Actuals Tot Comfct Available
= Commitment Item 7,000,808 7,000,808 2,105, 61 2,105, 61 4,894 39
= 2-EXP_NP_F Expenses - excl Pe 7,000,008 7,000,008 2,105, 61 2,105, 61 4,894 39
= NOW-PERS Non-Personnel 7,000,088 7,000,088 2,105, 61 2,105, 61 4,894 39
NOW-PERSONNEL  Non-Personnel 7,000,008 4,894 39
G40 Electric 2,500,008
640100 Electric 360. 96 360. 96
641 Gas 2,500,008
641100 Natural Gas G63.53 G63.53
G456 Other Utilities 560, 08
G46100 Water, Sewage, T 59.52 59.52
GEE Supplies 1,500, 60
660115 Supplies - Cr/Pr 411.60 411.60
660400 Maintenance Supp 1,200.00 1,200.00
1
[l I [«][»]
\ [> | TR 1) (300) |8 | kozuka | OVR y
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2. SOURCES_w/CF - Total of all budget entries by commitment item by fund center.

SOURCES _wW/CF

& BdH @ DHE Ohoan FE @E
SOURCES_wW/CF
2 ¢ @a [H | ' | % @0 | & F | 6 cowmn | =5 S EE
Report Group: Revenue & Expense Date: 11217/2008
I Report Name SOURCES_w/CF Page 14 1
FM Area SSHE State System
Budget Category aF FM Payment Budget
Fund "
Funds Center/Group 5511302081 ]
Commitment Item SSHE_3B Flat - Per CI Hierarchy excl P
Fiscal Year 2008
Commitment Item Original CF from LY CF to NY Supplements Returns Transters RIE Total Budge
= Commitment Item 7,080 86 7,000 08
= 2-EXFP_MP_F Expenses - excl Perso 7,080, 00 7,000, 08
i= NOM-FPERS Mon-FPersonnel 7.000.08 7.008. 08
G40 Electric 2,500 . 08 2,500 08
Ga1 Gas 2,500 08 2,500 08
B46 Other Utilities 500.00 500, 00
G660 Supplies 1.,500.008 1,500,080
(KR [«][»]
[ [ | TFx (13 (3003 [ | kozuka  OVR y

3. ACTCOM_wCF - Shows only commitments and actuals by funds center by commitment

item.

ACTCOM_wCF

BlaH e SHE ahodh FE @

ACTCOM wCF

g E | T K E|l & F | H counn | =3 £ S e
Reports d
BUDSTAT_wiCF Report Group: Revenue & Expense Date: 11/17/2008 L™
| SOURGES_wiCF Report Mame: ACTCOM_wCF Page 14 1
ACTEOMPHCE FM Area SSHE State System
[E BUDSTAT_wioCF Budget Category aF FM Payment Budget
B SouURCES_wioCF
acteom_wo Fund *
n._- Funds Center/Graup 5511302001 I
| P . o Commitment Item SSHE_3B Flat - Per CI Hierarchy excl P
“ariation: Characteristics el 26mg
Fund
Funds Center Commitment Item Commitment Actuals Tot Comfct
[E Fiscal vear
Commitment Item 2,185 61 2,185 .61
2-EXP_MP_F Expenses - excl Perso 2,185.61 2,185 .61
j NOM-PERS Non-Personnel 2,185.61 2,185 .61
e —— 640100 Electric 360 . 95 360,96
“ariation: Fund 6411680 Natural Gas H3553, 63 .53
= = * Fund 646100 L\later: Sewage, Tras 69 .52 69 .52
@ 5511000000 Ge EEB115 Supplies - Era’PrD;u 411 6O 411 60O
GEB4B0 Maintenance Supplie 1,200 .00 1,200 .00
e
[~]
jl KX/ gy <]
| [ | TR 13 (3003 M8 kozuka | OWR .

November, 2008
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0 Todrill down to the line item detail, double click on the dollar amount.

BUDSTAT_w/CF

@ JH e SHEB Ohaon BEE @
BUDSTAT_w/CF
s & 5 || % | & F | [ coumn | (] o] [ o] 2w
Reports 1]
BUDSTAT_wiCF Report Group: Revenue & Expense Date: 11/17/2008 [l
SOURCES wiCF Report Wame: BUDSTAT_w/CF Fage: 14 1
NETCONLIEF FM irea SSHE State System
BUDSTAT _wioCGF Budget Category 9F  FM Payment Budget
SOURCES_wioCF
actcarm_wo Fund *
_____ Funds Center/Group 5511302001
T A Commitment Item S5HE_3E Flat - Fer CI Hierarchy excl P
“ariation: Characteristics Emcal Vear 5569
Fund
1 Funds Center Commitment Item Current Budget Consumable Budget Commitment hctuals Tot
Fiscal Year - -
_____ = |Commitment Item 7,000.00 7,000.00 2,105 .61
VT Rl = 2-EXP_NP_F Expenses - excl Pe 7,000.00 7,000.00 2,105 .61
: = WOM-PERS Won-Personnel 7,000,008 7,000, 00 2,105 .61
= &3~ Fund WOW-PERSONNEL  MWon-Personnel 7,000, 00
5511000000 Ge G40 Electric 2,500, 00
640100 Electric 360 .96
641 Gas 2,500, 00
641100 Watural Gas R s 63.53
48 Other UtT1ities so0.00 10 find the entries
646100 Water, Sewage, T . 69 .52
it SuppTies 1.500.00)| D€hind dollar amount,
GEE115 Supplies - CriPr . — 411 GO
£6400 Maintenance Supp double click on that 1,200.00
amount.
Il e ET D ey anh
| D | TFx (1) (300) P8 kozuka | OVR y

o To see all transactions in a specific column, double click on the columns header or the total
line. Repeat as shown above.

