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Welcome to SAP-FI Finance
Millersville University’s Automated Financial Records System

SAP-FI is an administrative software package which records data and handles transaction processing for the

university’s financial information.

This Users Guide was created by University Finance staff. The purpose of the Users Guide is to aid
departmental users in their understanding and completion of on-line administrative tasks through SAP-FI.

When you have questions about using the SAP-FI Finance System, send an email or call:

Dawn Reese Budget
Jennifer Mariacher Budget
Gladys LaPorte Rodriguez  Budget
Kerri Butler Budget
Teh Krajan Accounting
Johanne Shutter Accounting
Kate Giovanis Accounting
Anne Stehman Accounting
Janine Ball-Bailey Accounting
Lucy Santana Accounting
David Errickson Purchasing
Darlene Cassidy Purchasing
Anna Stauffer Purchasing
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SAP LOGON

You should have the following icon on your desktop. If you do not have it, you should contact Information
Technology desktop support to load the SAP GUI on your computer.

a Double click on the above icon

Clicking on the SAP icon, will cause the following pop-up window to appear:

SAF Logon 7410
Shartouts | Systems |
T Lag On |
E )
B = W ariable Logon... |
ﬂfﬁ B Training Server [S5HE-TE1]
ﬂfﬁ SA8P Training Server [35HE-TRM] w
| Mewltem.. | CAUTION:
NEVER click on
| Change [tem... | /L the Delete Item
button. You will
] ’ | Ecklelen., | \]7 delete whatever is
highlighted under
| Favlielp, gzes I | the “Description”
column!

Note: You can see four items on the above screen: SAP Production (SSHE-PRD), BW Production (SSHE-
PB1), BW Training Server (SSHE-TB1) and SAP Training Serving (SSHE-TRN)

o Click on Log On
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The following window will appear:

| 0 aaH 0e@ 06HE DDLoDBE @
SAP

aga

_EEltruser

Password Tttt

- Dfso0bd era OVR

o Click in the User field to add your user name. Username will be 60, first initial and last name (ex:
60jmariacher)

o Click in the Password field to type your password. Note: The asterisks will remain in view. You do not
need to delete them, just enter your password over them.

IMPORTANT INFORMATION:
Each person has an individual logon and password. You will set your own password.
« Passwords must be a minimum of 7 characters.
. Passwords cannot begin with the first 3 digits of your logon ID (example: User ID =
60jmariacher, password cannot begin with 60j.)
« You will be alerted to change your password every 30 days.
« When changing your password, you cannot use the last 5 passwords that were used.

o Click on the green check mark or press enter.
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This will take you to the following screen, which is the first SAP window from where you can navigate to the
various SAP transactions:

SAP

gl 0 1 HCes BHE DDA PR @F

SAP Easy Access

BE S| E& 2 v

=+ Favorites
I [ SAP User Favorites Folder far go-live
= 3 SAP menu

I O Office

[ Cross-Application Components

[ Logistics

[l Accounting

[l Hurman Resources

[ Information Systems

[ Tools

e v

L |5ESSION MANAGER b2
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HOW TO CHANGE YOUR PASSWORD

o Once logged in, navigate to Own Data, by clicking System — User Profile — Own Data as shown below:

Menu  Edit Favorites Exiras  System

Help

(] < Create Session I|@@ﬁﬁ|@|@
End Session |
SAP Easy Access User Profile v Hold Data
L—ﬂ‘ = | E? | k] & | ¥ || Serices v BetData
: Liilities 3 Celete Data
z, g ;:;D;:Eeiu List | QwnData Y
B[] Office Sepvices for Object Hpang Cavarmes
[ (] Cross-Application Compor by Objects 3
E a Lugisticg Own Spool Requests
[ giizcr?]::tggsuurces Quin Johs
[ [?__fl_!nfq_l’_r_nation Systems Short Messaoe
B IO Tools! Status...
-------------- Log off

a Click on Password, which is circled below

Lser Edit Goto Swystermn Help

& a0 @@ i htoan BE e
ser Profile

@ FPassword
Uzer GOKBUTLER
Last Changed GOKBUTLER A4/09/2008 033417 Status  Saved

Address | Defaults | Parameters |

Ferson []
Title | ] El
Last name Butler

First name kearri

Acadermnic Title

Format Kerri Butler
Function

Department

Room Number Floaor Building b |
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The following dialog box will appear, and once you type your current password in at the yellow box, you can
change it by entering it as your New Password as well as confirming it in your Repeat Password.

Password Change

2ld password

Mew password

Repeat Password RERREEER

EEEEEEEE]

EEEREER BN

You will get a note in the status bar and possibly in a dialog box as well on your screen to let you know your

password has been changed correctly.

g| _ 8/i0 eee LHR 0o BE QE

Maintain User Profile

_BDKBUTLER

Address

_BDKBUTLER 04/14/2008 17:02:01

Ferson

Title | ]
Lastname Butler
First name Kerri

Academic Title

Farmat Ketti Butler

Function

Department

Room Mumber Floor

Building

Communication
Language ]

Mobile Phone

E-tail
Comm. Meth ]

Telephone Extension

Fax Extensian

Other communication...

Assign other company address.. | |

Assan new company address..

[ company

@ Password changed

DIPrD@ o0l era OVR | 7
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MENU BAR/TOOL BAR

The Menu Bar contains menu paths available for navigation from the current screen. The menu options vary
according to screen or task. On the following screen, the available options include:

Menu Edit Favorites Extras System Help

To navigate a menu path, click on the desired option on the Menu Bar in order to view more menu options for
that module area.

=
T

SAP Easy Access

BE|S E& 2|

= o Favotites
I+ [ SAP User Favorites Folder for go-live

= ¥ SAP menu
I [ Office

[ Cross-Application Components

[ Logistics

T Accounting

1 Hurnan Resources

C Infarmation Systerms

Ol Tools

e i
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STANDARD TOOLBAR

The standard toolbar, located just below the menu bar, contains buttons/icons for performing common actions
such as Save, Enter, Back, Exit, Cancel, etc. The toolbar also contains the Command field (see white
rectangular box in red circle below) where transaction codes can be entered.

mﬂm@mgm&m@@@@@

\/

If you are in a particular transaction and want to proceed to the next transaction without going back to the main
menu, you can enter “/n” followed by the transaction code in the command field, then click®@ |

The functions that can be performed with the toolbar will be dependent upon where you are in a particular
transaction. For example, notice in the toolbar below that the Save icon =l is “grayed out”; you would not be
able to Save in this instance. Other buttons may be “grayed out” at any given time depending on where you are
in a particular transaction (i.e., what screen you are on).

A table summarizing the function of each button of the standard toolbar is presented on the next page. In
addition, these buttons/icons are explained in further detail later.
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Standard Toolbar (Buttons/Functions)

Button

&

o

Y

tﬁﬁﬁﬁﬁﬁﬁéﬂﬂm

[N

D)

ol

Name

Enter

Command
field

Save

Back

Exit

Cancel

Print

Find

Find next

First page

Previous

page

Next page

Last page

Create
session

Create
shortcut

F1 Help

Layout menu

Function

Confirms the data you have selected or entered on the screen.
Same function as the Enter key. Does not save your work.

Allows you to enter commands, such as transaction codes.

Saves your work. Same function as Save in the Edit menu.

Returns you to the previous screen without saving your data. If
there are required fields on the screen, these fields must be
completed first.

Exits the current function without saving. Returns you to the initial
screen or main menu screen.

Exits the current task without saving. Same function as Cancel in
the Edit menu.

Prints data from the current screen.

Searches for data required in the current screen.

Performs an extended search for data required in the current
screen.

Scrolls to the first page. Same function as the CTRL + Page Up
keys.

Scrolls to the previous page. Same function as the Page Up key.

Scrolls to the next page. Same function as the Page Down key.

Scrolls to the last page. Same function as the CTRL + Page Up
key.

Creates a new SAP session. Same function as Create session in
the System menu. (Tip: maximum 7 sessions can be open at
one time)

Allows you to create a desktop shortcut to any SAP report,
transaction, or task if you are working with a Windows 32-bit
operating system.

Provides help on the field where the cursor is positioned.

Allows you to customize the display options.
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HOW TO TURN ON TECHNICAL NAMES

When working in the SAP system, it is useful to display the technical names of the transactions. The technical
names are used for quick entry by entering the name in the command field.

In order to display the technical names, you will need to access the Extras option of the Menu Bar.

Display documentation shit+F6 |33 13 49 83 | ] (2] | (&) [
Shift+F11

Technical details

SAP Easy Access : _
Settings Shift+F 4
%hiﬂﬁ?

@ | | Set start transaction

You should then choose settings options. You must make sure the “Display Technical Names” box is checked.

] o] ][]

v % BB x

In addition, at this point you can also opt to turn off the display screen (whirlpool).

O
O
vl

v % B E x
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HOW TO CHANGE SYSTEM DISPLAY

When working in the SAP system, you can choose to change the system color.

Q Click on Customize Local Layout icon— select Set Color to System

&

[

i v v

SAP Easy Access

BEIS B2 v

= = Favatites
I [ SAP User Favarites Folder far go-live
= 4 BAP menu

L Office

Bl EHICEQG IS RE 2D a2 EE

| Cross-Application Components

[l Logistics

L] Accounting

[l Human Resources
C Infarrmation Systems

Ll Toals

Dptions. .

Mew Yisual Design...

Set Colar to System...
Clipboard

Generate Graphic
Create Shortcut...
Activate GuixT

Script Recording and Pla
Script Development Tool:
SAP GUI Scripting Help
Default Size

Hard Copy

Gick Cut and Paste
Spell Checker

b | sESSION_manaceRr 20 GUIHelR
Ahnnit
O Make a color selection and click on OK
Color Setting for TRM
S 8P | sap |
Harrmaonic
Lunar Orbit zap E
barz Diust
e killennium SAP |E|
Ocean Teal ]
Peach e IE‘
Summer Rain % O HI”I‘
| ()4 I | Cancel |
Revised April, 2008 1-10
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HOW TO CHANGE SYSTEM SETTINGS

Printer Setup

Before printing a SAP report you need to change your SAP settings

Q Click on System — User Profile — Own Data

Create Session 30 A EE] G (e

End Session
SAP Easy Access -
¥ Uszer Profile 3 Hold Data
BE S| HB 2| v senies | setData
T L tlities +| Delete Data

= O Favorites List e

I [ SAP User Favorites Folder st Lwn Lata
= = SAP menu Sepvices for Object Expand Favarites

I [ Office Wy Objects 3
I [ Cross-Application Compa Cwn Sponl Requests

O Lnglstlc:a Own Jobs

[ [ Accounting

I [ Human Resources sShort Message

I [ Infarmation Systems Sfatus...

I [ Tools Log off

. D|SEGSION MANAGER [

Q The Maintain User Profile will be displayed. Click on the defaults tab.

Maintain User Profile

_EEIUSEREH
_EEIUSEREH [4/11/2008 | @8:53:149

Address

Stas Gaved

Ferson
Title | ]
Lastname GOUSERD1

First name

Academic Title

Farmat GOLUSERDT

Function

]
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In the Spool Control Section, enter “locl” as the output device. Make sure you check “Output Immediately”.

1B e LHE Do BE @B

Maintain User Profile

_EEIUSEREH
_EEIUSEREH b4#11/2008 08:53:19

. Parameters

Defaults

Address

Start menu

Logon Language EN

Decimal Motation 1,234,867 .84 e

Date format MDD Y )

Spool Copfrol
DutputDevice Tocl
[w] Gutput Immediately

kozuka OWR

Q To change the decimal notation — click on the Decimal Notation drop down list and choose the second
option for USA currency format.

. Parameters

Defaults

Address

Start menu

Logon Language EM

Decimal Motation 1,234,867 .84 e

Date format 1.234.567 89 7

1,234 567.849

1234 867,849 d
Spool Contral |

DutputDevice Tocl
[w] Gutput Immediately

ER[DY

kozuka @ OWR
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Q To change the date format — click on the Date Format drop down list and choose the first option
MM/DD/YYYY.

& I e@Q LHE Do DR 2m

Maintain User Profile

_EEIUSEREH
_EEIUSEREH b4#11/2008 08:53:19

. Parameters

Address

Defaults

Start menu
Logan Language EN
Decimal Motation 1,234,867 .84 e
Date farmat MDD |
B B C O™ |

Spool Contral MM-DD- Y k

H Y MDD

OutputDevice YD D Al
[w] Dutput Immediately [YC-MUM-DD =

Q Click the Save icon to save the settings 2]

NOTE: You will only need to complete this procedure one time.
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HOW TO EXPAND THE SAP USER FAVORITES FOLDER FOR GO-LIVE MENU PATH

When you logon to the SAP system, you will only be able to see a few choices, as shown on the screen below.
In order to reach a specific transaction, such as parking a budget transfer or processing a budget status report,
you will need to drill down to the lowest level.

Expanding the menu path one level is achieved by clicking once on a right-pointing arrow. On the following
screen SAP User Favorites Folder for go-live has been highlighted because that is the area where the menu path
must be expanded in order to reach the park budget transfer entry screen.

o Click on the arrow next to SAP User Favorites Folder for go-live

Edit

Extras Help

A @0 CHE DL BE @

Eavarites System

Menu

SAP Easy Access
BE S EB 2| v -

= | Favorites
o T
I [ Budgeting
I [ Purchasing
[@ Bvi_GERERIC_TYFE - M wek
= 2 BAP menu
[ [ Office
Ol Cross-Application Components
B anisties

The following window shows the screen that will be displayed after expanding the menu path two levels (by
clicking on the right pointing arrow twice), when starting from SAP User Favorites Folder for go-live:

Edit FEaworites Extras Help

2dH @G  DHE Do HEE @ m

ey System

SAP Easy Access
BE| & &8 2|~ a

| Budgeting
TURL- Budget Office wehsite - to find SAP user manual, contacts, procedures, ete.
' [ Budget Transactions
I [ Chart of Accounts
I [ Reporting
I [ Purchasing
[@] BW_GEMERIC_TYPE - MU web
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Each transaction can have multiple levels. The lowest level is indicated by the symbol shown below:

i

5

o Expand the menu path further; by clicking on each down arrow until you reach the lowest level
(highlighted by the red circle).

The lowest level in this case is ZBUDSTAT _NOCF — Budget Status NoCfrwd to Next Yr, highlighted below.

Menu  Edit Eaworites  Extras  System

Help

2dH  C@Eo ODHREe Htan ERE @

SAP Easy Access
5™ | & | & B 2| v

= o Favorites
= s AP User Favarites Falder far go-live
= i Budgeting
TURL - Budget Office wehsite - to find SAF user manual, contacts, procedures, etc.
~ 4 Budget Transactions
FRESY - BLIDGET TRAMSFER
FRT3- Change Parked Document

FR72 - Display Parked Document
= 5 Chart of Accounts

S_KI4_38000038 - Index of Funds Centers
I Reporting

b O Purchasing T
[@] Bvi_GEMERIC_TYPE - MU wieb
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HOW TO ENTER A TRANSACTION CODE

A transaction code is a faster way that can be used to reach a transaction screen without using a menu path. It is
typically a four digit, alphanumeric value that identifies a “transaction”, such as ZBUDSTAT_ NOCF, which is
used for running budget reports.

On the following screen, the Command Field has been circled in red. This is the place where you can enter the
transaction code:

Menu Edit Fawarites  Extras  Systemn  Help

H @ DHE OINO08 BE &M

SAP Easy Access
BE| S| EHE 2| v a

= = Favatites

B [ 5AP User Favarites Folder for go-live
= 4 BAP menu

b [ office

b Cross-Application Components

I [ Logistics

I: T seennntinn

o Enter ZBUDSTAT_NOCF (which is the transaction code), as shown below:

Menu  Edit  Faunritas  Futras
\ s
&) ZBUDSTAT_NOCH

SAP Easy Access

BE | 5 @62~ a

Heaa SHEB ODhOoHIE

[ (7 Favorites
= {3 SAP menu
[ [J office
[ Craoss-Application Components
[J Lagistics
7 Accounting
[J Human Resources
(7 Information Systems

[J Tools

i v e

TIP: If you are already in a particular transaction and want to proceed to the next
transaction without going back to the main menu, you can enter “/n” followed by

the subsequent transaction code in the command field, then cIick@.
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o Click on the green check mark 0 (highlighted by the smaller red circle) or press enter. This will
lead you to the Selection: Budget Status... screen, which corresponds to the ZBUDSTAT_NOCF
transaction code, as shown below:

4 E 2] | G O

Standard selections

Fund = | @ to @

Key date 04/07/2008

Hierarchy Wariant

Funds Center ta

Year commitment item
Variant [a)z[g]
Commitment item ta @

Report selections
Fiscal year )
Budget wversion

Output type
() Graphical report-output

@ Classic drilldown report
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CREATING A FAVORITE

You have now seen how to drill down to get to a transaction screen. You would not want to go through all
those steps each time you needed a transaction. You have also seen how to get to a transaction by entering the
transaction code. Who can remember all the technical names for each transaction? Let’s take a look at creating

a favorite!

A favorite is just like a bookmark in a Browser, which enables you to reach a transaction without using a menu
path or typing in a transaction code. You can add multiple, frequently used, transactions to your list of favorites
so that you can reach your destination quickly without having to remember either the menu path or the
transaction code. The Budget Office has created a favorite menu for you based on the most commonly used
transactions. Should you need to create your own, follow the following steps:

To add a favorite:
o Find a transaction code that is used frequently, such as FR69 — Park Budget Transfer Entry.

