Budget Control System BCS Training Manual

HOW TO PRE-POST ABUDGET TRANSFER
BUSINESS SCENARIO

Scenario
It becomes apparent that one funds center is running short of funds. An administrative manager
wishes to transfer budget from a different funds 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.

Q Open your Favorites — BCS Transactions folder and click on the FMBB transaction.

Menu  Edit Faworites Ewtras Swsterm  Help

i} B dEH CER BEEHER ODOD

SAP Easy Access
F S| HB 2| v -

~ | Favorites
= 4 BCS Transactions

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

FMEDDWY - Drilldoven far Budget Entry Docurments
ZFW01 - BCS Reports - FC, Rev & Exp

—

Enter Fi Area

FM Area SSHE ()

o ¥ ) W
Q Enter FM Area — SSHE and click the green ¥,

Note: If you get a pop-up box to enter a layout, enter layout variant - SSHE
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a 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.

Document  Edit Goto  Extras  Environment Sy

(/] aldd I eae CHE SDON I BRE @m

Budgeting Workbench - Create Document
48  Hold | Prepost Save Changes || Long Text Messages log || Messages per Line Budget Header

Doacuments of FM Area SSHE | _Document —_ Initial |nf9rmat|0n.

b O Posted ‘ This can be
gPrepusted cader ota | AdeionaData | turned on/off
Undone eader Data itional Data X L

O Held using this icon.

Process [Transter z Tatal Sender 2.00 \l
//x Total Receiver 0.00
z

Budget Category Payment wErsian
Document type B Document Date 1041472008
X Sender
Personal documents tree. This | [ Fiscal vear o089 Perind Al m
will contain any documents Budget Type

you have preposted or put on Grant
hold. This can be turned on/off Funded Program
using the icon

Document Overview on/off Receiver N
Fiscal Year 2009 Feriod Al B o
OB E D& 7 H 2 B | B
Lines

Doc. Li...|-~+  |Fund Funds Center Carmnrnitrent itermn Functional Area

=t =

| |
This is the body of the budget transfer. Transfers can now
be made between multiple funds and can include text for
each line item.

Note: Your screen may look slightly different until after you select Transfer as your process.
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Q Complete the Budgeting Workbench Header Data information.

Document Edit Goto Extras  Environment System  Help
& 2dHCEd CRE D008 HE @&
Budgeting Workbench - Create Document
Document Owverview anfoff 4a  Hold  Prepost Save Changes | |Bf Long Text hessage
Document otatus Initial

Header Data k Additional Data |

Process Transfer @ Total Sender 0. o0 :
Total Receiver 0.00 Rleriluele
_ Back date
Budget Categary Payment & Wersion o the transfer
Document type BGT (Budgetj@ &8 Document Date 1041472008 @4— to 6/30/XX
at year end
Sender
Fiscal Year EEIEIB@ Period 001 & @
Budget Type MREC Mon-Recurring Budget
Receiver
Fiscal vear ZEIEIB@ Period ool &
Budget Type NREC Mon-Recurring Budget@

1. Process: will always be Transfer — when Transfer is selected, screen will change appearance
2. Budget Category: will always be Payment

3. Document type: will always be BGT — when entered, screen will change as above

4. Version: will always be 0

5. Document Date: enter today’s date (If transfer is taking place at year end, back date the
transfer to 6/30/XX)

6. Sender Fiscal Year: will be the current fiscal year. The fiscal year MUST be the same as
what is entered in #9. Current fiscal year will always be the last two numbers of the fiscal year,
e.g. 2008-09 = 2009; 2009-10 = 2010

7. Sender Budget Type: will always be NREC (Non-Recurring)

8. Sender Period: change to 001. The default is ALL. (split between 12 periods)

9. Receiver Fiscal Year: will default from the Sender fiscal year.

10. Receiver Budget Type: will always be NREC (Non-Recurring)

11. Receiver Period: change to 001. The default is ALL. (split between 12 periods)
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O Complete the Budgeting Workbench Body line items.

| [D[E[R[0]&[=]6] (2] 8] [Bs:

Lines

I Line -+ | Fund Funds Center Commitment item Functional Area Amount (USD) | Text
1 \2) \3) \4 ) 2

1. -/+: enter “-“ to indicate the funds center the funds are being transferred FROM. Enter “+”
to indicate the funds center the funds are being transferred TO.
2. Funds Center: enter the funds center number for each line item.
3. Commitment Item: enter the appropriate commitment item for each line item.
Non-Personnel - Transfer to/from the pool
901 - Transfer to/from personnel expense reserve
902 — Transfer to/from operating expense reserve
903 — Transfer to/from capital expense reserve
510580 — Transfer to/from student wages (NOTE: Student wage budgets can only be
transferred TO other student wage budgets.)
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:

Lines
Document Ling |-+  |Fund Furds Center commitment item  |Functional Area Amount (USD)| Text
||| 000001 - 6011000000 (6011411000 NOMN-PERSONMEL  |BDGT 500.00 |To Bdgt Reserve for Bookshelf
||| 0ooooz2 + 65011000000 |6011411000 902 BDGT 200.00 (From Operating for Bookshelf
I '

SPECIAL NOTES:
e 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.
e You may process transfers between different funds on the same budget transfer entry.
e You may enter a different description on each line item of the budget transfer entry.

ICONS:

- 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

][] o] 51 ]I
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Q Once you have verified that you have no errors, click .