0 Blue lines on the report represent where postings take place (budget, commitment, actual).
Yellow lines on the report represent totals.

A Text box will pop up:

ect Repart

If looking at Actuals or Commitment

Search actuals Tine items document <+— columns amount, make this selection.
Search Change Document
SERENNE RN ENEE <«— [f looking at Current Budget or

Consumable Budget column amount,
make this selection.

!V ’Technical names anfoff | 3§

o After making a selection click ¥. ltem” Feature

Note: Replaces the SAP “Extra & Line
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o The entries behind the number will appear as shown below:

JH @@ LRE 000 RE @B

Document Journal

&FF B% O BSATLMH| @< 4| H @ seectons,

RefDocNe™|* item|value type” |Amt type” | Prd |FM pstg d. = Pymt Bdgt| Commt bdgt| Crmt item| Funds Center |Fund GiL Acc | Text
101002214 95 |Invoices 0100 2 |08r22i2008 360 BEO115 5511302001  |5511000000 |660115 |[PCRD JUL 0733 ARMOT BUILDIMNG SUPPI
0200 2 360 660115  |5511302001 |5511000000 (660115 (PCRDJUL 0799 ARMOT BUILDING SUPPI
a5 0100 2 408.00 660115 |5511302001 |5511000000 (660115 |PCRDJUL 0799 BEITER'S HOME CENTEF
0200 2 408.00- 660115 |5511302001 |5511000000 |6B0115(PCRD JUL 0799 BEITER'S HOME CENTEF
95 |Payments (0250 2 3.60 GE0115  |5511302001 |5511000000 |6EO115(PCRDJUL 0799 ARMOT BUILDING SUPPI
e 1] 2] 408.00 BEO115 5511302001 |5511000000 660115 |(PCRD JUL 0735 BEITER'S HOME CENTEF

= 411.60

TO SAVE REPORT INTO EXCEL:
Main Toolbar:

» System

» List

» Save

» Local File

0 Save to local file on desktop or other desired folder.
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HELPFUL TIPS WHILE IN ZFMO1 or ZFM02

TIP: Recommended reports for monitoring your budgets:

Renort

BUDSTAT w/CF_FC
SOURCES_wiCF_FC
ACTCOI WCE _FC
BUDSTAT_wioCF_FC
SOURCES_wioCF_FC
ACTCOM_w/oCF_FC

TIP: To turn Navigation Pane on/off click toggle button below:

BUDSTAT_w/CF

& Bl dH e DHRE ODhO6 HE @

UDSTAT_w/CF

Te@ & EH | ™ @& F | E counn | B % e &g EE
Netforts
BUDSTAT_wiCF 1 Report Group: Revenue & Expense Date
SOURCES_wiCF Report MName: BUDSTAT_w/CF Page
E ACTCOM_wCF FM &rea SSHE State System
BUDSTAT, WIUCFEl Budget Category 9F  FM Payment Budget
SOURCES _wifaCF El
=M cdocin o Fund *
| I || Funds Center/Group 5511302001 I
Variation: Characteristics Commitment Item SSHE_3B Flat - Per CI Hierarchy
Fiscal Year 2009
Fund
[E Funds Center Commitment Item Current Budget |Consumable Budg| Commi
Fiscal vaar
™= Commitment Item 7,000 00 7,000, 00
™= 2-EXP_NP_F Expenses - excl Pe 7,000 80 7,000 88
™= NOM-PERS Non-Personnel 7,000 80 7,000 88
""" MOM-PERSONNEL Mon-Personnel T.eoo.ae
Wariation: Fund G40 Electric 2,500 .00
= £ * Fund 640100 Electric
5511000000 Geru bl GBS 20800,,(g
G41100 Natural Gas
G46 Other Utilities 50000
G46100 Water, Sewage, T
GEQ Supplies 1.,500.00
GGA115 Supplies - Cr/{Pr
GEB400 Maintenance Supp

BUDSTAT_w/CF

& = | < CEe® 0 T EE e
BUDSTAT_ _w/CF
= ¢ &n [ | =F | 5 i | & = | B column | = P S B B
Reports
B BUDSTAT_w/CF Report Group Revenue & Expense Date
B SOURCES. wiCF Report Mame: BUDSTAT_w/GF Fage
B ASTEON wSF FM Aresa SSHE State System
5 EUBSEN uoCr b Budget Category 9F  FM Payment Budget
B SOURCES_winCk
=Y = Fund =
| ——— ] Funds Genter/Group 5511302801 ]
ariation: Characteristics Commitment Item SSHE_3B Flat - Per CI Hierarchy
- Fiscal Year 2009
[F Fund
[E) Funds Center Commitment Item Current Budget |Consumable Budg Commi
[E1 Fiscal vear
= Commitment Item 7,000.00 7,000,000
= 2-EXP_MP_F Expenses - excl Pe ¥.000.00 ¥.000.00
™ NON-PERS MNon-Personnel 7,000 00 7,000 80
""" MNON-PERSONNEL MNon-FPersonnel Eacicio i)
wariation: Fund | 640 Electric 2 60000
=~ 9 * Fund 640100 Electric
5511000000 Gem CERT EHS 80560, G0
E41100 MNatural Gas
G456 Other Utilities GEE . BE
646100 Water, Sewage, T
G660 Supplies 1.,500. 08
GEGO115 Supplies - Cr/Pr
EEB400 Maintenance Supp