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

Menu  Edit Favorites Euxtras  Systern Help

(] B dH a0 DHE DD EE @0

SAP Easy Access
BE S EB 2|

== | Open folder
go-live
—  Delete all favorites

ehsite - to find SAP user manu:

Inzert transaction
t Transfer Entry

rked Document
FR72 - Display Parked Document
[ (3 Chart of Accounts
[* [J Reporting
[* (J Purchasing
@ B_GEMERIC_TYPE - MU weh
[> (3 S&P menu

Add otherobjecis

o Right Click on the Favorites folder

a Click on Insert Transaction
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o Type in the transaction code that you would like to be added as below for the example of adding the

Park Budget Entry transaction:

Menu Edit Favorites Extras  Systern Help

(] ajdaBIea@a SHEIB DO EE @R

SAP Easy Access
BE S EHE 2| v

= =] Favarites
=~ £ SAP User Favorites Folder for go-live
= & Budageting
TURL- Budget Office website - to find SAF user manu:
7 = Ocdeiat Trans acticee

Manual entry of a transaction

[@) Bvi_GENERIC_TYFE - MU web
[* ] 8AP menu

It will appear under the Favorites folder as shown below:

Menu Edit Favorites Extras  Systern Help

(] TAH @0 DHE DDOL0 AR @

SAP Easy Access
BE S| B2 v -

-live
= =Y Budgeting
TURL - Budget Office wehsite - to find SAF user manual, contacts, procedures, ete.
~ & Budget Transactions
FREY - BUDGET TRAMNSFER
FR73- Change Parked Document
FR72 - Display Parked Document
[* (J Chart of Accounts
[* (J Reporting
[» [J Purchasing
[@ Bvy_GEMERIC_TYPE - MU weh
= & SAP menu
[ [J office
[ cross-Application Components
7 Logistics
3 Accounting
(3 Human Resources
3 Infarmation Systems

3 Tools

Ll i =

There are several other
methods for creating favorites:
o Click on the transaction
code. Hold down your
left mouse button and drag
it to the Favorites folder
and drop it there.
o Use the icon for creating

favorites &l

o Right mouse click on the
transaction code. Choose
Add to Favorites.

@ MNode added to favorites list
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Customizing Your Favorites

You can change the name of a Favorite by right mouse clicking on it.

o Choose the function “Change Favorite.”

= &3 Favarites

[#] FREY - Park Transfer
= {53 SAF User Favorites Folder for go-live

= &3 Budgeting
@ TURL- Budget Office wehsite - to find SAF user manu
= &3 Budget Transactions

%] FRES - Park Budget Trg ===
El FR73- Change Parked Execute: Park Budget Transfer Entry

[ FR72 - Display Parked  Execute in new windo
b (3 Chart of Accounts Display documentation
[ [J Reparing
[* [J Purchasing
[8] Bwi_GEMERIC_TYPE- MUwe LiEIEte Tavorite
[* [J 8AP menu Insert falder
Inserttransaction

Add other obiects

Change favarite

o Revise the line to read how you would like the favorite to appear.

= 3 Favorites
& FRE3 - Park Transfer

= 1 SAP User Favorites Falder for go-live

= 3 Budgeting

%
—

[ ] Purchasing
[@ BW_GEMNERIC_TYPE - MU weh

[ s = ] = A

o Click the green check mark v Itwill appear with new name as shown below.

=~ 3 Favarites
] FREA - Park Transfer
= 3 SAP User Favatites Falder far go-live
= =y Budgeting
E TURL- Budget Office wehsite - to fi
Biro et oreehes
El FRES - BUDGET TRAMSFER
- Change Farked Docume
E¥] FR72Z - Display Parked Docurme
[> [J Chart of Accounts
[* ] Reporting
[* (] Purchasing
[@) Bvv_GEMNERIC_TYPE - MU wek
[» [JSAP menu
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Creating Your Own Subfolders under Favorites

You can create folders to organize your Favorites. To create a subfolder:

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

fMenu Edit Faworites Extras  System Help

) 100 cao DHB NNAD B @@

SAP Easy Access
BE S HE 2| v a

= i Favorites!

= o4 gap|  Openfolder b
P CIE  Dpelete all favarites
In=ert folder
@E

= 2 AP me
b [ ofic  Addother objects

I [ Cross-Asplication Components

Insert transaction %

o Rename the folder as shown below. Click the green check mark ¥'.
Creating a Faolder in the Favorite List

Folder name MnnthlyTransactinnd

x

o Create your favorites then drag and drop into your new subfolder

Menu Edt Favorites Edras System Help

304 000 QR 900d BE o It will appear in your new folder as the
SAP Easy Access example shows below:

BE o #& 7 ‘ v a Menu  Edit Systern  Help
@ B H I S@ &3
% & Fauni
b %ﬁ SAP Easy Access
© 2 SAP User Favoritas FTEMkar go-live -
= 7 Budgeting BE|K‘P|E,¢9|~¢4

_ ;lquRgLE”Br::g:tﬂtlJUflcse ehsite - o find SAP user manual, contacts, procedures, ete. < o1 Favorites
; = honthly Transactions
T#] FRE- BUDGET TRANSFER S Month RS

FRT3-Change Parked Document | rememmem e
FR?E DisplagyParkedDucument = i BAP User Favorites Folder for govge
Ed -

= = Budnating
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NAVIGATION SYMBOLS
The navigation options in the SAP System are intended to give the user as much freedom as possible when
moving between screens and tasks. To support this, a number of standard functions (such as “Back,” “Exit,”
and “Cancel”) are offered.

Note that the green check mark and colored arrows are on the following screen (Green, Yellow and Red). Their
functionality is explained in this section.

SAP,

& laQ @@ DUEE D SO8 | BEE @
[ Selection: Budget Status NoCfrwd to Next Yr
Standard selections
Fund = | to @
Key date o4/14/2008
Hierarchy Wariant
Funds Center to
‘fear commitment itern
Variant elel]
Commitment item to

Report selections
Fiscal year =
Budget version

Cutput type
) Graphical report-output
® Clagsic drilldown repart

[ | PRD (1) (300 P&l era  OVR

The following screen shot is a blown — up version of the Standard Toolbar shown above.

@ 1@ eAQ SHE &

The functionality of each of these icons is explained on the following page:
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Green Check Mark

&

This icon is used as the ENTER key that allows you to continue to the next step. It is used when you require the
system to validate your field entries and then move to the next function, or screen, in a system task. This key
does NOT save the information that you enter. For that, you will have to use the SAVE icon.

Green Arrow

This icon is used as the BACK key. It is typically used to go back to the previous screen or menu level.

Yellow Arrow

This icon is used as the EXIT key. It is used when you want to exit the current menu level or system task
without saving the data.
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Red X

This icon is used as the CANCEL key. It is used when you want to cancel the data you entered in the current
system task.

Save

E,[

This icon is used as the SAVE key. It is used to save data or save changes to data in a system task.

Print

This icon is used as the PRINT key.
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Creating a New Session

You can work with multiple sessions of SAP. A session is equivalent to a window. What this feature allows is
to have two, or more, windows open at the same time. For example, you can use one window to work on the
transaction “Create an invoice”. Simultaneously, you can use the other window to go to another transaction to
check the address of the vendor, without closing the first window.

The following screen highlights the icon that is used to create a new session:

Edit Goto  Environment Help

B dH eE@ LEE anoaa(HEP @
Change: Purchase Requisition: ltem Overview
BEEREDTBERZRDA& I B Actassts. o8 e B

Purchase reguisition Systerm

To create a new window:
o Click on the icon highlighted by the red circle on the above screen

This will create a new window. You can switch between the two windows, the old and the new, by:

o Pressing the ALT key (and keep holding it down)
o Hitting the TAB key to move to the other window(s)

TIP: Maximum of seven sessions can be
opened at one time
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Status Bar

The Status Bar is located at the bottom of the SAP screen. It displays important system messages, such as
errors and completion of transactions, as well as other session information. The following screen shows the
message generated by system after a parked entry is completed.

| 0 i HIeae LR aton HE @
Park Budget Transfer: Initial screen

Checktotal | G FM Area

Sender fund 0110000 Recewerfund 6011000008
Budget Subtype

Fi Area -

Wersion

Senderyear Receiver year

The circle above shows the user that the document has been parked and shows the document number which is
helpful to keep for your records.

Located on the Right side of the status bar is a white arrow.

o To show more information, click on arrow — the information on the left of the notebook paper symbo

can be changed by using a left click on the symbol. Choose which information you would like
displayed.
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Systern PRD (1) (300}
Client 300
User GOTRUSER
v Program SAPLKBPHE

Transaction FRE9
Response Time 1469 ms
Interpretation Time 16 ms
Raound TripsiFlushes 110

o Choose the information you would like to view (for example, the transaction code) and the result will
appear after clicking on it.

Determining the Current Transactions Code

If you want to find out the transaction code for the transaction that you are currently working on, as well as
some other details, navigate as shown on the following screen, going to System then Status:

Create Session 4 T - I g e N
End Session

Park Budget Transfer.

User Profile

Semvices

Utilities

- :“

eottgea oS OO 5011000008
2868 My Qtjaets 2088

Owen Spool Requests

Own Jobs
Payment budget =

Short Message
tm |5 |R |Funds Center Siiglus. F.Ar |amount
e — S — S
1 Ll [@ Log off
= = I |

This will lead you to the following window showing the transaction code:

Usage data
Client Ben Previous logon 0471472008 10:37:45
User GOTRUSER Logan 12:15:37
Language EN System time 12:17:39

SAP data
Repusnug data SAP System data
Transaction FRGY minn SAP Ri3 Enterp R
Progiar Goreen  GRPLRES ! a Click on the green check
Screen number 400 Installation number 0028189155
Prograrn (subscreem) SMPLKEPE License expiration 12431+9999 mark On bOttom Ieft Of
Screen number 345 Unicode Systemn Nao -
erogra (31 SRR dialog box to return to the
B e SrpLDae previous transaction.

Host data Database data
Operating systam Sun0s Database system ORACLE
Machine type sundu Release 10.2.0.2.8
Berver name calcite PRO_. Mame FRD
Platform D 3re Host sshedh

Onmer SAPR3
%
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Field Entry Searches

When entering data, you will at times need to conduct a search to determine the appropriate data to enter in a
field. There are a few ways that this can be accomplished.

Navigate to the ZBUDSTAT_NOCF - the Budget Report. In the example below, a Funds center is required. If
you do not know the number, a search facility is available for this field. When your cursor is in the field, the
search button will appear immediately to the right when available. See the red circle below.

Program  Edit Goto Systern Help

(] 240 @@ I DHE ODO8 I BRRE @n

Selection: Budget Status NoCfrwd to Next Yr
&F & Classification

Standard selections

Fund to

Key date O4/14/2008

Hierarchy Yariant
Funds Center |

Year commitment iterm

Wariant nag

Commitment item to
Repoart selections

Fizscal year 20088 2008

Budget version o
Qutput type

() Graphical report-output
@ Classic drilldown report

After clicking the search button (or pressing F4), a pop-up window similar to the example below, will be
displayed. This window provides options for conducting your search. Often, there are several tabs available,
which give different search options.

Funds Center (1)

Note: The three buttons

Search Using Attributes k Search by Financial Management Area/Fizcal Year Iy |I| IZI / . .

v Search Using Attributes o In the upper rlght corner.
Funds Center | Search by Financial Management AreaiFiscal Year The Ieft arrow will bring
FM frea Search Using Name the previous tab to the
Keyp date Search Using Hierarchy Yariants front, the right arrow
User name Search using classification brings the next tab t_o the

front, and the selections

Name of Person Fesp. list displays a listing of all
Default Yalue Fund available tabs (Shown to

the left) and allows you to
choose which to bring

Maxirmum Mo. of Hits 500
forward.
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Once you have chosen the tab that corresponds to your desired search method, enter data in the fields to limit
your search. You may complete all, some, or none of the fields. If no fields have been completed, the entire list
of possible selections will be returned. In the example below, we are looking for the budget office.

Funds Center {1}
Search by Financial M anagement Area/Fiscal ear ! Search Using Mame | b <1l o Click the green
check mark to
B execute the
Language Key Enl search. To cancel
Fundz Center G011 4117 and C_Ioje thelpokp_
- up window clic
Fhifees SEHE the blue Xin the
Key date upper right hand
corner of the
M awimum Mo, of Hits 500 dlalog box.
TIP: When searching for information, use an
@ asterisk (*) to find all information which contains the

entered data. For example, above we want to find all
cost centers which begin with 6011411 — this narrows
a search down.

Options will appear listed in a dialog box that you can choose from as below:

Funds Center (13 1 Entry faund o When the desired item

Program  Edit  Gotol

- Search by Financial Management AreadFizcal Year U Seanch Using Mame | is |0cated, either‘
G T double click or
Selection: Budd~ | B E[62]&] ]2 & highlight and click on
= : F LanguagelFumls Center|From |to |Name |
/| Classiiedioy S5HE EN £011411000 (0140141800 12/31/9958 Bdgt Off green CheCk mark' To

: exit, click the blue X
Standard selections - -
— in upper right corner
of dialog box.

1 mun Almbm

Required Input Fields

When you work in the SAP System, you will sometimes encounter input fields containing a check mark icon.
These are required input fields. An example is shown below:

Report selections
Figcal year [
Budget version i
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If the screen you are working in contains any required input fields, you must enter data in these input fields
before you can proceed to the next screen or tab (if the screen is using tabs).

If you have not completed all the required input fields on a screen, the SAP System displays an error message in
the status bar.

Report selections

Fiscal year
£LTE Ve - Generally, if a screen has no
required input fields, you can go
Dutputtype q p y g

to the next screen or tab without

) Graphical report-output . . .
entering data in any fields.

@ Classic drilldovn repart

\
< @ Make an entry in all required fields /

Tabs

Tabs enable you to enter, display, and alternate between multiple screens. In transactions containing multiple
screens, they provide a clearer overview. In addition, tabs enable you to proceed from one tab page to the next
without having completed all the data. To access a tab page, select the corresponding tab header.

> In some cases, you must complete all required input fields on a tab page before you can move on to
the next page.

Funds Center (1)
Search Using Attributes L Search by Financial Management Area/Fizcal rear “I E |ZI
Funds Center
FM Area SSHE
Key date
User name
Name of Person Resp.
Default Y slue Fund
Marimum Mo. of Hits a00
v |§ | @

Switching Screens Quickly

If you are finished with a transaction and need to go to another transaction, you can avoid backing out to the
main menu by using a shortcut. While in a transaction, type”/n” plus the transaction code in the command
field. Press Enter or click the green check mark icon.

Program  Edit Goto  Systern  Help

JrFRES Bld 0 @@ae | 20 E

~Selection: Budget Status NoCfrwd to Next Yr
» [ Classification
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You will be taken directly to the new transaction. Your screen should look like the below.

| 20000 a8|ldH @ee CHE aDnoo BE @

Park Budget Transfer: Initial screen

Checktotal | G} FMArea

Sender fund Receiverfu
Budget Subtype

Fil Area -

Wersion

Sender year Receiveryear
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Aborting a Transaction

If you have entered a transaction and it seems to be taking longer than it should to return results or if you realize
you forgot to enter a particular data element, you can abort the transaction. Click on the blue icon in the upper
left hand corner of the screen and choose stop transaction as shown below.

Menu  Edit Favorites Esxtras

hlove
Size

Minimize | ||
Maximize

Close Alt+F4 Folder forg

Create Session

Stop Transaction
—D—E—Urm'rﬁp'p'nt[érm—ﬁﬂmpﬂnenﬁ

mooT
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HOW TO LOGOFF

o Click on System - Logoff

This will display the following menu:

Menu  Edit Fawvorites Extras ( System | Help
N~ .
& =1 feate Session |@@ﬁﬁ|@|@
End Session
SAP Easy Access -
'V Liser Profile *
BE|E’P|E|§9|‘ Semvices *
Litilities *
=+ Favorites L X
b {1 SAF User Favorites Folder 15
= & SAP menu Services for Object
[ Office My Objects 8
I+ [ Cross-Application Compar, Cnin Spool Requests
F Lng|st|[:fa Own Jobs
I [ Accounting
[ [ Human Resources Short Message
[ [ Information Systems Status. ..
[ [ Tools Log off )
S ————
OR

a Click on Yellow Arrow @

fenu Edit FEavorites Euxtras  System  Help
& 2l H @ 8RR DO HE @
SAP Easy Access ¢

B | & | B 2| v

OR

a Click on X I to close window

Menu Edit Favorites Extras Help

BadH o@an SHEBE ONOon R @

System

SAP Easy Access
(& ™| & | | B2+«
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2. SAPFINANCE CHART OF ACCOUNTS

> Chart of ACCOUNES OVEIVIEW. ... . .ueeieiit e e e e e e e e re e e eaeeaeeennennennns 271
> Selected Revenue and Expense Account Codes........c.ovvviveiiiiiiiiiiienieneneeneennn 222
> Definitions of Revenue Account Codes..........covviiiiiiiiiiiiiie e ie e 276
> Definitions of Expenditure Account COdesS.........ouvveriviiiiiiee e e eaen 2-8

> Definitions of Departmental Revenue & Expenditure Chargeback Account Codes......2-14
> Definitions of Departmental Budget Reserve Commitment Items...................cveee 2-15

Revised April, 2008



SAP FINANCE SYSTEM SAP BUDGET MANUAL

CHART OF ACCOUNTS OVERVIEW

The Chart of Accounts is a series of accounting codes used to classify or categorize financial transactions such
as assets, liabilities, fund balances, budgets, revenues, expenses, and encumbrances. The following are the
accounting codes used within the SAP-FI System:

e Business Unit — This two-digit code is used to distinguish the separate corporate entities (universities)
tracked within the SAP-FI system. Business Unit 60 represents Millersville University.

e Fiscal Year — This four-digit code identifies the particular fiscal period to which a financial transaction
is posted. Millersville University’s fiscal year runs from July 1 to June 30. The fiscal year code for
2006-07 is “2007,” for 2007-08 it is “2008,” etc.

e Fund - This ten-digit code is used to summarize balance sheet information (assets, liabilities, fund
balances) for the Educational and General Fund, for each Auxiliary Enterprise, and for individual
Restricted funds such as grants or gifts. All funds begin with 60 which identify them as Millersville
University funds.

e Cost Center/Fund Center — This ten-digit code is used to identify a department, budget unit, or
organizational entity. In SAP-FI, cost centers are used to capture revenue and expenditure information.
Fund centers are used to capture budgets and display the revenue and expenditure information contained
in the associated cost center.

e WABS (Work Breakdown Structure) Element — This twelve to sixteen digit code is used to describe a
grant or capital project. A WBS element is identified by a decimal after the first ten digits. Similar to a
cost center, a WBS element captures revenue and expenditure information related to individual capital
projects or grants. Each WBS has an associated Fund Center which is used to capture budgets and
display the revenue and expenditure information contained in the WBS element.