Bl H I CER| BEE O EE @

Workbench - Create Document

ﬂ | Save Changes |||% Long Text ||@ Messages |

O Held Process Transfer El Total Sender 500, 00
Total Receiver 500, 00
Budget Category Payment El WErsion £}
Document type BGT (Budget) E Document Date 10414/2008
Sender
Fiscal Year 2008 Period ool @
Budget Type MREC
Receiver
Fiscal Year 2009 Period oo =
Budget Type MREC
EECIEIC
Lines
| -+  |Document Line |Fund Funds Center |Commitment itern  |Func. Area | Amaunt (USD)| Text
| - 1 65011000000 (6011411000 |[MNON-FERSOMNNEL |BDGT 200.00 | To Bdot Fese
| + 2 5011000000 |6011411000 |(902 BOGT 200.00 |From Operatit

& Document 1000052614 has heen created successfully in FM area SSHE fiscal year 2009
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Budgeting Workbench Personal Documents Tree

E-‘: cument

@@ Budgeting Wo.

Document Overview onfoff

Budgeting Workbench - Display Document
Docum 5 of FM Area .. [ Document Overdew onfoff | %7 Huold || Prepost Save Changes Long Text hessage

|:| Posted DDCE]mEH‘S of FM Area SSHE Document 1000062615 | Status Preposted

[ Posted

< D Preposted = Preposted \ |
2009 10A00EE2E14 Header Data Additional Data
G Undone Bl 2009 1000062615
G Held O Undone Process Transfer ] Total Sender
F [ Held
Total Recefver

. Ciocument Cverview onfoff
Q To turn the Personal Documents tree on or off, click

Q This area allows you to see any documents you have pending.
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.

Document  Edit Goto Extras  Ermwironment  System

Help
& BlAdH €aQ  SRME DO N

Budgeting Workbench - Create Document

1

Document Cwerviewe onfoff a9  Haold | Prepost Save Change:

Documents of Fi Area S5HE

Document Status

2009 1000062580
2009 100Q062615

Header Data L Additional Data
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HOLDING DOCUMENTS

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

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

BAH@E@ SHE D000 HE @m

Workbench - Create Document

HeaderData & Additional Data

Q 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.

_BDGLJ&.POHTEH

_m PrintRar|

e
S

O You may get an error message depending on how far you are in your entry. Just click
the green E to accept.

~——

Q The held document will appear in your personal documents tree in your Held folder.

& IH Q@ DM &4
Budgeting Workbench - Display Document

| Docurnent Overview ondoff | Haold
IDocuments of FM Area SSHE I

b Ol Posted
I [ Preposted
- - ol

= 4 Held
B1PRINTRPR

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

k Prepost | The document will

Q Once you have verified that you have no errors, clic
move from your held folder into the “Preposted” folder.

Document  Edit  Goto  Extras  Environment ]
(V] 3dH @ SHE ST oan HE @m
Budgeting Workbench - Display Document

Docurment Overdew ondoff | %57 Hold || Prepost Save Changes Long Text Messages log || Messages per Line

Documents of FM Area SSHE Document 1000062615 Status Preposted Document ear 2008
b O Posted
= 3 Preposted

2 2[00 ARLREETELL Header Data k Additional Data |

2009 1000062615
CJ Undone Process Transfer I Total Sender 111.39
Cl Held

Total Receiver 111.38

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

Daocument  Edit Goto Extras  Ermironment  System Help

& BldH @ S EE D0
Budgeting Workbench - Create Document
Document Owerviewe onfoff 4o Hold  Prepost Save Change:
Documents of FM Area SSHE Document Status
: DDS;EEB 1000062550

|:|g 1000EEZE15 Header Data L Additional Data
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TO PRINT THE POSTED DOCUMENT FOR BACK UP

O Select Document — Display < - > Change

Document  Edit Goto Environrment

term  Help

shit+F8 B 3 € | & (& (2 |
"= Create by Referance Shift+Fg .
E Reverse Ctrl+F2 h DIS,DF&}" Doct
[ Id || Prepost Save |
ﬁ Save 4
nent 1000062615
=~
Print Previgow Ctrl+Zhift+F3
derData | Additional D
Dizplay <-= Change Ctrl+F39
Q : Transfe
B | Exit =1ilii B e

Q Select Print Preview

Document Edit Goto Extras  Environment =g
& Create Shit+Fs G @ | 2 0 S
"= Create by Refarence Shift+F2 .
E Reverse Ctrl+F2 h DFS}J-"&}" Doct
[ Id || Prepost Sawe
= = : Note: The printer name that appears
Dg =3 nent 1000082615 h h | I will b
R _Licie— \> wnen you CkOO.SE,‘ ocal wi € your
Print Previews Ctrl+Shift+F8 own network printer.
[~ ——— der Data | Additional D; P
Display <> Change Ctr+F3 - Transtel
[ Exit Shift+F3

Document  Edit  Goto  Environment

& a(a H @@ 2 EE ST O8lER

Entry Document

Header k Additional Data

" 1000062615 Status Posted
Process Transfer Total Sender 111.39
Yalue Type Budget Total Receiver 111.38
Budget Category  Payment YErsion €]

Document type BGT Document Date 10/14/2008

ear k Perinds |

EBRENERIEREEIE =R R EE]D

Doc. Li...|...|Grant % | Fund Funds Center Caormi g
000001 |- |NOTRELEWANT 6011000000 |6011401000 NOMN- ) . .
000002 |+ |NOTRELEWANT 6011000000 |6011411000 MNON- CI'Ck the Print icon
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Q Set the Print properties as follows:

o (=)

HP Laserlet 4250tn PS5

Mumber of pages

@ Print all
) Print from page

Click the green check

mark E to print
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