TIP: To expand and collapse sections of the report click on these buttons:

November, 2008
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HOW TO CREATE A VARIANT

As in SAP, BCS Users can save their fund centers by using the variant feature capability in
ZFMO01 or ZFMO02.

| =000 T IiH eee LDl frid BF @
Expense Only: Selection

Selection values

Financial Management Area S5HE
Budget Category gF
Wersion o]
Fiscal Year From 2009
Fiscal vear To 2009

Selection groups

Budget Type

Orvalue(s) 1o E
Fund

Orvalueis) 1o n
Funds Center

Qrvalueds) S5 X0000000 to 55000000 @
Comrmitment lterm sshe_3hb

Orvalueis) 1o n
Functional Area

Orvalueis) 1o

PRO (1) G00) [¥l | era | VR | o

o Enter fund centers using Sngle Values tab or by entering a range under 1Range tab.

OB SnglYalues

O v o EE O E e, @0 x
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o Save variant once all the information is entered.

Frogram Edit Soto Environment 21Tl Help

LR N R e R S B R R B R s = N =
BExpense Onfy: Selection\/

£ [T Data Source...

Selection values

Financial Management Area S5HE
Budget Category aF
Yersion o}
Fiscal vear From 2009
Fiscal “ear To 2009

Selection groups
Budget Tvpe

orvaluels) io
Fund
Qr valuels) to

Funds Center

orwalueds) Sl A to BEXNXXEEEEX
Camimitment Iterm sshe_3b
OF walue(s) to

Functional Area

Or valueis) | to

J ek

1. IMPORTANT: Variant name must be saved using 55 as the prefix.
(Suggestion: 55Userlnitials_ReportName, i.e.,, 55LR_ReportName)

2. Variant Meaning: Brief description of the variant. (i.e., Budget Report)

3. Click on the Save disk to save variant name and description.

tern  Help

ABAP: Save as Variant
Selection vatiables | 2 Screen assignment E = 8

1l«lx]

Yariant name
Meaning
Created for selection screens

Only for background processing |
Frotect variant O
|
[}

|

Only display in catalog
System variant (automatic transport)

Field attributes
Reguired tield
Switch GPA off
Save field without value

Selection variahbl

Hide field 'BIS"

Hide field

Frotect T'ie'\d—| ‘

Field name T o i B

I

=

selection screen objects 1008

Output medium
Output format
OUTFORMA

File farmat
File name
OuT_APPD
REC_KEY
WODIALOG
FHNOPRINT
CE_PROG
CE_FORM
P_INDEX
MT-DATE
PECCCURR
PECCRATE
PECCDATE

(o
I e

TOTTTUWO VDT TOTODWTOTOOWTO

N

. D TRy Goo P komuka | OVR
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O Click the execute icon @ to run report.

¥yl = s|i8 ¢e@ RHR nnd
Bepense Only: Selection

Financial Management Area S5HE

Budget Categary 9F

Wersion o}

Fiscal Year From 2008

Fiscal Year To 2009

Budget Type

Orvalue(s) to
Fund

Orvalue(s) to
Funds Center

Orvalue(s) LRSS S04 to LEESSE S 494
Cammitment ltem sshe_3b

Orvalue(s) to
Functional Area

Orvalue(s) to

O | EE A @ E

o [ [¢ [3) [
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ACTUALS (EXPENSE) REPORT USING ZGENLED

g/ 22 3/iBeee SR anos BF 9B
General Ledger Report

Business Area 0 55
Fund 55xxxxxxxx
Fund Center & S50

Fiscal vear 2989

Fosting Periods
Account Mumber e GoOEER 799999

Business Area: 55

Fund: Fund number

Funds Center: Funds center number

Fiscal Year: 2009

Posting Periods: Fiscal Year months (i.e., July = 1, August = 2, September = 3, etc) or leave
blank to pull the entire fiscal year expenses

Account Number (Commitment item): 600000 to 799999

i whhe

o

Q Click the execute icon
NOTE:
e Report takes awhile to run!