e Order (also referred to as Internal Order) — This six-digit code is used to further segregate
expenditures within a department’s cost center. Orders can be used to group expenditures by unique
categories. For example, the Biology Department might want to determine the amount of expenditures
associated with a specific course. By assigning an order to all expenditures, regardless of the G/L
account to which they are posted, the department will be able to determine the funds expended for that
particular course.

e G/L Account/Commitment Item — In SAP-FI, G/L accounts are six-digit codes used to classify
revenues and expenses (e.g., tuition, supplies, travel). G/L accounts are also used to categorize assets,
liabilities, and fund balances within funds. Commitments Items are used in the budgeting component of
SAP-FI to classify revenue and expense budgets and display the revenue and expenditure information
reported by the associated G/L account codes.

e Functional Area — This four-digit code is used to capture the purpose of the expense. The functional
area code is primarily used to track program expenditures (e.g., instruction, student support, research)
for PASSHE reporting purposes and is used nationally throughout higher education.
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SELECTED REVENUE AND EXPENSE G/L ACCOUNT CODES/COMMITMENT ITEMS

Sap G/L Account/ Sap Acct Desc Comments
Commitment Item

REVENUES

405000 | Continuing Education Instruction (non-
credit)

410200 | Orientation Fees
410400 | Payment/Registration Related Fees

410515 | Infirmary Charges

410635 | ID Replacement Fee
469160 | Testing Services

469200 | Miscellaneous Sales
469243 | Parking Decals/Registration

469260 | Library Fines

469280 | Library Fees

469288 | Library Book Replacement

469320 | Copying/Duplication/Printing Revenue

469444 | Center Revenue
478000 | Parking Fines
479000 | Miscellaneous Revenue
479330 | Salary/Benefit Recovery
PERSONNEL
COMPENSATION
510580 | University Funded Student Employment
510581 | Graduate Student Employment-
Generally Funded
510591 | Federal Work Study-Wages
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Sap G/L Account/ Sap Acct Desc Comments
Commitment ltem

SERVICES, SUPPLIES, OTHER, & CAPITAL EXPENSE

NON-PERSONNEL Non-Personnel Holding account for a
pool budget

SERVICES

605100 | Postage/Freight/Shipping
606100 | Telephone & Telecommunications

606115 | Long Distance Telephone Service

606130 | Telephone Equipment Installation

607100 | Advertising
608110 | Subscriptions
609100 | Memberships & Dues

610100 | Printing & Duplicating Bdgt Use Only (in-
house printing)

610130 | Printing Services, Contracted

615100 | General Travel

615140 | Human Resources Recruitment Travel
615150 | Athletic Recruiting & Scouting Travel Bdgt, Acct & Athl Use
Only

615160 | Athletic Team Travel Bdgt, Acct & Athl Use
Only

620100 | Computing & Data Processing Services
620110 | EDP Equipment Maintenance & Repair
620120 | EDP - Other Services
625100 | Professional Services

625330 | Hazardous Waste Removal Health & Safety Use
Only

630210 | Contracted Repairs

630215 | Contracted Personnel Services
630220 | Contracted Maint - Bldgs & Grounds
630225 | Contracted Maint - Ofc Eqp
635100 | Insurance

640100 | Electric

641100 | Natural Gas

642100 | Heating Fuel Qil

646110 | Water

646115 | Sewage

646120 | Cable Television

646125 | Trash/Sanitation

650110 | Rental/Operating Lease -Equipment &
Machinery
651000 | Rental/Lease - Real Estate

655900 | Other Miscellaneous Services

665135 | Athletic Meals Bdgt, Acct & Athl Use
Only
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Sap G/L Account/ Sap Acct Desc Comments
Commitment Item

630200 | Contracted Services

665110 | Contractor Food Services
660100 | Office Supplies

660125 | Equipment (noncapital)

660130 | Furniture & Furnishings (noncapital)
660300 | Educational Supplies

660320 | Audio-Visual Materials/Supplies
660400 | Maintenance Supplies

660416 | Grounds Supplies

660420 | Housekeeping Supplies
660430 | Motor Fuels/Gasoline

660500 | Health Services Supplies

660600 | Athletic Supplies Bdgt, Acct & Athl Use
Only

660610 | Athletic Game Clothing & Equipment | Bdgt, Acct & Athl Use
Only

660620 | Athletic Field Supplies Bdgt, Acct, Athl &
Facilities Use Only

660700 | Other Supplies Bdgt Use Only for

Storeroom CB's

660715 | Wearing Apparel

660800 | Library Materials & Supplies
660810 | Books (micro)

660815 | Library Binding

660820 | Periodicals/Serials (paper)
660825 | Periodicals/Serials (micro)
660830 | Interlibrary Loan

660835 | Electronic Database Subscriptions
660836 | E-Books

660840 | Library Software

660845 | Audio-visual/Multi Media Equipment
660850 | Library - Other

665130 | Other Food Supplies

OTHER

695005 | Tuition and Fees Expense
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Sap G/L Account/
Commitment ltem

Sap Acct Desc

Comments

CAPITAL EXPENSE

700000

Land Acquisition

710000

Buildings

720000

Building Improvements

730000

Improvements Other than Buildings

740000

Equipment & Machinery

750000

Furniture and Furnishings

760000

Library Books (Capitalized)

DEPARTMENTAL CHARGEBACKS

CHARGEBACK REVENUES

830100 | Printing/Duplicating Chargeback Bdgt & Acct Use
Revenue Only

830300 | Telephone Chargeback Revenue Bdgt & Acct Use
Only

830400 | Mileage Chargeback Revenue Bdgt & Acct Use
Only

830600 | Storeroom Chargeback Revenue Bdgt & Acct Use
Only

830900 | Administrative Overhead Chargeback Bdgt & Acct Use
Revenue Only

830950 | Other Chargeback Revenue Bdgt & Acct Use
Only

831000 | Indirect Cost Chargeback Revenue Bdgt & Acct Use
Only

CHARGEBACK EXPE

NSE

820900 | Administrative Overhead Chargeback Bdgt & Acct Use
Expense Only

821000 | Indirect Cost Chargeback Expense Bdgt & Acct Use
Only

BUDGET RESERVES

901

Pers Exp Reserves

902

Oper Exp Reserves

903

Cap Exp Reserves
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DEFINITIONS OF REVENUE G/L ACCOUNT CODES/COMMITMENT ITEMS

Used within Departments and Independently Budgeted Operations

Many university departments which receive ongoing operating budget allocations also engage in entrepreneurial
activities (such as conferences) which generate registration fees or other miscellaneous income. In addition, the
university has various independently budgeted operations and other programs which generate revenue as well.
The revenues associated with these special activities are often accounted for within the department’s
discretionary operating budget.

Listed below are the G/L account codes/commitment items for revenues that are typically generated by
departments and independently budgeted operations.

405000 - Continuing Education Instruction (non-credit) — Used to post the revenue associated with non-
credit Continuing Education programs or courses such as the Elderhostel Program and certain summer Institutes
offered by the Office of Professional Training and Education. This revenue may include some additional fees
for extra materials used in some courses.

410200 - Orientation Fees — Used to post revenue associated with the university’s orientation fee charged to
students and parents for attending orientation.

410400 — Payment/Registration Related Fees — Used to post revenue received from charges to participants
attending departmental sponsored conferences or special programs such as the Tech Camp for Kids, the Foreign
Language High School Camp, etc.

410515 - Infirmary Charges — Used to post revenue generated from medication and medical supplies
dispensed to patients.

410635 — ID Replacement Fee — Used to post revenue generated from students requesting replacement of ID
cards.

469160 — Testing Services — Used to post revenue generated from testing services provided by the university’s
Testing Center.

469200 — Miscellaneous Sales — Used to post revenue generated from the sale of educational activities such as
the Music Prep program.

469243 — Parking Decals/Registration — Used to post revenue generated from the sale of parking permits.

469260 — Library Fines — Used to post revenue generated from charges to students and patrons for overdue
library materials.

469280 — Library Fees — Used to post revenue generated from the fee charged to external individuals for use of
services provided by the Library.

469288 — Library Book Replacement — Used to post revenue generated from charges to students and patrons
for lost and damaged library materials.
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469320 — Copying/Duplication/Printing Revenue — Used to post revenue collected from external individuals,
organizations, and students for services provided by the university’s Print Shop.

469444 — Center Revenue — Used to post revenue collected from the operations of the university’s centers such
as the Costume Shop.

478000 — Parking Fines — Used to post revenue generated from charges to students, staff, and visitors for
parking violations.

479000 — Miscellaneous Revenue — Used to post revenue from all miscellaneous sources not specifically
covered elsewhere. Examples include revenue received from Student Services, Inc. for support of university
sponsored lectures and cultural events, revenue received from students for Math calculators not returned at
semester end, etc.

479330 - Salary/Benefit Recovery — Used to post revenue generated from charges to external individuals or
organizations for labor. Examples include reimbursement for Intramural Lifeguard labor provided to summer
camps and reimbursement for University Police labor provided for coverage at certain events.
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DEFINITIONS OF EXPENDITURE G/L ACCOUNT CODES/COMMITMENTS ITEMS

Used within Departments and Independently Budgeted Operations

The University is required by the Pennsylvania State System of Higher Educator to categorize its expenditures
into three major areas.

e Personnel Compensation
e Services/Supplies/Other
e Capital Expenditures

Within the major areas, expenditures are further categorized by type. Each type of expenditure is assigned a
unique G/L account/commitment item code. Personnel expenditures consisting of regular and student wage
payrolls are charged to cost centers on a biweekly basis. Departmental discretionary budget allocations and
most independent operation budgets are typically used for a wide range of expenditures that fall into the
Services, Supplies, and Capital categories. Listed below are the non-personnel G/L account codes/commitment
item codes that are typically used within departments and independently budgeted operations.

SERVICES/SUPPLIES/CAPITAL

NON-PERSONNEL - The Non-Personnel commitment item is used to post a fund center’s overall operating
budget allocation when a department has chosen to pool budget its operating budget allocation. No
expenditures are posted to this account.

605100 — Postage/Freight/Shipping — The cost of postal services including stamps, metered mail, permits in
lieu of postage, registered mail, stamped postcards and envelopes, rental of post office boxes and contracted
mailing services. All commercial carrier services, delivery services, and other “freight-out” costs are charged to
this commitment item. As a general rule, “freight-in” is included in the purchase price of the item transported
and would be included in the overall cost of the purchased item. If costs for shipping or freight cannot be
properly charged with the purchased item, they may be charged to the postage/freight/shipping commitment
item code.

606100 — Telephone & Telecommunications — Recurring monthly costs for telephone equipment and line
rental. This cost is generally charged only to certain independently budgeted operations and to all auxiliary
operations.

606115 — Long Distance Telephone Service — The cost of all toll charges including credit card, collect, and
third-party charges and telegrams.

606130 — Telephone Equipment Installation — The costs for one-time charges associating with installation or
changing telephone equipment or service.

607100 — Advertising — The cost of space in newspapers and other publications, time on radio and television,
promotional tapes and all advertising agency fees. Generally, the majority of the university’s advertising is
associated with recruitment and public relations activities and is not charged to a department’s discretionary
budget. However, on occasion, a department may wish to advertise a special event and would be charged with
the expenditure.
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608110 — Subscriptions — The cost of subscriptions for periodicals such as technical and scientific journals,
magazines, newspapers and similar services purchased on a subscription basis. Library periodicals are charged
to the appropriate library materials commitment items.

609100 — Memberships & Dues — The cost of membership dues paid to organizations and associations.

610100 - Printing & Duplicating — The cost of all printing and copy work provided by the university’s Print
Shop. This code is used for departmental charge-back purposes and is not used for externally contracted
printing services.

610130 - Printing Services, Contracted — The cost of all printing, engraving, duplicating, binding,
blueprinting, photo-stating and similar services provided by outside agencies. This commitment item code
should include the cost of paper or other supplies necessary and billed as part of the service.

615100 — General Travel — Payment or reimbursement to university employees, officials, students and others
for transportation (including mileage allowance for use of private vehicles), meals, lodging, conference
registration fees, communication expense, tolls, parking fees, and other necessary expenses incurred while
traveling on official university business. This account code also includes the cost of any authorized employee
moving expenses. With respect to special conferences, meetings and workshops, this commitment item code is
used to cover registration fees, space and booth rentals. All out-service training costs (credit generating and
non-credit generating) are also charged to this G/L account.

615140 — Human Resources Recruitment Travel — Cost of job applicant transportation, meals, lodging or
other eligible expenses incurred in conjunction with an employment interview.

615150 — Athletic Recruiting & Scouting Travel — Cost of travel expenditures associated with athletic
recruiting and scouting. Use of this G/L account is limited to the Men’s and Women’s Athletic Departments.

615160 — Athletic Team Travel — Cost of travel expenditures associated with the university’s athletic teams.
Use of this G/L account is limited to the Men’s and Women’s Athletic Departments.

620100 — Computing & Data Processing Services — The rental costs for computer hardware, printers, and
other peripherals. This also includes rental costs for proprietary software such as operating systems, data base
management systems, and other specialized software products.

620110 — EDP Equipment Maintenance & Repair — The costs of maintenance and service contracts on all
types of electronic data processing hardware and software.

620120 — EDP — Other Services — The cost of vendor-provided electronic data processing services such as data
entry services, systems design, backup facilities, rental costs for dial up and dedicated leased communications
lines and modems.

625100 — Professional Services — The cost of all consultant fees, honoraria, and other professional services.
This includes consultant contracts with outside agencies, specialists, or experts to obtain advice and
recommendations on a course of action or to obtain an evaluation of an existing program. It also includes the
costs of all honoraria and charges for other professional services purchased from outside organizations,
individuals, or Commonwealth agencies. Such professional services include architect fees, training workshops,
design services, legal fees and services, accounting and auditing services, and banking and investment services.
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625330 — Hazardous Waste Removal — The cost of all hazardous waste removal contracts. Use of this G/L
account is limited to the university’s Health and Safety Office.

630200 — Contracted Services — The cost of housing guests, such as job applicants or other groups such as the
Summer Orientation program in the university’s dormitories.

630210 — Contracted Repairs — The cost of all one-time repair services to buildings, grounds, equipment,
furniture, motorized equipment, etc. Repairs are defined as costs which will restore the asset to a condition that
will permit the effective use of the asset up to but not beyond its previously determined useful life. Major
renovations that may be capitalized should be charged G/L Account 72000 — Building Improvements or 73000
— Improvements Other Than Buildings.

630215 — Contracted Personnel Services — The contracted costs of temporary personnel hired through
independent employment contractors and temporary help agencies. These temporary personnel are not
considered university employees or paid through the university’s payroll system.

630220 — Contracted Maint — Bldgs & Grounds — The costs associated with janitorial services, window
cleaning, laundry and dry cleaning, elevator maintenance, exterminating services, etc., provided by outside
vendors.

630225 — Contracted Maint — Ofc Eqp — The cost of annual maintenance and service contracts on office
equipment, typewriters, copiers, printing equipment, postage equipment, alarm systems, educational and
scientific equipment, musical instruments, language laboratories, etc.

635100 — Insurance — The cost of insurance and bonds. This includes the cost of fine arts insurance, employee
liability insurance, employee faithful performance bonds, boiler and machinery insurance, auto liability
insurance, etc. Although department discretionary operating budgets generally do not incur this type of
expense, certain independently budgeted operations may.

640100 — Electric — The cost of electric power.

641100 — Natural Gas — The costs for propane, natural gas, and other gas used for heating, cooking, or other
purposes. Gasoline is charged to G/L account code 660430 — Motor Fuels/Gasoline.

642100 — Heating Fuel Oil — The cost of fuel oil used for heating purposes.

646110 — Water — The cost of water as billed by the Borough of Millersville.

646115 — Sewage — The cost of sewerage as billed by the Borough of Millersville.

646120 — Cable Television — The cost of cable television services provided to the university’s Housing and
Residential Program by an outside vendor. Although generally not prevalent, several university departments
have also entered into cable service contracts and this cost would be charged to each department’s discretionary

operating budget.

646125 — Trash/Sanitation — The cost of garbage and refuse removal.
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650110 — Rental/Operating Lease — Equipment & Machinery — The cost of renting office equipment,
motorized equipment, buses, and all other equipment and commaodities such as chairs, sound systems, press
shelters, tables, etc.

651000 — Rental/Lease — Real Estate — The cost of rental for leasing buildings, office space, classroom space,
etc. Short-term space rentals associated with conferences, etc. should be charged to G/L Account 615100 —
General Travel.

655900 — Other Miscellaneous Services — The cost of miscellaneous services not defined elsewhere.
Examples of such miscellaneous services include participating fees, accreditation fees, clipping services, music
license agreements, modeling services, etc.

665110 — Contractor Food Svcs — The cost of all dining services provided by the university’s Dining and
Conference Services Department to university departments.

665135 — Athletic Meals — The cost of all dining services provided to the Men’s and Women’s Athletic teams
by the university’s Dining and Conference Services Department.

660100 — Office Supplies — The cost of supplies consumed or used in the day-to-day operations of offices,
departments, and in the classroom should a department choose not to use code 660300 — Educational Supplies.
Supplies include paper, envelopes, forms, binders, waste baskets, ribbons, pencil sharpeners, copying and
printing supplies, etc. The cost of instructional supplies such as laboratory supplies, recreational supplies,
educational videos, etc. may also be charged to the office supplies G/L account should a department desire to do
SO.

660125 — Equipment (non-capital) — The cost of all equipment (non-computer and computer) with a value of
$4,999 or less which is expected to have a useful life of more than two years, which can be used repeatedly
without materially changing or impairing its physical condition, and which can be kept in serviceable condition
by normal repair, maintenance, or replacement of components. Examples of equipment include scientific
equipment (microscopes, etc.), computers, VCR’s, copiers, fax machines, grounds equipment (tractors, etc),
educational equipment (pianos, etc), telecommunications equipment, etc.

660130 — Furniture & Furnishings (non-capital) — The cost of all furniture and furnishings with a value of
$4,999 or less. This G/L account code should be used to purchase items such as tables, sofas, chairs, lab stools,
file cabinets, book cases, computer workstations, other modular workstations, and library shelving. This G/L
account code should also be used for the purchase of all furnishings, carpeting, and draperies. Examples are
window coverings and accessories such as shades, blinds, curtains, drapes and all carpeting.

660300 — Educational Supplies — The cost of instructional supplies consumed or used in the classroom.
Should a department choose to use this G/L account (not mandatory) supplies such as laboratory supplies,
recreational supplies, educational videos, etc. may be charged.

660320 — Audio-Visual Materials/Supplies — The cost of library audio and video cassettes and CD’s, and
library DVD formatted supplies.

660400 — Maintenance Supplies — The cost of all replacement and repair parts for machinery and equipment,
and materials and supplies used in the repair, alteration or upkeep of buildings or grounds. Also included is the
cost of small tools used in repair or maintenance work and the cost of supplies and parts necessary for the
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operation of motorized equipment (oil, tires, batteries, etc.). The majority of maintenance supply expenditures
incurred by the university are charged to the Physical Plant department.

660416 — Grounds Supplies — The cost of agricultural and grounds-keeping supplies such as seeds, fertilizers,
mulch, sprays, grounds-keeping tools, sod, and minor plants and shrubs.

660420 — Housekeeping Supplies — The cost of all materials and supplies used in connection with the
performance of general housekeeping services. Examples include bedding supplies (mattresses, bedspreads,
sheets, pillows, etc.), cleaning supplies (detergents, soaps, brooms, mops, brushes, etc.), linens, yard goods for
housekeeping supplies, tableware and kitchen ware (tablecloths, cutlery, dishes, pots and pans, and other
kitchen utensils), etc. The majority of custodial supply expenditures incurred by the university are charged to
the Physical Plant department.

660430 — Motor Fuels/Gasoline — The cost of all gasoline used in vehicles.

660500 — Health Service Supplies — The cost of all drugs and medical supplies used in the treatment of
patients, athletes, etc. by the Health Service Department of used for instructional and research purposes by other
departments.

660600 — Athletic Supplies — The cost of consumable supplies used during the day to day activities associated
with athletic related activities. Examples would be athletic trainer supplies and video tapes required for the
taping sporting events.

660610 — Athletic Game Clothing & Equipment — The cost of uniforms, practice gear, travel suits, and travel
bags. This G/L account would also be used to capture the cost of athletic equipment such as lacrosse and field
hockey sticks, baseballs, baseball bats, basketballs, etc.

660620 — Athletic Field Supplies — The cost of grounds-keeping supplies associated with maintaining athletic
fields such as athletic field marking powder, softball infield materials, etc.

660700 — Other Supplies — The cost of supplies procured from the university’s Roddy and Palmer storerooms.
This G/L account is used for interdepartmental charge-back purposes only and is not used for externally
procured supplies.

660715 — Wearing Apparel — The cost of all clothing and accessories such as University Police uniforms.

The below G/L account codes have been created for use by university libraries in tracking their non-
capitalized library expenditures.

660800 — Library Materials & Supplies
660810 — Books (micro)

660815 — Library Binding

660820 — Periodicals/Serials (paper)

660825 — Periodicals/Serials (micro)

660830 — Interlibrary Loan

660835 — Electronic Database Subscriptions
660836 — E-Books

660840 — Library Software
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660845 — Audio-visual/Multi Media Equipment
660850 — Library — Other

665130 — Other Food Supplies — The cost of food and beverages consumed by humans. This G/L account
code is generally used by the university’s Dining and Conference Services department for grocery items.

695005 — Tuition and Fees Expense — The cost of academic and athletic scholarships.

700000 - Land Acquisition — The cost of all land purchased by the university, including acquisition costs such
as legal fees, etc.

710000 — Buildings — The cost of all buildings and structures and all attached and fixed equipment (wiring,
plumbing pipes, heating and cooling fixtures, boilers, generators, etc.).

720000 - Building Improvements — The cost of capital improvements to existing buildings and structures
providing the improvement extends the life, increases the usefulness or book value of the asset, or changes the
function of the structure.

730000 — Improvements Other than Buildings - The cost of alterations or improvements to land (fences,
roadways, walks, grading and terracing, landscaping, etc.), or the construction or installation of exterior water
lines, sanitary sewer lines, telephone lines, electric lines, steam lines, etc.

740000 - Equipment & Machinery — The cost of all equipment (non-computer, computer, and motor vehicles)
with a value of $5,000 or more which is expected to have a useful life of more than two years, which can be
used repeatedly without materially changing or impairing its physical condition, and which can be kept in
serviceable condition by normal repair, maintenance, or replacement of components.

750000 - Furniture & Furnishings — The cost of all furniture with a value of $5,000 or more.

760000 — Library Books — The cost of all non-electronic books regardless of dollar value.
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DEFINITIONS OF DEPARTMENTAL REVENUE AND EXPENDITURE CHARGEBACK
G/L ACCOUNT CODES/COMMITMENT ITEMS

Used within Departments and Independently Budgeted Operations

Many departments on campus provide specialized support services to other department. For example, the
university’s Print Shop provides printing and copying services to most departments and the university’s Vehicle
Operations shop provides MU vehicles to departments for use when engaging in off-campus university required
travel. After the service has been provided, its cost is charged back to the department which has received the
service.

Listed below are the chargeback revenue and expenditure G/L account codes to be used in SAP-FI.

830100 - Printing/Duplicating Chargeback Revenue — This G/L account code will be used to capture the
credits generated by the university’s Print Shop. Occasionally, other departments (e.g., a Dean’s Office) will
charge back the use of its copy machine to various departments within the school. This code will also be used
to capture credits associated with this type of charge back.

830300 — Telephone Chargeback Revenue — This G/L account code will be used to capture the credits
generated by Telecommunications via the chargeback of monthly telephone line and equipment charges to
certain Independently Budgeted Operations and all Auxiliary Operations.

830400 — Mileage Chargeback Revenue — This G/L account code will be used to capture the credits generated
by the Vehicle Shop through the departmental use of university vehicles including cars, vans, trucks, etc.

830600 — Storeroom Chargeback Revenue — This G/L account code will be used to capture the credits
generated via departmental use of the university’s Palmer and Roddy Storerooms.

830900 — Administrative Overhead Chargeback Revenue — This G/L account code will be used to capture
in-kind personnel expense associated with certain independent operations and specially budgeted programs such
as the Summer Orientation Program, the MIPP Program and the Traffic Fund.

830950 — Other Chargeback Revenue — This G/L account code will be used to capture credits associated with
services provided to campus departments by certain independent operations and specially budgeted programs
such as the Costume Shop, and the Instructional Materials Center.

831000 - Indirect Cost Chargeback Revenue — This G/L account code will be used to capture credits
associated with in-kind operating expense incurred by the university when providing support to programs such
as the Elderhostel Program, the Tech Camp for Kids, and the Music Prep Program.

820900 — Administrative Overhead Chargeback Expense — This G/L account code will be used to charge
certain independent operations and specially budgeted programs such as the Summer Orientation Program, the
MIPP Program and the Traffic Fund for in-kind personnel expense.

821000 - Indirect Cost Chargeback Expense — This G/L account code will be used to charge certain
independent operations and specially budgeted programs such as the Elderhostel Program, The Tech Camp for
Kids, and the Music Prep Program for in-kind operating expense.
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DEFINITIONS OF DEPARTMENTAL BUDGET RESERVE COMMITMENT ITEMS

Used within Departments and Independently Budgeted Operations

BUDGET RESERVES - Budget Reserve Commitment Items are used to reserve budget allocations for a
period of time during the fiscal year until the funds are ready to be used for a specific purpose or for general
expenditures. Budget reserve commitment items are never used for actual expenditures or encumbrance of
documents. When financial managers desire to use budget reserves, the reserves must be transferred to the
“Non-Personnel” budget pool or to a specific line item G/L account code.

901 — Pers Exp Reserves — Serves as a temporary holding account for resources to fund dual employments and
other personnel costs which are not covered from authorized complement dollars.

902 — Oper Exp Reserves — Serves as a temporary holding account for operating budget allocations that are to
be reserved for an extended period of time.

903 — Cap Exp Reserves — Serves as a temporary holding account for resources allocated to fund equipment.

Revised April, 2008 2-15



SAP FINANCE SYSTEM SAP BUDGET MANUAL

3. SAPBUDGET PROCEDURES

> Pool Budgets, Line 1tems BUAGELS........oouiiu i et e e e e e re e 3-1

> Procedure
0 Academic Affairs Contracted Maintenance Budgets..............ccoeveiininn3-2
0 Academic Affairs Repair Budgets...........ccoovviiiiiii i 34
0 Academic Search BUOQetS.......c..vuuiriiie it e e 3-6
0 Academic Affairs Equipment Budgets..........oooviiiiiiiiii e 3-8
o0 Academic Affairs Revenue Sharing/Indirect Cost Budgets......................... 3-10
0 Academic Affairs New Faculty Computer Support Budgets........................3-12
o Academic Affairs Coop Teacher Stipends Budgets...................c.ceevenenn3-14
0 Academic Affairs Tutoring Budgets.............ccovvviiiiiiiie i 3-15
0 Humanities and Social Sciences Travel Budgets............ccooevviiiiiiinnennnn, 3-16
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POOL BUDGETS AND LINE ITEM BUDGETS

Two types of budget control methods are used in SAP-FI. These methods, which are known as pool budgeting
and line item budgeting, assist financial managers in the process of monitoring and controlling budgets.

Pool Budgeting

Within the operating and capital expense area, a unique commitment item serves as the repository for a fund
center’s operating and capital budget. The SAP-FI commitment item used for pool budgeting is ‘Non-
Personnel’. This commitment item is used for budgets only and not for capturing expenditures or
encumbrances/open commitments.

All operating and capital expenditure account codes which participate in pool budgeting are linked to the ‘Non-
Personnel’ commitment item. As requisitions, purchase orders and expenditures for account codes
participating in pool budgeting are posted to SAP-FI, the system automatically recalculates the budget balance
available by taking the total Non-Personnel budget and subtracting from it the value of all expenditures and
encumbrances/open commitments. If a user attempts to enter a requisition in excess of the Non-Personnel
balance available, SAP-FI will prohibit the transaction. The user must either process a budget transfer from
another fund center having budget balance available (See Chapter 5 for instructions) or ensure supplemental
funding from another source is posted to the Non-Personnel account.

Line Item Budgeting

Under line item budgeting, monies are budgeted to specific three-digit commitment items and no pooling is in
effect. As requisitions, purchase orders and expenditures are posted to SAP-FI to the related G/L account; the
system automatically recalculates the budget balance available by taking the budget posted to the three-digit
commitment item and subtracting from it the value of all expenditures and encumbrances/open commitments in
the related G/L account. If a user attempts to enter a requisition in excess of the balance available for a
particular commitment item, SAP-FI will prohibit the transaction. The user must either process a budget
transfer from another commitment item having budget balance available (See Chapter 5 for instructions) or
ensure supplemental funding from another source is posted to the commitment item.
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PROCEDURES

Academic Affairs Contracted Maintenance Budgets

Methodology

In order to segregate the budgeting and tracking of expenditures by specific departments within the SAP-FI
system, a specific fund and numerous fund centers (equivalent of Banner Org #’s) have been created. Each
department which has historically received contracted maintenance funding has been assigned to one of the
below fund centers.

Procedure

The Budget Office will post the initial Academic Affairs Contracted Maintenance budget to the Academic
Affairs Contracted Maintenance fund center which is under the financial management of the Provost using the
Non-Personnel commitment item code. The Provost’s Office will then further allocate funds to the individual
department fund centers using the Non-Personnel commitment item code via the parking of a budget transfer
process.

Year-end Disposition of Remaining Balances
All year end balances will be returned to the Academic Affairs Contracted Maintenance fund center which is
under the financial management of the Provost.

Description SAP Fund SAP Fund SAP Functional
Center Area

Academic Affairs Contracted Maintenance — 6011000001 6011201028 1100
Used only for purpose of posting original budget
allocation; No actual expenditures should be
posted to this fund center
Acad Affairs Cntrct Maint — Career Srvs 6011000001 6011303002 5310
Acad Affairs Cntrct Maint — Instut Resch 6011000001 6011215008 6170
Acad Affairs Cntrct Maint — Library 6011000001 6011202012 4100
Acad Affairs Cntrct Maint — Provost 6011000001 6011201022 6130
Acad Affairs Cntrct Maint — Registrar 6011000001 6011201052 5600
Acad Affairs Cntrct Maint — Dean SOE 6011000001 6011221036 4610
Acad Affairs Cntrct Maint — Instrl Media 6011000001 6011221022 4330
Acad Affairs Cntrct Maint — ITEC 6011000001 6011225010 1114
Acad Affairs Cntrct Maint — Psych 6011000001 6011226008 1142
Acad Affairs Cntrct Maint — Well & Sport 6011000001 6011224008 1131

Acad Affairs Cntrct Maint — Dean HSS 6011000001 6011241048 4610
Acad Affairs Cntrct Maint — Art 6011000001 6011242012 1150
Acad Affairs Cntrct Maint — Bus Admin 6011000001 6011243010 1152
Acad Affairs Cntrct Maint — Comm & Thtre 6011000001 6011244010 1109
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Acad Affairs Cntrct Maint — Foreign Lang 6011000001 6011247010 1116
Description SAP Fund SAP Fund SAP Functional
Center Area
Acad Affairs Cntrct Maint — Govt & Pols 6011000001 6011252008 1124
Acad Affairs Cntrct Maint — Music 6011000001 6011250012 1150
Acad Affairs Cntrct Maint — Philosophy 6011000001 6011251006 1138
Acad Affairs Cntrct Maint — Social Work 6011000001 6011253010 1145
Acad Affairs Cntrct Maint - Dean 6011000001 6011271010 4610
Sci/Math
Acad Affairs Cntrct Maint — Biology 6011000001 6011272008 1126
Acad Affairs Cntrct Maint — Chemistry 6011000001 6011273008 1140
Acad Affairs Cntrct Maint — Earth Sci 6011000001 6011275008 1126
Acad Affairs Cntrct Maint — Mathematics 6011000001 6011276008 1127
Acad Affairs Cntrct Maint — Nursing 6011000001 6011277008 1151
Acad Affairs Cntrct Maint — Physics 6011000001 6011278008 1140

Revised April, 2008

3-3



SAP FINANCE SYSTEM SAP BUDGET MANUAL

Academic Affairs Repair Budgets

Methodology

In order to segregate the budgeting and tracking of expenditures by specific departments within the SAP-FI
system, a specific fund for each School and numerous fund centers (equivalent of Banner Org #’s) have been
created. Each department which has historically received repair funding has been assigned to one of the below
fund centers.

Procedure

The Budget Office will post the initial Academic Affairs Contracted Maintenance budget to the Academic
Affairs Contracted Maintenance fund center which is under the financial management of the Provost using the
Non-Personnel commitment item code. The Provost’s Office will then allocate funds to the individual School
Dean’s repair fund centers via the parking of a budget transfer process using the Non-Personnel commitment
item code. It will then be the responsibility of the Dean’s administrative manager to allocate and process
budget transfers to the individual departments within their school.

Year-end Disposition of Remaining Balances

Any year end balances associated with allocation from the Academic Affairs Contracted Maintenance fund
center will be returned to the Academic Affairs Contracted Maintenance fund center which is under the
financial management of the Provost. Any year end balances associated with supplements from the Dean’s own
fund centers will be returned to the Dean. Responsibility for notifying the Budget Office of balances associated
with Dean’s Office supplements will rest with each Dean’s Administrative Manager.

Description SAP Fund SAP Fund SAP Functional

Center Area
SOE Repairs 6011000006 6011221028 4610
SOE Repairs — Certification 6011000006 6011221016 4670
SOE Repairs — Ed Found 6011000006 6011222010 1113
SOE Repairs — El Ed 6011000006 6011223010 1113
SOE Repairs — Field Svcs 6011000006 6011221008 4670
SOE Repairs — Instr Media 6011000006 6011221020 4330
SOE Repairs — Psych 6011000006 6011226010 1142
SOE Repairs — ITEC 6011000006 6011225012 1114
SOE Repairs — Spec Educ 6011000006 6011227012 1113
SOE Repairs — Wellns/Sprts Sci 6011000006 6011224010 1131

Description SAP Fund SAP Fund SAP Functional

Center Area
H&SS Repairs 6011000007 6011241008 4610
H&SS Repairs — Art 6011000007 6011242014 1150
H&SS Repairs — Bus Admin 6011000007 6011243012 1152
H&SS Repairs — Comm/Thea 6011000007 6011244012 1109
H&SS Repairs — Econ 6011000007 6011245010 1152
H&SS Repairs — English 6011000007 6011246010 1123
H&SS Repairs — Frgn Lang 6011000007 6011247012 1116
H&SS Repairs — Geog 6011000007 6011248010 1124
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H&SS Repairs — Gvt/Pol Affairs 6011000007 6011252010 1124
Description SAP Fund SAP Fund SAP Functional

Center Area
H&SS Repairs — History 6011000007 6011249010 1145
H&SS Repairs — Music 6011000007 6011250014 1150
H&SS Repairs — Philosophy 6011000007 6011251008 1138
H&SS Repairs — Soc/Anth 6011000007 6011254010 1145
H&SS Repairs — Social Work 6011000007 6011253012 1145
Science & Math Repairs 6011000008 6011271008 4610
Sci & Math Repairs — Bio 6011000008 6011272010 1126
Sci & Math Repairs — Chem 6011000008 6011273010 1140
Sci & Math Repairs — Comptr Sci 6011000008 6011274008 1111
Sci & Math Repairs — Earth Sci 6011000008 6011275010 1126
Sci & Math Repairs — Math 6011000008 6011276010 1127
Sci & Math Repairs — Nursing 6011000008 6011277010 1151
Sci & Math Repairs — Physics 6011000008 6011278010 1140
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Academic Search Budgets

Methodology

In order to segregate the budgeting and tracking of expenditures by specific departments within the SAP-FI
system, a specific fund and numerous fund centers (equivalent of Banner Org #’s) have been created. Each
department which has historically received search funding has been assigned to one of the below fund centers.