¢ Does not pull in commitments!
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A Report will return with the appropriate data as shown below:

List Edit
& || 2 dH e CHE DDOD  EE @ m —
General Ledger Report
PEMNSYLYAMIA STATE SYSTEM OF HIGHER EDUCATIOM L7
User: BELRANCE General Ledger Report
Client: TFX300 Bus frea - 55 ; F.¥ear - 2009 ; Fund - 5511000000 ; F. Center - 5511302001
Business Area B
Fund 5511000060
Fund Center 5511302001
Account 640100 Electric
Begining Balance (0F/81/2008) o.eg
Posting Date Doc. Numher DT Item Description Amount  User Entry Date Yendar
O7/31/2008 17080813936 K& PENELEC DAYCARE YR ENWD PAYAELE 26.34- 55DHOPKINS o731 /2008 203346
0a/a5/2008 1900466088 KR PENELEC DAYCARE LIGHTS @F/01-B7/25/08 163.45 BEDHOPKINS 08/B5/ 2008 203346
08/n5/2008 1900466087 KR PENELEC DAYCARE LIGHTS O6/27-06/308/068 23.35 G5DHOPKINS B8/05/2008 203346
g9/10/2008 1906474649 KR PENELEC DAYCARE LIGHTS @F/29-08/28/08 39838-41735 200 .50 BEDHOPKINS na/10/2008 203346
Ending Balance (06/308/2009) 36096
Account 6411080 Watural Gas
Begining Balance (OF/01/2008) o.oo
Posting Date Doc. Mumber DT Item Description Bmount  User Entry Date Wendar
07 /1472008 1906459975 KR PPL DAYCARE NATURAL GAS A6/10-07/10 2024 15.49 55DHOPKINS O7 /1472008 203347
08/26/2008 1908471151 KR PPL DAYCARE NATURAL GAS G7/10-08/11/08 2042 43 .64  55DHOPKINS 08/ 26/2008 203347
Ending Balance (06/30/2009) G3.53
Account G46100 Water, Sewage, Trash, Other Utilities
Begining Balance (0F/81/2008) o.eg L
Fosting Date Doc. Numher DT Item Description Amount  User Entry Date Yendar
07 /29/2008 170608138597 K& MANSFIELD MUN WATER DAYCARE YR END PAYABLE 11.98- 55DHOPKINS O7/29/2008 204254
08/05/2008 1900466078 KR DAYCARE WATER ©6/21-07/18/08 616000-623000 20.49 55DHOPKINS B8/05/2008 204254
0a/a5/2008 1900466075 KR DAYCARE WATER 06/21-07/18/08 616000-623000 13.26 55DHOPKINS 08/B5/ 2008 204254
09/02/2008 1900472303 KR MANSF MUN WATER DAYCARE F7/19-8/19 634000 47 .75 5BDHOPKINS 09/02/ 2008 204254
Ending Balance (B6/308/20089) 69.52
Bococount GEO115 Supplies - Crd/Procurement Card Purchases
Begining Balance (07F/01/2008) o.eg —
Posting Date Doc. Mumber DT Item Description Bmount  User Entry Date Yendor [
[l I (<[]
| D | TR (1) 200y P kozuka | INS y
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HOW TO PRE-POST A BUDGET TRANSFER

BUSINESS SCENARIO

Scenario

It becomes apparent that one fund center is running short of funds. A Fund Center Administrator
wishes to transfer budget from a different fund center and make it available to the other. The
administrative manager needs to pre-post the budget transfer for approval from the Budget Office.

TRANSACTION CODE

FMBB - Budgeting Workbench

PROCEDURE

O Logon to the SAP system.

o Open your Favorites - BCS Transactions folder and click on the FMBB transaction.

Menu Edit Favorites  Extras Help

2 A H @ DHE

Systerm

SAP Easy Access
= | & | EHB 2| v a

= 9 Favarites
= 2 BCS Transactions
FEMOT - BCS Reports - FC, Rev & Exp
ZFM0OZ - BCE Reports - Rev & Exp
FGEMLED - General Ledger Report

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

FMEDD - Display Entry Docurment
FMEDDYWY - Drilldown for Budget Entry Documents

8 T— - ' -
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Enter Fi Area

Fhl Area

v K _ W
a Enter FM Area - SSHE and click the green .

Enter Layout

Layout Yariant @'@

v XK

o Note: You may get a second pop-up box to enter a layout

enter - SSHE and click the green v#.

o This will bring up the Budgeting Workbench - Create Document. Your screen will
appear as follows including a breakdown of each area of the entry form.

Budgeting Workbench - Create Document

& 3/ B ©e@ - Budget Header
Budgeting Workbench - Create Documelinformation.
27 @b | Hold | Prepost/ | Save ThIS can be bssages log || Messages per Line
Documents af FM Area SSHE AR turned on/off []
I (] Posted . [P L=
i ( using this icon.
(3 Undone Header Data k Ad al Data
3 Held
Process Transfar g.ag sl
Budget Categary Fayment
Document type B Document Date 11/065/ 2008
Personal documents tree. This 2009 Period Al @
will contain any documents E
you have preposted or puton ... | [
hold. This can be turned on/off é
using the icon AEIREEIEEED
Document Overview onfoff
i+ Fund Funds Center Commitment iterm Functional Area Amount (USDA DK |Ta
|
|
|
|
|
|
| | |
I — ! i

| This is the body of the budget transfer. Transfers can now
be made between multiple funds and can include text for
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Note: Your screen may look slightly different until after you select Transfer as your process.

O Complete the Budgeting Workbench Header Data information.