Procedure

The Budget Office will post the initial Academic Search budget to the Academic Search fund center which is
under the financial management of the Provost using the Non-Personnel commitment item code. The Provost’s
Office will then allocate the set amount per search to individual department academic search fund centers via
the parking of a budget transfer process using the Non-Personnel commitment item code.

Year-end Disposition of Remaining Balances

Year end shortfalls — The Provost’s Office will initiate requests to each department to supplement their
individual Academic Search fund center for any expenditure in excess of the original allocation.

Year end excess — Any year- end balances will be returned to the Academic Search fund center which is under
the financial management of the Provost. Any year end balances associated with supplements from the Dean’s
own fund centers will be returned to the Dean. Responsibility for notifying the Budget Office of balances

associated with Dean’s Office supplements will rest with each Dean’s Administrative Manager.

Description SAP Fund SAP Fund SAP Functional
Center Area
Academic Searches — Used only for purpose of 6011000002 6011201024 1100
posting original budget allocation; No actual
expenditures should be posted to this fund center
Acad Srch — Admissions Off 6011000002 6011208008 5510
Acad Srch — Art 6011000002 6011242006 1150
Acad Srch — Biology 6011000002 6011272006 1126
Acad Srch — Bus Adm 6011000002 6011243006 1152
Acad Srch — Chem 6011000002 6011273006 1140
Acad Srch — Comm/Thea 6011000002 6011244006 1109
Acad Srch — Comp Sci 6011000002 6011274006 1111
Acad Srch — Counseling Center 6011000002 6011304002 5320
Acad Srch — Econmcs 6011000002 6011245006 1152
Acad Srch — Ed Found 6011000002 6011222006 1113
Acad Srch — El Ed 6011000002 6011223006 1113
Acad Srch — Engl 6011000002 6011246006 1123
Acad Srch — Erth Sci 6011000002 6011275006 1126
Acad Srch — Frgn Lang 6011000002 6011247006 1116
Acad Srch — Geog 6011000002 6011248006 1124
Acad Srch — Gov/Pol Affairs 6011000002 6011252006 1124
Acad Srch — Hist 6011000002 6011249006 1145
Acad Srch — Instit Research 6011000002 6011215010 6130
Acad Srch — ITEC 6011000002 6011225006 1114
Acad Srch — Library 6011000002 6011202014 4100
Acad Srch — Math 6011000002 6011276006 1127
Acad Srch - MSEM/CDRE 6011000002 6011241062 2100
Acad Srch — Music 6011000002 6011250006 1150
Acad Srch — Phil 6011000002 6011251014 1138
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Acad Srch — Physics 6011000002 6011278006 1140
Description SAP Fund SAP Fund SAP Functional

Center Area
Acad Srch — Psychology 6011000002 6011226006 1142
Acad Srch — Soc Wrk 6011000002 6011253006 1145
Acad Srch — Soc/Anthro 6011000002 6011254006 1145
Acad Srch — Spec Ed 6011000002 6011227006 1113
Acad Srch — Wellns/Sprts Sci 6011000002 6011224006 1131
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Academic Affairs Equipment Budgets

Methodology

In order to segregate the budgeting and tracking of expenditures by specific departments within the SAP-FI
system, a specific fund for each School and numerous fund centers have been created. Each department which
has historically received equipment funding has been assigned to one of the below fund centers.

Procedure

The Budget Office will post the initial Equipment budget to the individual School Dean’s Equipment fund
center using the Non-Personnel commitment item code. It will then be the responsibility of the Dean’s
administrative manager to allocate and process budget transfers to the individual departments within their
school via the parking of a budget transfer process using the Non-Personnel commitment item code.

Year-end Disposition of Remaining Balances
All year end balances are carried forward to the new fiscal year. Note: With respect to H&SS and SCMA, all
unencumbered year end balances will be returned to each Dean’s equipment budget.

Description SAP Fund SAP Fund SAP Functional

Center Area
SOE Equipment 6011000009 6011221002 4610
Ed Found Dept Equip 6011000009 6011222002 1113
El Ed Dept Equip 6011000009 6011223002 1113
Ind & Tech Dept Equip 6011000009 6011225002 1114
Instrnl Media Equip 6011000009 6011221038 4330
Psychology Dept Equip 6011000009 6011226002 1142
Special Ed Dept Equip 6011000009 6011227002 1113
Wellness & Sports Sciences Dept Equip 6011000009 6011224002 1131

Description SAP Fund SAP Fund SAP Functional

Center Area
H&SS Equipment 6011000010 6011241002 4610
Art Dept Equip 6011000010 6011242002 1150
Business Admin Dept Equip 6011000010 6011243002 1152
Communications/Theatre Dept Equip 6011000010 6011244002 1109
Economics Dept Equip 6011000010 6011245002 1152
English Dept Equipment 6011000010 6011246002 1123
Foreign Languages Dept Equip 6011000010 6011247002 1116
Geography Dept Equip 6011000010 6011248002 1124
Government and Political Affairs Dept Equip 6011000010 6011252002 1124
History Dept Equip 6011000010 6011249002 1145
Music Dept Equip 6011000010 6011250002 1150
Philosophy Dept Equip 6011000010 6011251002 1138
Soc/Anth Dept Equip 6011000010 6011254002 1145
Social Work Dept Equip 6011000010 6011253002 1145
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Description SAP Fund SAP Fund SAP Functional

Center Area
Sciences & Math Equipment 6011000011 6011271002 4610
Biology Dept Equip 6011000011 6011272002 1126
Chemistry Dept Equip 6011000011 6011273002 1140
Computer Science Dept Equip 6011000011 6011274002 1111
Earth Sciences Dept Equip 6011000011 6011275002 1126
Mathematics Dept Equip 6011000011 6011276002 1127
Nursing Dept Equip 6011000011 6011277002 1151
Physics Dept Equipment 6011000011 6011278002 1140
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Academic Affairs Revenue Sharing/Indirect Cost Budgets

Methodology

In order to segregate the tracking of revenue received from summer session or TPTF savings or from indirect
costs within the SAP-FI system, a specific fund and numerous fund centers (equivalent of Banner Org #’s) have
been created. Each department which has historically received revenue sharing/indirect cost funding has been
assigned to one of the below fund centers.

Procedure

Revenue Sharing:

The Budget Office will post the summer and TPTF revenue sharing amounts to the Revenue Sharing/Indirect
Cost — Provost fund center which is under the financial management of the Provost using commitment item 902
(Oper Exp Reserve). The Provost’s Office will then allocate funds to the individual School Dean’s revenue
sharing/indirect cost fund center using commitment item 902 via the parking of a budget transfer process. It
will then be the responsibility of the Dean’s administrative manager to allocate and process budget transfers to
the individual departments within their school. When the departments are ready to expend these funds, the
departmental financial manager will process a budget transfer via the parking process to the department’s
operating fund center using the appropriate commitment item (Non-Personnel-if pooling or specific
commitment item-if line item budgeting).

Indirect Cost:

The Accounting Office will post the indirect cost revenue to the appropriate revenue sharing/indirect cost fund
center using appropriate commitment item revenue codes. The Budget Office will post a like budget amount to
the same fund center against commitment item 902 (Oper Exp Reserve). When the departments are ready to
expend these funds, the departmental financial manager will process a budget transfer via the parking process to
the department’s operating fund center using the appropriate commitment item (Non-Personnel-if pooling or
specific commitment item-if line item budgeting).

These fund centers are used only for purposes of posting original budget allocation and indirect cost revenue
received; No actual expenditures should be posted to these fund centers.

Description SAP Fund SAP Fund SAP Functional

Center Area
Revenue Sharing/Indirect Cost — Provost 6011000012 6011201044 6130
Revenue Sharing/Indirect Cost — Dean SOE 6011000012 6011221030 6130
Revenue Sharing/Indirect Cost — EDFN 6011000012 6011222016 6130
Revenue Sharing/Indirect Cost — ELED 6011000012 6011223016 6130
Revenue Sharing/Indirect Cost — ITEC 6011000012 6011225018 6130
Revenue Sharing/Indirect Cost — PSYC 6011000012 6011226012 6130
Revenue Sharing/Indirect Cost — SPED 6011000012 6011227014 6130
Revenue Sharing/Indirect Cost — WSSD 6011000012 6011224012 6130
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Description SAP Fund SAP Fund SAP Functional

Center Area
Revenue Sharing/Indirect Cost — Dean HSS 6011000012 6011241036 6130
Revenue Sharing/Indirect Cost — ART 6011000012 6011242020 6130
Revenue Sharing/Indirect Cost — BUAD 6011000012 6011243016 6130
Revenue Sharing/Indirect Cost — COMM 6011000012 6011244022 6130
Revenue Sharing/Indirect Cost — ECON 6011000012 6011245014 6130
Revenue Sharing/Indirect Cost — ENGL 6011000012 6011246014 6130
Revenue Sharing/Indirect Cost — FORL 6011000012 6011247018 6130
Revenue Sharing/Indirect Cost — GEOG 6011000012 6011248014 6130
Revenue Sharing/Indirect Cost — GOVT 6011000012 6011252012 6130
Revenue Sharing/Indirect Cost — HIST 6011000012 6011249014 6130
Revenue Sharing/Indirect Cost — MUSI 6011000012 6011250020 6130
Revenue Sharing/Indirect Cost — PHIL 6011000012 6011251012 6130
Revenue Sharing/Indirect Cost — SOAN 6011000012 6011254012 6130
Revenue Sharing/Indirect Cost — SOWK 6011000012 6011253022 6130
Revenue Sharing/Indirect Cost - Dean Sci/Math 6011000012 6011271016 6130
Revenue Sharing/Indirect Cost — BIOL 6011000012 6011272012 6130
Revenue Sharing/Indirect Cost — CHEM 6011000012 6011273012 6130
Revenue Sharing/Indirect Cost — CSCI 6011000012 6011274012 6130
Revenue Sharing/Indirect Cost — ESCI 6011000012 6011275016 6130
Revenue Sharing/Indirect Cost — MATH 6011000012 6011276016 6130
Revenue Sharing/Indirect Cost — NURS 6011000012 6011277012 6130
Revenue Sharing/Indirect Cost — PHYS 6011000012 6011278012 6130
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Academic Affairs New Faculty Computer Support Budgets

Methodology

In order to segregate the budgeting and tracking of expenditures by specific departments within the SAP-FI
system, a specific fund and numerous fund centers (equivalent of Banner Org #’s) have been created. Each
department which has historically received new faculty computer support funding has been assigned to one of
the below fund centers.

Procedure

The Budget Office will post the initial Academic Affairs New Faculty Computer Support budget to the New
Faculty Computer Support fund center which is under the financial management of the Provost using the Non-
Personnel commitment item code. The Provost’s Office will then allocate the set amount per new faculty
computer to the individual School departments’ academic search fund centers via the parking of a budget
transfer process using the Non-Personnel commitment item code.

Year-end Disposition of Remaining Balances

Year end shortfalls — The Provost’s Office will initiate requests to each department to supplement their
individual New Faculty Computer Support fund center for any expenditure in excess of the original allocation.
Year end excess — Any year- end balances will be returned to the New Faculty Computer Support fund center
which is under the financial management of the Provost. Any year end balances associated with supplements
from the Dean’s own fund centers will be returned to the Dean. Responsibility for notifying the Budget Office
of balances associated with Dean’s Office supplements will rest with each Dean’s Administrative Manager.

Description SAP Fund SAP Fund SAP Functional

Center Area
New Faculty Computer Support 6012000001 6012201034 1100
New Fac Computr — Art 6012000001 6012242004 1150
New Fac Computr — Biology 6012000001 6012272004 1126
New Fac Computr — Bus Adm 6012000001 6012243004 1152
New Fac Computr — Chem 6012000001 6012273004 1140
New Fac Computr — Comm/Thea 6012000001 6012244004 1109
New Fac Computr — Comptr Sci 6012000001 6012274004 1111
New Fac Computr — Econmcs 6012000001 6012245004 1152
New Fac Computr — Ed Found 6012000001 6012222004 1113
New Fac Computr — El Ed 6012000001 6012223004 1113
New Fac Computr — Engl 6012000001 6012246004 1123
New Fac Computr — Erth Sci 6012000001 6012275004 1126
New Fac Computr — Frgn Lang 6012000001 6012247004 1116
New Fac Computr — Geog 6012000001 6012248004 1124
New Fac Computr — Gov/Pol Affairs 6012000001 6012252004 1124
New Fac Computr — Hist 6012000001 6012249004 1145
New Fac Computr — ITEC 6012000001 6012225004 1114
New Fac Computr — Library 6012000001 6012202016 4100
New Fac Computr — Math 6012000001 6012276004 1127
New Fac Computr — Music 6012000001 6012250004 1150
New Fac Computr — Nursg 6012000001 6012277004 1151
New Fac Computr — Phil 6012000001 6012251010 1138
New Fac Computr — Physics 6012000001 6012278004 1140
New Fac Computr — Psych 6012000001 6012226004 1142
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New Fac Computr — Soc Wrk 6012000001 6012253004 1145
Description SAP Fund SAP Fund SAP Functional

Center Area

New Fac Computr — Soc/Anthro 6012000001 6012254004 1145

New Fac Computr — Spec Ed 6012000001 6012227004 1113

New Fac Computr — Wellns/Sprts Sci 6012000001 6012224004 1131
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Academic Affairs Coop Teacher Stipends Budgets

Methodology

In order to segregate the budgeting and tracking of expenditures by specific departments within the SAP-FI
system, a specific fund and numerous fund centers (equivalent of Banner Org #’s) have been created. Each

department which has historically received Coop teacher stipends funding has been assigned to one of the below

fund centers.

Procedure

The Budget Office will post the initial Coop Teacher Stipend budget to the Coop Teacher Stipend fund center
which is under the financial management of the Associate Dean of the School of Education using the Non-
personnel commitment item. The Field Services Office will code requests for payment information using the
below fund/fund center combinations when submitting the payments to the Purchasing Office. The Budget
Office will subsequently allocate funds to the specific Coop Teacher Stipend fund centers via the budget
transfer process as the Coop Teacher Stipends are paid using the Non-personnel commitment item.

Description SAP Fund SAP Fund SAP Functional

Center Area
Coop Teacher Stipends 6012000002 6012221012 4670
Coop Teach Stipend — Art 6012000002 6012242008 1150
Coop Teach Stipend — Ed Foundation 6012000002 6012222008 1113
Coop Teach Stipend — El Ed 6012000002 6012223008 1113
Coop Teach Stipend — ITEC 6012000002 6012225008 1114
Coop Teach Stipend — Music 6012000002 6012250008 1150
Coop Teach Stipend — Special Ed 6012000002 6012227008 1113
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Academic Affairs Tutoring Budget

Methodology

In order to segregate the budgeting and tracking of tutoring student wage expenditures by specific departments
within the SAP-FI system, a specific fund for each School and numerous fund centers (equivalent of Banner
Org #’s) have been created. Each department which has historically incurred student wage tutoring expense has
been assigned to one of the below fund centers.

Procedure

The Budget Office will post the initial Tutoring budget to the Tutoring fund center of each school which is
under the financial management of the Director of Learning Services using commitment item 510580. The
Director’s Office will allocate student wage budgets to the individual departments’ tutoring fund centers via the
parking of a budget transfer process using commitment item 510580.

Description SAP Fund SAP Fund SAP Functional

Center Area
Tutoring H&SS 6011000004 6011211008 1100
Tutoring H&SS — Art 6011000004 6011211009 1124
Tutoring H&SS — Bus Adm 6011000004 6011211010 1100
Tutoring H&SS — Comm & Theatre 6011000004 6011211012 1109
Tutoring H&SS — Econ 6011000004 6011211014 1152
Tutoring H&SS — English 6011000004 6011211016 1123
Tutoring H&SS — For Lang 6011000004 6011211018 1116
Tutoring H&SS — Geog 6011000004 6011211020 1124
Tutoring H&SS — History 6011000004 6011211022 1145
Tutoring H&SS — Music 6011000004 6011211024 1150
Tutoring H&SS — Philos 6011000004 6011211026 1138
Tutoring H&SS — Govt & Pol Affrs 6011000004 6011211028 1124
Tutoring H&SS — Soc Work 6011000004 6011211030 1145
Tutoring H&SS — Soc/Anth 6011000004 6011211032 1145
Tutoring Sci & Math 6011000005 6011211034 1100
Tutoring Sci&Mth — Biology 6011000005 6011211036 1126
Tutoring Sci&Mth — Chem 6011000005 6011211038 1140
Tutoring Sci&Mth — Comp Sci 6011000005 6011211040 1111
Tutoring Sci&Mth — Erth Sci 6011000005 6011211042 1126
Tutoring Sci&Mth — Math 6011000005 6011211044 1127
Tutoring Sci&Mth — Physics 6011000005 6011211046 1140
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Humanities and Social Sciences Travel Budgets

Methodology

In order to segregate the budgeting and tracking of administrative travel expenditures by specific departments
within the SAP-FI system, a specific fund for the School of Humanities and Social Sciences and numerous fund
centers (equivalent of Banner Org #’s) have been created. Each department which has historically received
travel funding has been assigned to one of the below fund centers.

Procedure

The Budget Office will post the initial Travel budget to the H&SS Travel fund center which is under the
financial management of the Dean of the School using the Non-Personnel commitment item code. The Dean’s
administrative manager will then allocate funds to the individual departments’ travel fund centers via the
parking of a budget transfer process using the Non-Personnel commitment item code.

Description SAP Fund SAP Fund SAP Functional

Center Area
H&SS Travel — Dean of H&SS 6011000003 6011241006 4610
H&SS Travel — Art 6011000003 6011242010 1150
H&SS Travel — Bus Admin 6011000003 6011243008 1152
H&SS Travel — Communication & Theatre 6011000003 6011244008 1109
H&SS Travel — Econ 6011000003 6011245008 1152
H&SS Travel — English 6011000003 6011246008 1123
H&SS Travel — Foreign Languages 6011000003 6011247008 1116
H&SS Travel — Geog 6011000003 6011248008 1124
H&SS Travel — Gvmt 6011000003 6011252014 1124
H&SS Travel — History 6011000003 6011249008 1145
H&SS Travel — Music 6011000003 6011250010 1150
H&SS Travel — Philosophy 6011000003 6011251004 1138
H&SS Travel — Soc/Anth 6011000003 6011254008 1145
H&SS Travel — Social Work 6011000003 6011253008 1145
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4. SAP REPORTING

> Index of Funds Centers (S_KI4_38000038)......cccuuiiuiiiiiiiiiiiiieieee e e e e 4-1
> Budget Status Report — Variant Reports.............covvviiiiiiiiiiiiiii i e 423
0 Budget Status Report for Non-Personnel Operating Account Codes.............. 4-4
= To View and Print Transactional Detail for Departmental Budgets...... 4-9
O TO PIINt. et 4-12
o ToEXporttoEXcel.......cooovvivvii e 4°14
= To View and Print Transactions Detail for Commitments and Actuals.. 4-16
0 Budget Status Report for Student Wage Account Codes..........c.cccevvvveinennnn. 4-19
> Budget Status Report for All Account Codes..........ovveiviiiiiiiiiiiiiiiieiieieeeee 4-23
> Restricted Fund Balance Report (ZBALSHTSUM)........ccoovvviiiieie e v 4-26
> (FAQ) Frequently Asked QUESLIONS. .. .......oveveiieieie e ne e e enn 2 4228
0 What do I need to do if I need to run a report for multiple funds centers?.......... 4-28
0 What if my screen is missing the headers?...........cccvveiieniiiiiin e 4-28
0 What if my screen is missing the US dollar amount?............ccccccveveiieivecennnnn 4-29
0 Can 1Increase the fONt SIZE?.......c.oieeiiiie s 4-30
0 What if | want to see all my transactions?..........ccccevveveniesieeie e 4-32
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INDEX OF FUNDS CENTER

Use
This report can be used to display the funds center and associated fund for Millersville University for purposes
of obtaining a fund and fund center to be used for reporting, purchase requisitions or budget transfer purposes.

Transaction Code
S _Kl4 38000038

Menu Path
SAP User Favorites Folder for go-live — Budgeting — Chart of Accounts

Menu Edit Favorites Extras  Systern Help
V] 2 a0 H @@ DHE DDog
SAP Easy Access

B |5 HE 2| v a

= 2 Favorites
= | SAP User Favarites Folder for go-live
= 4 Budgeting
TLURL- Budoet Office wwehsite - to find SAF user manual, contacts, pro
I [ Budget Transactions
= 2 Chart of Accounts

S_KI4_38000035 - Index of Funds Centers;

I [ Reporting

Procedure
Q Double click on the transaction S_KI14_38000038 — Index of Funds Centers

Program  Edit Goto  Systerm  Help
g ala@ @@ DHE fno0 BE @m
Index of Funds Centers
@ [ Classification

Repaort object

Key data par16+2008 )

FM Area to

Funds Center o
Selection parameters

Entered on to

Created by 1o

Changad on b

Changed by ol

Username to

Authorization group o

Currency 1o

Country Key b

City ol

Default*alue Fund to

Layout
Layout

[«Lell I I[4][+]
| [ | 8 Ki4_38000038 banshes | INS y
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Q Enter your departmental funds center in the report parameter.

& IB @@ DHE Dnan BE @

dex of Funds Centers

O B cussrwaion.

Repart object
Key date Q4/16/2008

FM Area
60114110008

5 g

Funds Center

Selection parameters

Entered on to =

Created by to o

Changed on ta =

Changed by ta E

Usger name to 5

Authorization graup ta =

Currency to ?

Country Key o E

City to = I

Default Yalue Fund to o O
[~]

[> | 5_Ki4_38000038 P2l banshee | INS

Q Click the execute button

Q The following report results will be displayed. The fund is displayed in the last column as indicated
below.

dJEH @Ea@ SR E ST O0 EE @

Index of Funds Centers

QE|E&F B

<@ 0| = E

Funds Ctr Mame Username |Sp.fds cir| Re und

SSHE|=| 6011411000 |Budget Office [§0DREESE (604201 B( |an11unnunn| )
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BUDGET STATUS REPORT - VARIANT REPORTS

Use

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

Transaction Code
ZBUDSTAT _NOCF

Menu Path
SAP User Favorites Folder for go-live — Budgeting — Reporting

Y| 222 adHCcea DHE f0Ln DR QE
SAP Easy Access

DES | @& 2|

= ) Favorites
= ) SAP User Favarites Folder for go-live
= = Budgeting
@ TURL - Budget Office website - to find SAF user manual, contacts, pro
[ [ Budget Transactions
[ [ Chart of Accounts
= = Reporting
|@ FRUDSTAT _MOCF - Budget Status MoCmwd to Mext v
I O Purchasing
[@ BYW_GEMNERIC_TYPE - MU web
[ ] S&P rmenu

. L|SESSION MANAGER bz
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Budget Status Report for Non-Personnel Operating Account Codes
Procedures:
To receive departmental budgets for non-personnel operating account codes

Q The following selection entry screen will be displayed

Edit Goto  System  Help

B4 BHISae 2R

S jon: Budget Status NoCfrwd to Next Yr
[ Glassification

\ /

Stawgar¥/selections
Fund ﬂ| to

Key date b4416/2008

Hierarchy Yariant

Program

Funds Center o

Year commitment item
Yariant aEn
Cammitment item o

Report selections

Fiscal year =
Budget versiaon ]

Q Click the select report variant icon iy

Q The Find Variant menu will be displayed

Find Yariant

WYariant

Ervironmment

Created hy GRUSERE
Chanoged by

Qriginal language

T XK
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Q Enter 60* in the Variant field and clear out the Created by field

Find Yariant

Wariant
Environment
Created by
Chanoged by
Criginal language

GE*

elelelelel

o)

NS

O Use the right scroll bar to find and select the variant

Q Click the execute icon @

“60NONPERSONNEL?”

ABAP: Variant Directory of Program GP3Y0A4MHATBELT IOSASFY L.

TIP: If you type
“60nonpersonnel” into the Variant
name field the next time you run
this report the variant name will
appear in a drop down.

Find Variant

Variant
Enviranment
Created by
Changed by
Criginal language

BBnonpersannel

[elelelele]

B X

E | Find Yariant
Wariant catalog for program GPIY0AAMHYYBLY IOSAAFYUKERCD varant
artan
Yariant name Short descriptn. Enviranment B
BOMUGAWAIVERS  |BOMU Grad Asst\Waivers A K ;Ba‘“;z
ange
BOMUIPFLIMEITH ML) Perfor Fnds Line tem Appro AK O”gmga”a:guage
BOMUSTUDENTAID |60 MU Student Aid A
EOMLNVEH ML Wehicle Diesel Fuel ALK ol%
BOMOMPERSORMEL |MU Mon-Personnel Operating A
BOOTHERPAY ML AL Other Pay ALK [«]
BOOTHFACPAY ML Other Faculty Pay AR E|
(D] | 0] [y
o ¥
Q Highlight the variant name and click the green check mark ¥ or enter.
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O You must enter the appropriate fund, fund center and fiscal year as shown below

Program  Edit  Goto

Selection: Budget Status NoCfrwd to Next Yr

EJ Classification

Standard selections

Fund fO11008000 to

Key date 11428/ 2006

Hierarchy Yariant
Funds Center 6611411000] [3)to

Year commitment item

Yariant aEn

Commitment itermn 3-TRANSFERS-OUT 1o
Report selections

Fiscal vear 200a

Budget version ]
Qutput tvpe

i Graphical report-output
@ Classic drilldown report

Llell [ I[[v]

| [ | ZBUDSTAT_NOCF P2 hanshee OVR

Q Click the execute icon @
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Q The following results will be displayed

Beport  Edit Goto

Help

]
=]

10 ¢E@ CHEBE DDOoan AR @

Execute Budget Status NoCfrwd to Next Yr: Detail
[E3 08 TF &4 Murmber format... [ (2

Budget Yersion - 0O

Yariant: G011 NOM-PERS
Fund 611000008 - Discretionary Budget System

From Funds Center 6811411880
To  Funds Center 6011411008

- Budget Office
- Budget Office

Budget Status Report - Fiscal Year 2008
(no adjustment for items carried forward to next year)

to GO10A0B0E - Discretionary Budget Sys

1[4][»]

Budget wersion B Fizcal Year 2

oes

—Navigation
Commitment item -
Funds Center

Fund .
Budget type b
K

Lead column Budget Commitment hotuals

Tot ComAcCt

Available

Total 10,564 .00 221 .60 8,070,438

8,292.08

2,271.92

1enerated hy: BBTRUSER on B4/16/2008 - 14:27:086 in PRD 300  Report: ZOGOBDSTXC

N

[» | ZBUDSTAT_NOCF P hanshee | OVR

Q Click on the Mountain icon<&. This will highlight the navigation criteria. Select Commitment
item.

Report  Edit Goto em Help

= <1|©&|Q[H][ﬁ|$3@ﬁ33|@l@

Execute Budget Status NoCfrwd to Next Yr: Detail
BB =2

Budget ‘Wersion - 0 Budget Status Report - Fiscal Year 2008

(no adjustment for items carried forward to next wear)
Yariant: 6811 WOM-PERS

Fund G@11000088 - Discretionary Budget System to GO11000000 - Discretionary Budget Sys
From Funds Center GE11411000
To Funds Center GO11411000

- Budget Office
- Budget Office

W Fiscal Year 2008
—Mavigatian
Commitment item

f=1i .
Fund .
Budget type T
i

Lead calumn Budget Commitment hctuals Tot Combct Ivailable

Tatal 10,564 .00 221.60 8,070.48 8,292 .08 2,271.92

lenerated by: GOTRUSER on 04{16/2008 - 14:27:06 in PRD 308  Report: ZOEBDSTXHC

I4][»]

[ | ZBUDSTAT_NOCF 2 banshee | OVR

N
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SAP FINANCE SYSTEM

SAP BUDGET MANUAL

O The report will appear as follows:

Report  Edit

Foto

Settings  Systern Help

e DHE NDOD OF @®

Execute Budget Status NoCfrwd to Next Yr: Overview

HEILTSY i « 4 » Mgz fE =B Nomberformat. | [ 2

Budget Yersion - 0

Wariant: G211 MON-PERS

From Funds Center GO11411000

Fund BAT1R0EROEAE - Discretionary Budget System

Budget Status Report - Fiscal Year 2008
(no adjustment for items carried forward to next wear)

- Budget Office

to GETTEEEEAE - Discretionary Budoget System

Commitment It

To Funds Center GO11411000 - Budget 0Office A-TRAW - 3-T
Budget wersion @ Fizcal Year 2008
—Navigatian
Funds Center 4
Fund
Budget type .
Amount type A
Gl el
Total

Commitment item Budget Commitme| Actuals |Tot Comfc|Bvailable
= SEHE/2-EXPENSES Expenses
ol SSHE/HON-PERSONMEL Mon-Personnel 10,564 00 8,292 08 [2,271.92
¢ = SEHE/OPERATING Operating
] L- SSHE/OTHER_EXPENSES Other Expenses
i = SS5HE/GOS Fostage/Freight
] v 55HE/EA5100 Fostage/Freight/Ship 15.16
4 = SS5HE/GOG Telecom Charges
4 ¥ SSHE/GRGT AN Telephone & Telecomm 221 .60 a3 .40
] b SSHE/GOGT115 Long Dist Tele Swc 38.78
] = S5HE/G15 Travel & Transportat
] —» SSHE/fi15100 General Travel 5 BBT. 42
] —= SEHE/G25 Professional Svcs
i v SSHE/G25100 Professional Servcs 1,050, 40
] —= SSHE/GGH Supplies
] » SSHE/GBERT G0 Office Supplies aeF . 22
4 » SSHE/GARAT 25 Woncapital Equip 135.00
] —= SE5HE/GGA Food Supplies
i v 55HE/EB5110 Contractor Food Swvcs 188 .50
#» Total 10,564 08 | 221.60 |8, 670.48 |8 292 08 |2 271.92
Tenerated hy: GOTRUSER on B4A16/2008 - 14:27:06 in PRD 200 Report: ZOOEDSTXC Tr
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SAP FINANCE SYSTEM SAP BUDGET MANUAL

To view and print the transactional detail making up departmental budgets

Q After commitment items have been selected, put the cursor on the dollar amount in the Budget
column

Eeport  Edit Goto

Help

it parameters Ciri+ShiftsF11 [ &9 | B &

Aftributes F7
Execute Budget Status
i EN = e Line iterns s
Comment 3
Budget Wersion - 0 port - Fiscal Year 2008
carried forward to next year)
Yariant: G011 MOW-PERS
Fund GO11080E0E - Discretion: Create Exception.. AROREE - Discretionary Budget System
From Funds Center 6@11411ggp| C1ange Exceptions.. Commitment It
Ta  Funds Center GO011411000 Display exceptions... 3-TREW - 3-T
Delete Exceptians..
Budget wersion @ Additional Functions v 2008
—Havigatian
Funds Center 4
Fund
Budget type .
Emount type L4
O K
Total
Commitment item Budget Commitme| Actuals |Tot Combc|Availahle
g= S5HE/Z-EXPENSES Expenzes
gL— SSHE/NON-PERSONNEL HNan-Personnel 1B,5E4.BB 8,292.08 (2,271.92
0 = SS5HE/OPERATING Operating
a L~ SSHF'NTHFR FYPFNWEFS Mther Frnencac

Q Click on Extras — Line items
Q Click on the select layout icon =

Edit

List

Goto

3 em Help

BdH @ SHE Do BRE @m
Annual Budget: Line items by Document Numbm
FEEFTFIEE QN BITERT S|

| Selections

I
Annual Budget: Line Items by Document Number

FM Area S5HE

Fiscal Year 2008

Commitment item MNOM-PERSONMEL

Funds Center 6011411000

Fund 6011000000
IA Doc.no. | PRw| ™ Year|val type text “ Budget type text Su..|FMAC|z Budget|FMa  |Fund Funds Ctr | Corrmitment itern | Text Created on
500322180) 5| 2008 |Payment Budget |Original Budget USD | 4,440.00 |S5HE [6011000000|6011411000 |WOM-PERSOMMEL (2007-08 Start-up Budget 061 22007
500359195 a4 Budget Carryforward... USD | 1,100.00 |SSHE [6011000000|6011411000 |MON-PERSOMMEL 072152007
00367974 2 Transfers {receivers) USD | 2,867.00 |SSHE [6011000000|6011411000 |MON-PERSOMMEL |2006-07 Bdgt Office Year-end Carryover 081772007
00373754 i Original Budget USD | 1,110.00 |SSHE |6011000000\ 6011411000 |MOM-PERSOMMEL (0708 Crig Bdat Adjust 081152007
500402247 2 Transfers {receivers) UJSD | 1,047.00 |SSHE |[6011000000|6011411000 |MOM-PERSOMMEL |Budget Office Excel Advanced Training...[ 0201352008
004131498 1 Transfers (senders) UsD 0.01-[SSHE |6011000000(6011411000 [NOMN-PERSONMEL |Training entry for SAP Manual to reverse | 0451 472008
004131499 Transfers (senders) UsD 0.01 [SEHE |6011000000(6011411000 [NOMN-PERSONMEL |Training entry for SAP Manual to reverse | 0451 472008
500413196 Payment Budget....|Transfers (senders) UsD 0.01-|S5SHE (6011000000|6011411000 |NON-PERSOMMEL |Training entry for SAP Manual to reverse (0401 4/2008
004131498 2 Transfers (senders) UsD 0.01 [SEHE |6011000000(6011411000 [NOMN-PERSONMEL |Training entry for SAP Manual to reverse | 0451 472008
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SAP FINANCE SYSTEM

SAP BUDGET MANUAL

O Find the layout entitled “/60MILLERSVI”

Layout setting k| e

TIP: To save layout as default,

click on Save Layout icon —

Layout “ Layout description Default zetting

JEOMILLERSWY] |Millersyille Custam Layout

Bl UPLOAD|PA SSHE Fund Center Master File Up...

Saveas. | Savewilh |

v K

ISAM sam
[SEHE LAYOUT|S5HE layout. DO MNOT CHAMGE.
[SEHE UFLO...|PASSHE Fund Center Master File Up... Layet  Layout descrgtion Selautzeiing
[a][v][ La]le] ] D]
Save layout GLR Layout
MName: Gladys' Layout
v| User-specific

v X

O Click the green check mark ¥ or Enter.

Q The following report results will be displayed.

List Edit Goto Settings tern  Help

(] 2ld H e SHE B nOD BRI @

Name your layout and check the Default
Setting box. Click the green check mark

Ld or Enter.

Annual Budget: Line tems by Document Number
FE &F F B & &

3T & 0n | B 5 [l B sslecions

Annual Budget: Line Items by Document Number

FM Area SSHE

Fiscal Year 2008

Commitment item MNOM-PERSONMEL

Funds Center 6011411000

Fund gotioooooo

‘ear|Fund name Fund Funds Ctr FC name| Cmmt itern 0l text Created 0; Domw E Budget|Budget type text Text

2008| Discretion Bdgt Sys|6011000000{6011411000|Bdgt Off |MOMN-PERSO... |Mon-Personnel |06/ EIEDQ 00322180 )§ 4,440.00 | Original Budget 2007-08 Start-up Budget

2008 |Discretion Bdgt Sys|6011000000(6011411000 |Bdgt Off Mor-Personnel |07/21/200 7 'ﬁ 1,100.00 |Budget Carryfarwar...

2008 |Discretion Bdgt Sys|6011000000(6011411000 |Bdagt Off Mon-Personnel (081 7/2007  |S003674974 2 2,B67.00 |Transfers {receivers) |2006-07 Bdgt Office Year-end C...

2008 |Discretion Bdgt Sys|6011000000(6011411000|Bdgt Off Mon-Personnel |08111/2007  |500373754 i 1,110.00 | Original Budget 0708 Orig Bdot Adjust

2008 |Discretion Bdgt Sys|6011000000(6011411000 |Bdagt Off Mon-Personnel (0271372008 (500402247 2 1,047.00 |Transfers {receivers) |Budget Office Excel Advanced Tr...