Document Status Initial

Headet Data | Additional Data |

Total Sender 0. G
Total Receiver (INE]E]

Process Transfer

Budget Categary FPayment El Yersion 1]
Document type BGT (Budpet) @ Document Date 11 a'EIEa'EEIEIB@

Sender
Fiscal Year 2008 @ Per'fd 001 g

Budoet Type MREC Mon-Recurring Budget

Feceiver

Fiscal rear 2[R9 @ Feriod o1 & @
Budget Type MREC Mon-Recurring Eudget@

1. Process: will always be Transfer
e (when Transfer is selected the screen will change appearance)
2. Budget Category: will always be Payment
3. Document type: will always be BGT
e (when entered the screen will change as above)
4. Version: will always be 0
5. Document Date: enter today’s date
6. Sender Fiscal Year: will be the current fiscal year.
e Current fiscal year will always be the last two numbers of the fiscal year, e.g:
0 2008-09=2009; 2009-10=2010
7. Sender Budget Type: will always be NREC (Non-Recurring)
8. Sender Period: change to 001.
o (The default is ALL which will split BT between 12 periods)
9. Receiver Fiscal Year: will default from the Sender fiscal year
e (Sender and Receiver fiscal year MUST be the same).
10. Receiver Budget Type: will always be NREC (Non-Recurring)
11. Receiver Period: change to 001.
o (The default is ALL which will split BT between 12 periods)
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O Complete the Budgeting Workbench Body line items using “merged” or “split screens.”

Merged screen:

(O &= e [= ][] [Esen

Lines

Fund

Line |-+

Funds Center

Commitment item

Functional Area

Amount (US0) | Text

ooooot |-

S5 MO0

B30

BDGT

100.00

BCE Training BT

oooooz2 |+

S5 MO0

6145

BDGT

100.00

BCE Training BT

=]
=
(1) (2) (3) (2) (/ﬁ
71 \2/ \_/ \4/ \5
=]
. =
I [aG]
1. Enter Plus or Minus signs (-/+):
“« n
. = to indicate the funds center the funds are being transferred FROM (sender).
“ ., »
. +  to indicate the funds center the funds are being transferred TO (receiver).
Split screen:
Dl@l@l || & |F M ||| [Elterge
SenderLines
|Line Fund Funds Center Commitment iterm Functional Area Armount (LSO | Text E
|[0oono 551100097 }agu N\ BDGT /7 O\ 10000 |BCS Training BT /7 Y\ B
(2)—(3) \4/ \& /1§
. D]
D[B[R[0) (&[] [2] 8] [Eheo]
Receiver Lines
|Line Fund Funds Center Commitment iterm Functional Area Armount (LSO | Text E
\[oooonz 5511)<><>{>{>V‘\ E15 /‘\ BODGT /\ 100.00 |[BCS Training BT /\ B
| (2) (3 ) (4 ) (5 ) o
| CD | D]
2. Funds Center: enter the funds center number for each line item.
3. Commitment Item: enter the appropriate commitment item for each line item.
Commitment Item - Transfer from/to
510585 - Transfer from Commitment Item to Department Funded Student Wages
4. Amount: enter dollar amount you want to transfer. Enter only as positive amounts.
5. Text: enter a description for each line item. See below for example:
N EN N G =T
Sender Lines
I Line Fund Funds Center Commitment item Functional Area Arnount (USDY | T
1 5511000000 [ 5511230 614 BDGT 1,000 Fv09 Travel \
2 5511000000 [557 1R 614 BODGT SEp.DD F*09 Trawel - Harrisburg ﬂ
3 5511000000 (551 1}{><}<}<}{><1 @ 6145 BODGT EDND F09 Trawel - State College IE‘
___ [alo
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SPECIAL NOTES:

¢ You no longer need to enter the fund or functional area on the budget transfer entry. These

fields will default based on the funds center entered.

¢ You may process transfers between different funds centers on the same budget transfer

entry.

e You may enter a different description on each line item of the budget transfer entry.

- Insert row(s)

- Delete row(s)

- Duplicate a row

- Sort rows in ascending order depending on column selected

- Sort rows in descending order depending on column selected
- Adds a total for the amount column

Q Manually verify the “sender” and “receiver” totals match.

Document Status Initial

Header Data | Additional Data |

Process [Transfer et} Total Sender

Total Receiver

Budget Category Payment ] =

Document type BGT (Budaet) Z Documeant Date 11/05/2008
Sender

Fiscal Year 2009 FPeriod ool &
Budget Type MREC Mon-Recurring Budget

Receiver

Fiscal Wear 2009 Period 001 @
Budget Type MREC mMon-Recurring Budget

QO Click Frepost

Extras Environment System Help

2 d B e SHE ODO8 EAE @
Workbench - Create Document

i o Hnld@ Save Changes | |[Zf Long Text Messages |

Document Status Initial

Header Data L Additional Data |
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Bl B @@ CEE STDoo BE)

Budgeting Workbench - Change Document

Document Overview onfoff

= =3 Preposted m
2009 1000062968
Undaone

I He

Header Data

Process

_1 00aa62968

Transfer

FPreposted

Total Sender

| Prepost ||B Save Changes| [# Long Text | |45 Messages log || Messages per Line |

yrent vear 2003

1,000.00

et Tvne  WREC
BRI =Y

Total Receiver 1,000, 08
Budget Category FPayment cl Version o]
Docurnent type BGT (Budgety Document Date 11/05/ 2008
Sender
Fiscal Year 2609 Period o001
Budget Type NRELC
Receiver
Fiscal Year 2009 Ferind 0ot &
[=10Tsl

Lines —_—
Line Fund Funds Center Cornrmitrment iterm Functional Area Armaurt (WSO Text
- 000001 |5511000000 (5511302000 610 BOGT ) 1,000.00 BT to Profe
| m~—l000002 5511000000 5511302000 625 BOGT _— 1,000.00 BT fram Pri

e

Budgeting Workbench Personal Documents Tree

[

@& Budgeting Wo.