2008 |Discretion Bdgt Sys|6011000000(6011411000 |Bdgt Off Mon-Personnel (047142008 |500413198 1 0.01-[Transfers (senders) [Training entry for SAP Manual to ...

2008 |Discretion Bdgt Sys|6011000000(6011411000 |Bdagt Off Mon-Personnel (047142008 |500413199 1 0.01 [Transfers {(senders) [Training entry for SAP Manualto ..

2008 |Discretion Bdgt Sys|6011000000(6011411000 |Bdgt Off Mon-Personnel 047142008 (500413196 1 0.01-[Transfers (senders) [Training entry for SAP Manual to ...

2008|Discretion Bdgt Sys|B011000000({6011411000|Bdgt Off Mon-Personnel |04/1452008 (500413198 2 0.01 [Transfers (senders) |Training entry for SAR Manualto ..
MOM-PERS... &L = 10,564.00

Q When the document numbers appear underlined, SAP is indicating that you can drill down into the
document itself. Click on the document number.

a SAP will display the document

Revised April, 2008
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SAP FINANCE SYSTEM SAP BUDGET MANUAL

Q Click on Entry document. The actual document including all line items and details will be displayed.

S I i I E P R

Display Document

_580322180 _BE."12."2EII3."'

Versien 0

Text Mame
Text 2007-08 Start-up Budget

Itm |Funds Center Commitment iterm Fun_d Fun...Year Am_nunt Eludgetcategor\r Eludgett\fne
[e5Ea1 1411600 MON-FPERSONNEL GO110REREE BOGT 2008 444080 Payment budoet Original Budget

Q Click on the hat to display the header text.

: : _EIEEIEIE?31?1 Updated
W Qriginal Budget

_EEI11EIEIEIEIEIEI
-EEIEIE

Payiment budget
[t |Funds Center Commitment itm F.Ar [Amount
] GE11411030 HON-PERSONNEL BDGT 4 440 .60

Revised April, 2008 4-11



SAP FINANCE SYSTEM SAP BUDGET MANUAL

O To Exit the header details, click the green check mark ¥ or Enter.

: ' _mamzxzma?

2007-08 Start-up Budget

Publielaw

_BEIKELITLER _EIE."129'2I3EIT

Display Document: Ent?_’[,‘/screen
|6’q“ Hierarchy document || Print Dialog |

Q You can print the line item detail by clicking the print icon g8

Selections

“ear|Fund name Funds Cir FC name|Cmmit item ] text Created on .no. Budget|Budget type text

2008|Discretion Bdgt Sys|6011000000/6011411000 |Bdat OfF |[MOM-PERS0... |Mon-Personnel |06/ 272007 |500322180 & 4,440.00 |Original Budoet 2007-08 Start-up Budaet

2008 |Discretion Bdgt Sys|6011000000/6011411000 |Bdat Of Mor-Personnel (0772172007 |500359195| 34 1,100.00 |Budget Carryforwar...

2008 |Discretion Bdgt Sys 6011000000601 1411000 |Bdgt Off Mon-Personnel |08/17i2007  |500367974 2 286700 |Transfers (receivers) |2006-07 Bdgt Office Year-end C

2008 |Discretion Bdot Sys| 6011000000/ 6011411000 |Bdat Of Mon-Personnel (0971172007 | 500372754 I 1,110.00 |Criginal Budoet 0702 Orig Bdgt Adjust

2008 |Digcretion Bdgt Sys|6011000000/601 1411000 |Bdat Of Mon-Personnel (0271372008 | 500402247 2 1,047.00 |Transfers (receivers) |Budget Office Excel Advanced Tr..

2008 |Discretion Bdgt Sys|6011000000/6011411000 |Bdot Cf Mon-Personnel (047142008 |500413198 1 0.01-|Transfers (senders) | Training entry for SAP Manual to ...

2008 |Discretion Bdgt Sys 6011000000601 1411000 |Bdgt Off Mon-Personnel |04/14i2008 |500413189 1 0.01 |Transfers (senders) | Training entry for SAP Manual to

2008 |Discretion Bdgt Sys |6011000000| 6091411000 |Bdat Off Mon-Personnel | 04142008 |500413196 1 0.01-|Transfers (senders) | Training entry for SAP Manualto ..

2008 |Discretion Bdgt Sy=|6011000000|6011411000 |Bdgt Off Mon-Personnel |04/14/2008 |500413198 2 0.01 |Transfers (senders) | Training eniry for SAP Manualto ..
MOM-PERS... I = 10,564.00

To Print:

a Click the Printicon g8
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SAP FINANCE SYSTEM

SAP BUDGET MANUAL

O When the Print display appears click on Columns displayed

| Columns displayved |

| Mass print drilldown list |

| Mass print detail list |

®

Q Set the Print properties as follows. Note: The printer name that appears when you choose local

will be your own network printer.

Print Screen List

Output Device locl [a)
Windows printer HF Laserlet 4250in PS ]
Mumber of copies 1

Mumber of pages
@ Print all

(I Print from page ] To a

w”  Properies ¥

Q Click the green check mark ¥l to print.

M4 SAPLPD.LOG - SAPLPD

File Protocol Options Debug Language Help

=10l x|

[4:11:01 PM] Mumber of processors: 2

[4:11:01 PM] lcon DLL loaded.

[4:11:01 PM]

[4:11:01 PM] Network Communication via SAP-NiLib

[4:11:01 PM) Hostname: dilwobud-b5699

[4:11:01 PM] IP Address: 13527520.2069886680.32.1223880

[4:11:01 PM)

[4:11:01 PM] SAPLPD Version 6.28 for Windows/NT [OPT] is listening
[4:11:01 PMW] OS-Info: version = 5.1, build = 042600, text = Service Pack 2
[4:11:01 PM] Copyright ©@ 1992-2001 SAP AG

[4:11:01 PM)

[4:11:11 PM]

[4:11:11 PM) send_status called

[4:11:11 PM] send_status called

[4:11:11 PM] send_status called

[4:11:11 PM) send_status called

[4:11:11 PM] send_status called

[4:11:11 PM] Job 001 6mASH.PRD for user 60TRUSER gqueued.

[4:11:11 PM] Start printing job 0016mQSH.PRD on printer HP LASERJET 4250TN PS5
[4:11:11 PM] Printjob 0016mQSH.PRD, 1 pages finished.

[4:11:11 PM) Elapsed time 0.578 sec [0.016 sec. used by windows]

L

[4:11:11 PM) Receive job for printer HP LaserJet 4250tn PS5 [Berkeley LPD protocol  RFC1179]

Note: A print log will
appear on your desktop
taskbar. When printing is

complete, click closelXl |

Revised April, 2008
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SAP FINANCE SYSTEM

SAP BUDGET MANUAL

To Export to Excel:

O Choose List — Export — Spreadsheet

P
Print

[CHE

Cirl+Shift+F10
Ctrl+P

LCrystal Reparts Batch Printing

Ca@ LHE SDLD FE @m

Document Number

Ctrl+Shift+Fa Selections

Export 3 Word Processing...
SendTo 4 Spreadsheet...
Exit Shift+F 3 Local File... Ctrl+Shift+F3
Extended Storage of SAP Query
Crystal Reports File
Copy URL to Cliphoard Shift+F1
Year|Fund name Fund Funds Center|FC name|Cmmt itermn | Gl text Created on Doc.no.| PRw|z Budaet| Budget type text Text
2008|Discretion Bdgt Sys (6011000000 (6011411000 |Bdgt Of |NON-PERS.. |Mon-Personnel |06/ 272007  |500322180 & 4,440.00 |Original Budget 2007-08 Start-up Budget
2008 |Discretion Bdgt Sys (6011000000 (6011411000 |Bdgt Off Mon-Personnel (0772152007  |500359185| 34 1,100.00 |Budget Carnfonsard...
2008 |Discretion Bdgt Sys (6011000000 (6011411000 |Bdgt Of Mon-Personnel |08/ 772007 |S00367H74 2 2 BB7.00 |Transfers {receivers) |2006-07 Bdat Office Year-end Carr..
2008 |Discretion Bdot Sys |6011000000 (6011411000 |Bdgt Of Mon-Persannel |09/11/2007  |500373754 I 1,110.00 |Original Budget 0708 Orig Bdgt Adjust
2008 |Discretion Bdgt Sys (6011000000 (6011411000 |Bdgt Off Man-Personnel (0201 32008  |500402247 2 1,047.00 |Transfers {receivers) (Budget Office Excel Advanced Trai...
2008 |Discretion Bdgt Sys (6011000000 (6011411000 |Bdgt Off Maon-Personnel (0401472008 |500413198 1 0.01-|Transfers (senders) |Training entry for SAP Manual tore...
2008 |Discretion Bdgt Sys (6011000000 (6011411000 |Bdgt Off Man-Personnel (0401472008 |500413195 1 0.01 |Transfers (senders) |Training entry for SAP Manualtore..
2008 |Discretion Bdgt Sys (6011000000 (6011411000 |Bdgt Off Maon-Personnel (0452172008 |500414485 1 0.01-|Transfers (senders) |Training entry for SAP Manual tore...
2008 |Discretion Bdgt Sys (6011000000 6011411000 |Bdgt Off Mon-Personnel (0472172008  |500414490 1 0.01 |Transfers (senders)  |Training entry for SAF Manual to re...
2008 |Discretion Bdgt Sys (6011000000 (6011411000 |Bdgt Of Mon-Personnel 0451452008 |500413136 1 0.01-|Transfers {senders) |Training entry for SAP Manual to re..
2008 |Discretion Bdgt Sys (6011000000 (6011411000 |Bdgt Of Mon-Personnel 0451452008 |500413138 2 0.01 |Transfers {senders) |Training entry for SAP Manualtore..
2008 |Discretion Bdgt Sys (6011000000 (6011411000 |Bdgt Of Mon-Personnel 0472172008 |500414488 1 0.01-|Transfers (senders) |Training entry for SAP Manual to re
2008|Discretion Bdot Sys (6011000000 (6011411000 |Bdot Of Mon-Personnel | 0452172008 (500414489 2 0.01 |Transfers (senders) |Training entry for SAP Manual to re...
NON-PER... = 10,564.00

O Click the green check mark through the Information box

Revised April, 2008
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SAP FINANCE SYSTEM SAP BUDGET MANUAL

O Select “Table” as the export object and click the green check mark

Q Select “Microsoft Excel” as the option and click the green check mark

[ 0]
%

O You may have to change the formatting of the file. Save the resulting spreadsheet copy as a file.

E3 Microsoft Excel mEES

© File Edit “iew Inset Fomat Tool: Data GLSU  ‘Window Help  Adobe PDF |Typeaquestionfor help |v|

{1 [5 CloseRetuntoBasis (1) [l SaveCopwds.. | = (A PageSetup.. B ClearPrintiea | 57 | 4 Ea [ - SR g -4 % - @ H : . |D
vpe & guestion for help

: il <10 +|B I U et = [ 34 3% @ 2 »-A-s@lL
Q |- Y | E Hy @3 ¥# Reply with Changes... End Review... H % ﬁ H @ H
Al5 - 3
;-::_{ Worksheet in Basziz [1)
9 .85 | ¢ | o0 | E | _F | G | H I [ __J | K

1
L'@DDB Discretion Bdgt Sys 5011000000 5011411000 Bdgt Of NON-PERSONMEL Mon-Personnel 1500322180 005 Original Budget 2007-08 Start-up Budget
iﬁDDB Discretion Bdgt Sys 5011000000 B011411000 Bdgt Of NOM-PERSOMMEL Mon-Personnel 1500359195 134 Budget Carryforward (Receiver)
iﬁDDB Discretion Bdgt Sys 5011000000 5011411000 Bdgt Of NOM-PERSONMEL Mon-Personnel T500367974 D02 Transfers (receivers) 2006-07 Bdgt Office Year-end Cart
iﬁDDB Discretion Bdgt Sys 5011000000 5011411000 Bdgt Of NOM-PERSOMMEL Mon-Personnel 1500372754 D07 Original Budget 0708 Orig Bdgt Adjust
iﬁDDB Discretion Bdgt Sys 5011000000 B011411000 Bdgt Of NOM-PERSONMEL Mon-Personnel 1500402247 D02 Transfers (receivers) Budget Office Excel Advanced Tra
L'EDDB Discretion Bdgt Sys 5011000000 B011411000 Bdgt Of NOM-PERSONMEL Mon-Personnel 1500413198 D01 Transfers (senders) Training entry for SAP Manual to r
iﬁDDB Discretion Bdgt Sys 5011000000 B011411000 Bdgt Of NOM-PERSONMEL Mon-Personnel 1500413199 D01 Transfers (senders) Training entry for SAP Manual to r
i’?DDB Discretion Bdgt Sys 5011000000 5011411000 Bdgt Of NON-PERSOMMEL Mon-Personnel 1500414489 D01 Transfers (senders) Training entry for SAP Manual to r
ﬂﬁDDB Discretion Bdgt Sys 5011000000 B011411000 Bdgt Of NOM-PERSONMEL Mon-Personnel T500414420 D01 Transfers (senders) Training entry for SAP Manual to r
lﬁDDB Discretion Bdgt Sys 5011000000 B011411000 Bdgt Of NOM-PERSONMEL Mon-Personnel T500413196 D01 Transfers (senders) Training entry for SAP Manual to r
iﬁDDB Discretion Bdgt Sys 5011000000 B011411000 Bdgt Of NOM-PERSONMEL Mon-Personnel 1500413198 D02 Transfers (senders) Training entry for SAP Manual to r
QQDDB Discretion Bdgt Sys 5011000000 5011411000 Bdgt Of NON-PERSONMEL Mon-Personnel 05004144858 D01 Transfers (senders) Training entry for SAP Manual to r

14 2008 Discretion Bdgt Sys B011000000 5011411000 Bdgt OFf MON-PERSOMMEL Mon-Personnel 500414483 T02  Transfers (senders) Training entry for SAP Manual to r

15

Revised April, 2008
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SAP FINANCE SYSTEM SAP BUDGET MANUAL

To view and print the transactional detail making up actual expenditures or open commitments

Q After commitment items have been selected, put the cursor on one of the dollar amounts in the
Commitment or Actuals column

Q Click on Extras — Line items

Goto

Eeport  Edit

ft parameters Ctrl+Shit+F11  [§ £9 | ]| &

Aftributes F7
Execute Budget Status
El B Bi w Line items %

Comment *
Budget Wersion - @ port - Fiscal Year 2008

carried forward to next year)

Wariant: G011 WOW-PERS
Fund 6011080060 - Discretion: Create Exception.. 0OE0ag - Discretionary Budget System
From Funds Genter go11411pgg| CMange Bxceptions. Comnitment Itens
To  Funds Center GO011411000 | Display exgeptions... 3-TRAN - 3-TRANW

Celete Exceptions..
Budget wersion O Additional Functions v Fiscal Year 2008
—MNavigatian
Funds Center 4
Fund
Budget type .
hmount type A
O R

Total
Commitment item Budget Commitment Actuals

{J= SEHE!Z2-EXPENSES Expenses
ob— SSHE/NON-PERSONNEL Man-Persannel 10,564 .60
9 - SSHE/OPERATING Operating
L} L- SSHE/OTHER_EXPENSES Other Expenses
L = SSHE/BBE5 Postage/Freight
L} Ly 55HE/BE5100 Postage!Freight/Ship i]5.15 >
L - SEHE/B0OA Telecom Charges

Q Click on the select layout icon =

@ TIP: To save layout as default, click

ave Layout icon =

OS

List Edit Goto Wie stern Help "
g Ql@@@l@[ﬂﬂﬂl@@@@|ﬁ|@ Sawveas. | Savewith |
Document Journal
Layout A‘Layuumeﬁtnmmn Default setting
@|&ﬁ?|2%|@|@l}ﬂﬁ%ﬂﬁ| o |Se|ections
L\
L]l 1[+][+]
Document Journal
Save layout GLR Layout
FM Area GoHE Mame (j\audvs‘Lavuutr
Year commitment item SesRee
Commitment item 605100
Funis Center 6011411000
Fund BOT1000000 v| %
arttpa™| Pra|FM psto d. )= Pymt Bdat| Commt bdat| Crmt iter| Funds Center |Fund GiLace[Ted Name your Iayout and check the Default
0100 10712312007 7.08 G05100  |GO11411000 |6011000000 |G04100(UP o
10713172007 078 05100 |6011411000 |eot1ooooon |eoatoo|Pod  Setting box. Click the green check mark
2|08r31/2007 114 B0S100  [E0T1411000 (6011000000 |B05100(Poy o Enter
3083002007 134 EO0S100 |G011411000 |6011000000 |605100(Fo
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SAP FINANCE SYSTEM SAP BUDGET MANUAL

O Find and click on the layout entitled “/60MILLERSVI”

Layout Layout description Default setting
OSAPSTAMDA | SAP Standard Layvout Yariant
IGOMILLERSYI |Millersville line iterm layout
G GRAMNS  [JKG Grants

Sy, DETAIL

ISAPSTANDA . |SAP Standard Layout Wariant
Test- CAH

%

Q Click the green check mark ¥ or Enter.

Q The following report results will be displayed.

0 N e 3 N NN L

Document Journal

&FE BE O

@ T % 06| E S| B seledons.