C Document Overview onloff %

Documents of FM Area
D ——

] Posted
(7 Preposted
(] Undone

(J Held

Q To turn the Personal Documents tree on or off, click

| Diocume

nt Owverview anfoff

O This area allows you to see any documents you have pending.
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O You can verify the status of a pre-posted document. If the document is no longer in
your Preposted folder, it has been reviewed and posted by the Budget Office.
O The document will appear in your Posted folder as soon as Budget approves.

O You can hold documents to finalize at a later time. These will appear in your Held
folder.

The Budget Office will then post document. It will move into your “Posted” Folder at that
time.

Documents of FW Area SSHE

= [] Posted '
2009 1OREOGZ2E0
2009 10PEOE2281
2009 10BEOG22E6
2009 10REOG2290
20609 1Q0REOGZ296
2009 10REOG2306
20609 1OREOG2323
2009 10PEOGZ2965
2009 1OREOG2967

2009 1008062958 >

e
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HOLDING DOCUMENTS

Q Ifyou have not completed a transaction but need to exit the transaction to return later,

BCS offers the user the ability to hold a document. Click .

2B €@ CHE DDan A Q@
Workbench - Create Document

ﬂ ‘ | Prepost || Save Changes |||§ Long Text ||Q Messages |

Header Data &

O Enter a name for the document and click HOLD. You can name the document anything
you want as you will be the only user able to see this document.

O You may get an error message depending on how far you are in your entry. Just click

the green E to accept.
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O The held document will appear in your personal documents tree in your Held folder.

Budgeting Workbench - Create Document

& B @@ D HE DO 8 FR @
Budgeting Workbench - Create Document

Document Cverviewy onfoff ‘;EF’ .STiPrepnst Save Changes @’ Long Text Messages log || We
Documents of FM Area SSHE | Docurment  NAME BT Status Held

= [[J Posted

2009 1000062280
2009 1000062281
2009 1080062256

HeaderData | Additional Data |

2009 1000062290 Process Transfer E Total Sender 1,000, 00
2009 1000062296 Tatal Receiver 1,800 a0
2809 10ANEGEZ30E Budget Categary Payment | Wersian )
28049 1000062423 Dacumment type BGT iBudget) E Document Date 11405/ 2008
2009 1000062965 Sender
2009 1000062967
2000 1000DE20ES Fiscal Year 2069 Period 001 g
(] Preposted Budget Type NREC
7 Undane
=~ Receiver
NAHE BT ) Fiscal Year 20048 Period ool @
Anrnet Twhe MEEC

O To open the document, find it in your held documents folder and double click on the
document. Revise/complete the document.

I.J"'I
O Once the budgeting workbench header and body have been completed, click ' ® % to check
the document.

k Prepost

O Once you have verified that you have no errors, clic . The document will move

from your held folder into the “Preposted” folder.
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Edit

Extras Help

Bl H I @E& SEE 8D
Budgeting Workbench - Display Document

Document Owverviesw anfoff ";2;7 Hold || Prepost Save Chanoes

Docurment Goto Environment  Systermn

Documents of FM Area SSHE | pgeument 10AARG2969  Status Pr

= [] Posted

2009 1000062230
2009 100062281
26009 1000062256

Header Data | Additional Data |

2009 1EABEGZ2290 Frocess Transfer E
2009 1000RE2296
2009 10000622306 Budget Category Fayment |
2009 1000862323 Cocument type BGT (Budget) e
2009 1000RGE2965 T
2009 1000062967
(2 206 Fiscal vYear 2009

| Epnsted N Budget Type MREC
2009 1000RG2969

O The Budget Office will then post document. It will move into your “Posted” Folder at

that time.

Documents of Fid Area SSHE

= [] Posted
2009 10000GZ2280
2009 10DE0G2281
2009 10000G2286
2009 100O0GZ2290
2009 1000DGZ2296
2009 1000062306
2009 10000G2323
2009 1Q00O0G2965
2009 1000DG2967
2009 1000062968

" %
¢ [3 2009 1000062969
(] Preposted
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TO PRINT THE POSTED DOCUMENT FOR BACK UP

Q Select Document - Display < - > Change

‘ Document  Edit =3 : T
TTesTe Shift+Fa B3 @ | 2 E
"= Create by Reference Shift+F9 .
= h - Display Doci
[ Feverse Ctrl+F2 "l ‘V
[ Id || Prepast Save |
= Save »
Do = nent 1000062615
=
Print Preview Ctrl+Shift+F2
derData | Additional D
Display <> Change Ctrl+F3 Transie
[ | Exit SRM+F3

Q Select Print Preview

Document  Edit  Goto E: Environment e Help
& Create shift+Fe [ Gy @ | 2 [ 08
"= Create by Reference Shift+F9 .
[ Reverse Ctrl+F2 h Drsp."ay DOC{
[ Id || Prepost Save
= ' Note: The printer name that appears
ment 1000062615 .
—_ when you choose local will be your
Brint Preview Ctrl+Shift+F5 B
EData | Additional D: own network printer.
Display =-= Change Ctrl+F3 L Transter
[ Exit Shift+F3

T T T TR Amme T
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Document  Edit Goto

Entry Document

Header | Additional Data

Document 1000062969 Status Fosted C
Process TransTer Total Sender 1,000,008 UsDh
Walue Type Budget Total Receiver 1,000,030 sD
Budget Category  Fayment Wersion n F
Ciocument type BGT Cocument Date 1148542003

fear k Feriods |

N
IEE G EEEE EE
Line TGrant Fund Fund BIT]
noooatd §- |RMOTRELEVANT 5511000000 5511 B
000002 |+ |MOTRELEYAMNT 8511000000 155811 Click the Print icon—=

O Setthe Print properties as follows:

Frint ALY List

Output Device Ioc!

Yyindows printer HP Laserlet 4250tn PS e
Number af copies 1
Murber of pages

@) Print all

) Print from page ] To ]

Click the green check
@ropenies ® mark v to print

November, 2008 Page 33



Budget Control System BCS Training Manual

HELPFUL TIPS WHILE IN FMBB

TIP: You can turn off/on the Budget Header information by using

TIP: To easily enter or delete an extra row use the following icons:

N
INEEY SUE G =R Highlight row by clicking the

Lines grey square to left of row.

Sl(Line |-+ |Fund Funds Center Commitm Click | @ to insert row and

IE to delete row.

TIP: You no longer need to enter a Fund or Functional Area on the budget documents;
these will both default from the Funds Center you enter. You must enter Funds Center,
Commitment Item, Amount, and Text.

TIP: Line item text is now available:

FEFEBRERHIEEES
Sender Lines /\
I Linge Fund Funds Center Commitment item Functional Area Amount gyﬁf)) Text b
1 5511000000 (8571 R0000 615 BODGT 1,VDD.DD F09 Travel
2 5511000000 5511330 615 BDGT EDD.DU FY09 Travel - Harrishurg
3 8511000000 551130084 @ G145 BDGT ?@.DD FY04 Travel - State College
\\
\ /
[l |

TIP: To Prepost (Park) the document  '2P?St

. Document Overview onfoff .
TIP: To turn Document Overview on or off to display or not

display your personal documents tree (Posted, Preposted, Undone, and Held folders)

@) W) W) W) W) | W)

TIP: Hit green arrow back to enter a new transaction - no longer need to exit to main
menu.

Document Edit Goto Extras  Environment  System Help

& 2l aB(@Hheé CHE fDon
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Hold

@ TIP: To Hold the document

NEEPEFIBERIEIE]
EREPEEHICET

SenderLlnes

| Blsg \
s

Funds Center Cammitment ite

LD

Receweeres

B (s )

Funds Center Cammitment ite

TIP: When completing a budget transfer, you can choose split screen feature as shown:

The following screen
will appear on which
you can separately
enter your Sender
amounts on the top
and the Receiver
amounts on the
bottom. Click Merge
to return to normal
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HOW TO VIEW BUDGET DOCUMENTS OR BUDGET TRANSACTIONS

BUSINESS SCENARIO

Scenario

A Fund Center Administrator would like to quickly see the budget line items posted to their funds
center or locate a budget transfer.

TRANSACTION CODE

FMEDDW - Drilldown for Budget Entry Documents

PROCEDURE

O Logon to the SAP system.

o Open your Favorites - BCS Transactions folder and click on the FMEDDW transaction.

SAF Fasy Access
2 aH O CHE HDhoH

SAF Easy Access
E e EBE 2| v -

= = Favarites
= ) BCE Transactions
FFMOZ - BCS Reports - Rev & Exp
FMBE - Budgeting Warkhench
FMEDD - Display Entry Docurment
FREDDW - Drilldowen for Budget Entry Documents

O This transaction can be used to view a single budget entry or view all of the budget
entries for a specific funds center.

o The user may be specific in the search criteria to view a specific transaction or enter the
funds center number to view all budget entries for that funds center.
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g/ 318 ©eeSHE nnso BE O

Note: Not all fields identified

Entry Document

need to be completed.

At a minimum enter:

#2 Budget Category: 9F

#6 Fiscal Year

[s[s|s]a]s

#8 Fund Center

M}

| |
||
||
||
| |
|
| |

©

BEIOCN
6o

Y Y Y Y Y

Layout Selectian

Layout

NogunkwhpE

®

FRD (1) (300) [

FM Area: will default to SSHE

Budget Category: will always be 9F

Entry Document Number: enter the document number if searching for a BT

Created by: enter SAP user ID of the person who input the entry

Created on: enter the date on which the document was first entered

Fiscal Year: enter the fiscal year in which document was posted

Fund: enter the fund number or range of funds to view all of the budget entries associated
with the fund(s) entered

Funds Center: enter the funds center number or range of funds center numbers to view all
budget entries associated with the funds center(s) entered

Commitment item: should be used in conjunction with the fund or funds center to limit
the budget entries selected

Q Click the execute icon

o This will return a list of all of the documents that meet the search criteria.
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o Inorder to choose the correct layout click on the select layout icon below:

Y ‘4 1 e CHE oD BR @E
Selection List for Entry Documents

F| BT 0EEH T B eac |8 RE choose

gave || |H Selections | | EEE’@

Doc. type| Process| Year|Budaet Type Funds Ctr Crmt itern|F .. Funded Prg Amount LG
BGT Send  |2009 |Recurring Budget|5511000000 (5511302000 | 660 BOGT [MOTRELEVANT  [NOTRELEWANT 1000
BGT Receive | 2009 |Recurring Budget (5511000000 (5511302000 | 615 BOGT [NOTRELEVANT  |[NOTRELEVANT 10.00
BGT Send  |20049 |Recurring Budget|5511000000 (5511302000 | 660 BOGT [MOTRELEVANT  [NOTRELEWANT 5.00
BGT Receive | 2009 |Recurring Budget (5511000000 (5511302000 | 690 BOGT [NOTRELEVANT  |[NOTRELEVANT 5.00

NOTE: Choose one of the layouts available.
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60MULayout Version:

Help

24 Heaq SHE Dhasn BE @

List Edit G

Selection List for Entry Documents
@El@l}\é??lg%@|ﬂ@@:ﬁ%mc| g Choose ﬁSave‘Se\ecuunS‘N{ > M
FM area SSHE
Currency usD
Budget Category Payment
F‘Duc Year|Fund “|Funds center “|Created on |Emnt Docu ‘Fubl\c Law|Crealed by ‘Cmmt nem“z Amount LC‘TexI
3004|5511000000 (5511302001 |[N9/30/2008 | 1000047160 |c8PRINKLES [640 | 2,500.00 [FBS DOC# D50N3T1 862
640 e 2,500.00
08(302008 1000047161 | [cBPRINKLES [41 I 2,500.00 [FBS DOC# D5IN3T1 863
641 e 2,500.00
09r30/2008 [1000047162] [cEPRINKLES [648 I 500.00 [FBS DOG# 0500371864
648 e 500.00
09(30/2005  [1000047163] [cEPRINKLES [880 I 1,500.00 [FBS DOC# 0500371865
680 e 1,500.00
5511302001 41, == 7,000.00
5511000000 2, --- 7,000.00
0, =ass 7,000.00
@ Layout copied [ ITFX (13 £300) kozuka | NS %

or PASSHE Layout version

List Edit Sotc

Help

Bl H eaq DHE ahag BE @m

Selection List for Entry Documents
G0 EL & T ¥ 8 %EE S0 T e @cmsemmns Iz
A g 7
O —

FM area SSHE

Currency usD

Budget Category Payment

* Doc Year|Entry Docu | Line Wersion| Doc. type|Proce: ‘Year|Budget Type Fund Funds Ctr cmmtitemn FAr | Amount LG| Text

2009|1000047160 000001 |0 BGT  |Enter |2009|Recurring Budget|5511000000 (5511302001 640 BOGT| 2,50000 [FBS DOCENS00371862

1000047161 | 000001 |0 BGT  |Enter |2008|Recurring Budget|5511000000 5511302001 |B41 BOGT| 2,50000 [FBS DOC#0500371863
1000047162 000001 |0 BGT  |Enter |2009|Recuring Budget|5511000000 (5511302001 646 BOGT| 50000 [FBS DOC#0500371864
1000047163 000001 |0 BGT  |Enter |2009|Recurring Budget|5611000000 (8511302001 660 BOGT| 1,500.00 [FBS DOC#0500371865

|& Layout copied 1 | TR 1) (300 PEl | kozuka | NS V.

g Save
o To save layout as default, click on Save Layout icon .

Note:

Double click to drill
down — see page 40
for instructions.
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Save as.. k Save with

Layout ‘|La\,r0utdescriptinn Cefault setting

Note:

LD ]] |[«][»]

This will be a one-time setup.

Save layout MU LAYOUT
Narme: Mansfield University Budoet Layout
[¥] User-specific [v] Default setting

D)

o Click v or Enter.

Drill Down

o Ifyou want to see one specific document, select the appropriate document by double
clicking on it.

o The document will appear as follows:

Document  Edit  Goto Erwironment m Help
& B H @@ DR 28 AaIERE @
Entry Document
Header k Additional Data | =
Docarment: 108A062969 Status Posted DocumentYear 2008 FM Area SSHE
Process Transfer Total Sender 1,000.00 usD
“alue Type Budget Total Receiver 1,000,008 usDh
Budget Categary  Payment Version ] Fiscal Wear 2089
Document type BBT Document Date 11/05/2008
Year k Periods
&= = - ANE TN
E] Grant Fund Funds Center Commitment itern Functional Area Funded Program
000001 |- (MOTRELEWVAMT 5511000000 |5511302000 B25 BOGT MNOTRELEYANT
000002 [+ [NOTRELEVANT 5511000000 (5511302000 610 BDGT MOTRELEVANT
e —— —
KN/l I[«][+] [~]
o . 4.4
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HELPFUL TIPS WHILE IN FMEDDW

TIP: To Export information into Excel, choose Spreadsheet icon.

Selection List for Entry Documents
amEE a9 ¥ 2%%" (030 T w0

Expart list abject to XxL

Export list ohject to 3L

An HHEL list ohjectis exported with
36 lines and 13 columns

0 Tilter crituris, soring, totals and sublotats ane Choose a processing mode:

ot teken inks stcount

@ . Pivot table | [«][»

v K

TIP: To abort a transaction, click on the blue icon in the upper left hand corner of the
screen and choose Stop Transaction as shown:

List Edit Goto “iews
Restore

I
Minirmize E
Close Alt+F4
Create Session .
Stop Transaction

The end!
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