Fund name Fund Funds Center |FC name|Qrder| Short text?WBS Elem. Descr.| Crmmt item ™| Cl text GiL Acc |FM pstg d. | type text

Discretion Bdgt Sys (6011000000 (6011411000  (Bdgt Of 605100 Postage/Freight'Ship |605100|07/23/20 1900341206 |Invces

Discretion Bdgt Sys  |B011000000 (6011411000  |(Bdgt Of Postage/Freight'Ship (605100 073152007 rofit transfer postings

Discretion Bdgt Sys (6011000000 (6011411000  (Bdgt Off Fostage/Freight’/Ship (605100 |08/31/2007 (100751685 |Profittransfer postings

Discretion Bdgt Sys (6011000000 (6011411000  |(Bdgt Off Fostage/Freight’'Ship 605100 |09/30/2007 (100787530 |Profittransfer postings

Discretion Bdgt Sys  |6011000000 (6011411000  |(Bdgt Off Fostage/Freight'Ship (605100 |10/3152007  |100809773 |Profittransfer postings

Discretion Bdgt Sys  |B011000000 (6011411000  |(Bdgt Of Postage/FreightiShip (605100 |11/30/2007  |100822489 |Profittransfer postings

Discretion Bdot Sys  |6011000000  |6011411000  |Bdot Off FPostage/Freight'Ship 605100 |12/31/2007  |100832038 |Profittransfer postings

Discretion Bdgt Sys (6011000000 (6011411000  |(Bdgt Off Fostage/Freight’'Ship (605100 |01531/2008 (100881256 |Profittransfer postings

Discretion Bdot Sys  |6011000000 (6011411000  (Bdot Off Fostage/FreightShip (605100 |02/2952008  |100909560 |Profittransfer postings

Discretion Bdgt Sys  |6011000000 (6011411000  (Bdot Off Fostage/FreightiShip 604100 (0373172008 |100918496 |Profittransfer postings
605100 L,

i,

Q You can drill down into the document itself by double clicking on the document number.
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Q The actual document including all line items and details will be displayed.

Document  Edit Goto  Setti

afi CaQ CHE DDLD EE @@
Document Dvmmsphy

02NN CHRR A S a3 B B¢ [ [ choose [@ Save TP [ 25 E H Taxdata H [E

s Environment  Systerm  Help

Nt
Doc.type :© KR ( Wendor invoice ) Normal document
Doc. Number 1900341206 Company code S5HE Fiscal year 2008
Doc. date oy i14/2007 Fosting date aré23r2o0v Period 1
Calculate Tax
Ref . doc. OOOOE5Y 354287
Doc . currency UsD
Itm|PE|Account | Account short text Amount |Bu| Cost Ctr  (Order [WBS element Funds Center Fund F&  |Text
1] 312075143 |United Parcel Servic T9.42- |60 Aoct#55Y354 - wie-T/14/07
2| 50| 6E5160 Fostage/Freight/Ship G.15- |60 6016709000 GE167RI00E GE16E0EOAS| 6390 | UPS - Acct#BEV3E4 - wle-T/14/.
3| 40| 6E5160 Fostage/Freight/Ship T.09 |60 6011411000 GE11411000 GO11600008) 6220 | UPS - Acct#BEV3E4 - w/e-T/14/.
4140| 605160 Postage/Freight/Ship T8.48 |GO(6E11418000 GE11418000 GE11E00008) 6310 | UPS - Acct#BEV3E4 - wie-T/14/.
o.oo

Q Click on the hat to display the header text. &2

Document Header: Company Code S5HE
Documenttype; KR vendor invoice
Doc.Header Text
Fequest Mumber
Reference DERAEEYIR42ET Document Date By 1442807
Faosting Date A7 2302007
Currency Ush Fosting Period b1 & 20608
Ref. procedure BKPF  Accounting docurment
Referance key 1900341 20655HEZ008 Log.Systern  PROCLNTZA0
Enterad by BEJERY Farked hy
Entry date A7 2302007 Tirne of Entry 14:35:53
TCode FEGO
Chanoged an Last update
v K

Q To exit the header details, click the green check mark ¥ or Enter.

Q To get back to the report, click the back arrow two times ae
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Budget Status Report for Student Wage Account Codes

Procedures:
To receive departmental budgets for student wages

Q Enter transaction ZBUDSTAT_NOCF

Q The following selection entry screen will be displayed

Z|  aliBe@@DHE S0 FEIeE

Selection: Budget Status NoCfrwd to Next Yr

Standard selections

Fund =i @ to
Key date 10/09/2006

Hierarchy Variant

Funds Center to
‘Year commitment itern

Varlant folclc)

Commitment iterm

Report selections
Fiscal year 4
Budget version

Cutput type
() Graphical report-output
® Classic drilldown report

Q Click the select report variant icon

Q The Find Variant menu will be displayed

Wariant
Environment

Created by GOUSERE
Changed hy
Qriginal language

3

L

ZAUDSTAT_NOGF [l kouka | N8/

Revised April, 2008
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Q Enter 60* in the Variant field and clear out the Created by field

Find “ariant

Yariant
Ervironment
Created by
Changed by

G *

Qriginal language

lolelelols

(2

Q Click the execute icon @

Q Use the right scroll bar to find and select the variant
“60STDNTWAGES”

ABAP Variant Directory of Frogram GF

Y OAANHITELT IO0SAAFY

&% 6|2
Yariant catalog for program GPIYIAINHYTBLTIOSASFYLIKERIZD
Wariant narme Short descriptn. || Cha
BOSOESTILWYAG . |SOE Disc StWages A
BOSTCTRRECAP ML Student Center Recap A
BOSTORTWAGES |MLU Student Wages AR
BOSTILWMYAGESE. .. MU StuWWages E&G AR BOD
BOSYTECMTHLY |Sytec Monthly Invoicing A =
—
BOTEMPHELP Ml Temp Help Bdot Repart AR EDDE
BOLASTWAGES  |Univ Adv Disc StYwages A EDDE
[ [ LAl [
v X

TIP: If you type “60stdntwages

into the Variant name field the next
time you run this report the variant
name will appear in a drop down.

Find “ariant

Wariant
Enviranment
Created hy
Changed by
Qriginal language

GAstdntwages

6 3

Find “ariant

Wariant
Enviranment
Created hy
Changed by
Qriginal language

GEnanpersonnel
60

6 3

O Click the green check mark ¥ or Enter.
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Q You must enter the appropriate fund, funds center and fiscal year as shown below:

Frogram  Edit Goto

& a0 e EHE SDL0 BE @
Selection: Budget Status NoCfrwd to Next Yr
Z¥ [f  Classification

Standard selections
Fund 6011000000 to 2

Key date 1142872006

Hierarchy Wariant
Funds Center 6011272000 to 2

Year commitment iterm
Wariant neg
Comrnitrnent iterm 510580 to

Report selections

Fiscal year 2988 2008
Budget version

Qutput tvpe
) Graphical report-output
® Classic drilldown report

Q Click the execute icon @.

Q The following results will be displayed:

Eeport  Edit Goto M te Ex Settin termn  Help
T B dH e SHE DDon BHE @
Execute Budget Status NoCfrwd to Next Yr: Detail
[ 0y T & Murnbet format.. | B 7

Budget Yersion - @ Budget Status Report - Fiscal Year 2008 MO CARRY FORWARD
(ho adjustment for items carried forward to next year)

Yariant: GOSTONTWAGES

Fund 611000808 - Discretionary Budget System to GE11000008 - Discretionary Budget System

From Funds Center GB11272000 - Biology Dept Commitment Items
To  Funds Center GE11272000 - Biology Dept 510580 - 510580

Budget wersion 0 Fiscal Year 2008
—Navigatiomn
Commitment item 4
Funds Center

Fund .
Budget type x
28 %

Lead calumn Budget Commitment Lotuals Tot Combct dvailahle

Total 27.,018.00 16,508.83 16,508.83 10,509.17

1enerated by: GOTRUSER an B4/18/2008 - 13:58:19 in PRD 300 Report: ZBOBLDSTXC Transaction: ZBUDSTAT_WOCF
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Q Click on the Mountain icon <& this will highlight the navigation criteria. Select Commitment item.

Eeport  Edit Goto Mavigate s etting:

& B H @ EHE DDo0 FE @0
Execute Budget Status NoCfrwd to Next Yr: Detail
ENEY P

Budget Yersion - @ Budget Status Report - Fiscal Year 2008
(no adjustment for items carried forward to next year)
Yariant: BOSTOWNTWAGES

Fund 6011000008 - Discretionary Budget System to 611080080 - Discretionary Budget System
Fram Funds Center GO11272000 - Biology Dept Commitment Items
To Funds Center GE11272000 - Biology Dept 510580 - 510580
Budget version @ Fiscal Year 2068
—Hhavigation
Commitment item Y
Funds Center .
'_"H'T
( Budget type b
@W
Lead calumn Budget Cammitment hotuals Tot Comdct Bvailahle
Total 27,0158 . 80 16,508, 83 16,508, 83 10,509.17
lenerated by GBOTRUSER an O4/18/2008 - 13:58:19 in PRD 300  Report: ZOBBDSTXEC Trans

Q The report will appear as follows:

port  Edit

B Ccaq SHR ahan BRI @0 —
Execute Budget Status NoCfrwd to NeXT¥r: Overview
HEELTEF & K4 M =B Numberomat. | B 2
Budget Wersion - B Budget Status Report - Fiscal Year 2008 ND CARRY FORWARD

(no adjustment for items carried forward to next year)
Wariant: GOSTDNTWAGES
Fund GE110000068 - Discretionary Budget System to BO11000000 - Discretionary Budget System
From Funds Center GO11272008 - Biology Dept Commitment [tems
To Funds Center 6011272008 - Biology Dept 510580 - H10580
Budiget version 0 Fiscal Year 2008
—MNavigation
Funds Center .
Fund
Budget type
Amount type A
G X
Total
Commitment item Budget Commitment Actuals Tot Coméct Available

{= G5HE/2-EXPENSES Expenses
oL~ 55HE/PERSONNEL Fersonne
9 - SGHE/SALARIES_&_WAGES Salaries & Wages
) L~ SSHE/S10 Student Employment
9 -+ SSHE/510528 Univ Funded Std Empl 27,818.00 16,508.83 16,508.83 10,509.17
4» Total 27,018.00 16,508.83 16,508.83 10,509.17
1enerated by: GOTRUSER on B4/18/2008 - 13:58:19 in PRD 300 Report: ZOABDSTXEC Transaction: ZBUDSTAT_MWOCF

Q Click the Print icon to print immediately =

To view and print the transactional detail making up departmental budgets, open commitments and
actuals
Q Follow procedures as outlined on pages 4-9 through 4-13.
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Budget Status Report for All Account Codes
Procedures:

To receive departmental budgets for all account codes
Q Enter transaction ZBUDSTAT_NOCF

Q The following selection entry screen will be displayed

O You must enter the appropriate fund, funds center and fiscal year as shown below:

Edit

Systern Help
B HI e SHE ahoan BE @
Selection.: Budget Status NoCfrwd to Next Yr

(Er [ Classification

Standard selections
Fund 011000080 to

Key date 1142812006

Hierarchy Yariant
Funds Center 6611411600] [3)to

Year cammitment iterm
Yariant [EE

Commitment item to

Report selections
Fiscal yvear 2003 2008

Budget version ]

Program Goto

Qutput tvpe
() Graphical report-output
@ Classic drilldown report

Revised April, 2008
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Q The following results will be displayed:

Report Edit Goto e Ex Seftings  Systern  Help
& ||| I H e CRE DDhon EE @
Execute Budget Status NoCfrwd to Next Yr: Detail
@ I8 TF i Number format... | 5 [Z7

Budget Version - @ Budget Status Report - Fiscal Year 2002 MO CARRY FORWARD
(no adjustment for items carried forward to next year)
Wariant:
Fund GE11REEANE - Discretionary Budget System To GETTAEEAAE - Discretionary Budget System
Fraom Funds Center GE11411800 - Budget Office Commitment Items
To Funds Center GA11411000 - Budget Office ! -
Budget wersion 0 Fiscal Year 2008
—MNawigation
Commitment item 4
Funds Center
Fund .
Budget ftype *
A0 %
Lead column Budget Commitment hotuals Tot Combct Lvailahle
Total 276,737 .00 221.60 201,974,603 202,195 .63 58, 54137
1lenerated by: GOTRUSER on O4/18/2008 - 14:23:41 in PRD 300  Report: ZOOBDSTXEC Transaction: ZBUDSTAT_NOCF

Q Click on the Mountain icon 4 this will highlight the navigation criteria. Select Commitment item.

BEeport  Edit Goto  Mavigate ] Settings 3 - Help
& BaH e SHE Dhan EHE @m
Exectite Budget Status NoCfrwd to Next Yr: Detail
EYEN
Budget Version - B Budget Status Report - Fiscal Year 2008
(no adjustment for items carried forward to next year)
Variant:
Fund 6011000000 - Discretionary Budget System to GE11080880 - Discretionary Budget System
From Funds Center GO11411000 - Budget Office Commitment Items
To  Funds Center GE11411000 - Budget Office ! -

W Figcal Year 2003
—Navigatiaon
Commitment item ,} 4

Fund .
Budget type A
FHo
Lead column Budget Commitment Actuals Tot Comfct Available
Total 270,737 .00 221 .60 201,974 .03 202,195 .63 68,541 .37
1enerated by: BOTRUSER on o4/18/2008 - 14:23:41 in PRD ann Report: ZOCEDSTXC Transa

Revised April, 2008 4-24



SAP FINANCE SYSTEM SAP BUDGET MANUAL

O The report will appear as follows:

Beport  Edit Goto ings =tem Help
10 eEe oHE Do BEE @@
Execute Budget Status NoCfrwd to Next Yr: Overview

HEIDRT ST &8 44 v M s iE = E Nomberformat. | B (2

ate
g

Budget Version - A Budget Status Report - Fiscal Year 2003 NO CARRY FORWARD
(no adjustment for items carried forward to next year)

I[«1l]

Wariant:

Fund GE1100000E - Discretionary Budget System To BO110E000E - Discretionary Budget System

From Funds Center G011411008 - Budget 0ffice Commitment Items
To  Funds Center GE11411000 - Budget 0ffice ! -
Budget wersion 0 Fizcal Year 2008
—MNavigation
Funds Center &
Fund
Budget type . [ |
Lmount type hi
HO %
Total
Commitment item Budget Commitment hctuals Tot Comfct Ivailahle
{= SS5HE/2-EXPEMWSES Expenses
4= SSHE/PERSOWMEL Personnel
9| [+ SSHE/SALARIES_& WAGES Salaries & Wages
4| = S5SHE/IMCREMEMTAL_BENMEFITS Incremental Benefits
g = SEHE/G4X FICA
g - SEHE/B4%2 FICA-AFSCHE 3,611.680 2,699.10 911.90
4 — SSHE/5402 Medicare-AFSCHE
g Ly SSHE/E40200 AFSCHME Medicare 511.60
g ~ SSHE/B412 Social Sec-AFSCHME
Q L» 55HE/541200 AFSCHE Soc Sec 2,187.50
L] = SSHE/54X3 FICA-Management 11,251.00 8,652.79 2,588 21
9 = S5HE/B403 Hedicare-Hamt
9 L} SEHE/H40300 Management Medicare 1,640.07
9 = S5SHE/5413 Social Sec-Mgmt
9 b 55HE/541300 Hanagement Soc Sec 7.012.72
9 —= S5HE/543 Workers' Comp
4 - S5HE/5432 Workers Comp-AFSCHE 944 .00 342.02 GE1.98
g L+ S5HE/543200 AFSCHE - Worker's Cao 342.02
g - SEHE/5433 Workers Comp-Momt 2,941.00 1,141.20 1,799.80
Q9 L» 55HE/543300 Mgmt Workers Comp 1,141.20
L] —= S5HE /55X Retirement Contrih

[ | ZBUDSTAT_NOCGF [ | astra | OVR

Q Click the Print icon to print immediately =

To view and print the transactional detail making up departmental budgets, open commitments and

actuals

Q Follow procedures as outlined on pages 4-9 through 4-13

gl
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Restricted Fund Balance Reporting

Use
This report will provide you with your balance available for any restricted funds. A restricted fund is any fund
that does not begin with 601.

Transaction Code
ZBALSHTSUM

Menu Path
Note — You will need to create your own favorite (see Chapter 1, pagel-18) or type in the transaction code in
the direct access field as shown below.

Menu Edit Favorites Euxtras  Systern Help

&4 | ZBALSHTSUM 24 H @0 BHE DDo8 HE @
SAPEasyAccessl’%
B | & | B 2| v

=« Favorites
[ ] S&P User Favorites Folder for fo-live

Procedure:

You must enter your appropriate restricted fund number
Enter 60 in the Business Area field

Enter current fiscal year

In the Period field always enter 16

Click the execute icon @.

0O Oo000o

Program  Edit Goto Systemn

Help

& /A B Q@ DHE ODOa BRI @
BALANCE SHEET SUMMARY
@ &
Fund 6033500024 to
Business Area G0 to
Fiscal Year 2008
Period 16
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Q The following results will be displayed:

List Edit Goto

em  Help

& || BdH CEQ BHE Do EE @ m
BALANCE SHEET SUMMARY
PENNSYLYANIA STATE SYSTEM OF HIGHER EDUCATION Date:04/22/2008
User: BATRUSER BALANCE SHEET SUMMARY Time: 16:20:18
Client: PRD3OQ Fund Range :GR33500024; Business Area (G0; Fiscal Year :(2008; Period :16 Fage: 1
Fund Range : GO33500024
Fiscal Year : 2008
Business Area : Hillerswille
Feriod : 16
Description CURRENT  YEAR :> ‘PREVIDUS YE&R INCRELSE (+/-)
T
CURRENT ASSETS
CASH AND CASH EQUIWALEMTS 5,602 67 4 634.03 968,64
TOTAL CURRENT RSSETS 5,602 67 4. 634.03 4968 .64
TOTAL ARSSETS 5,602 67 4. 634.03 968 . 64
CURRENT LIABILITIES
LCCOUNTS PAYABLE AND ACCRUED EXPENSES
A/P, SUPPLIES AND SERYICES 6.0e 559,72 559.72-
&/P, OTHER 6.0e a.ee a.ee
TOTAL CURREMT LIABILITIES 6.0e 558,72 5B . 72-
TOTAL LIABILITIES 6.0e 5EQ. 72 BB . T72-
MNET ASSETS
RESTRICTED FOR
EXPENDLELE
EXP OTHER 5,602 67 4 074 3 1,528.36
e —
TOTAL MET ASSETS < 5,602 67 > 4,874 31 1,528 36
TOTAL LIABILITIES AND MET ASSETS 5,602 67 4 .634.03 958, 64

Your current available fund balance is listed in the Current Year column under “Total Net
Assets.”

O Click the yellow up arrow twice to exit report

List Edit Goto

& || @ﬂl@@ﬁ|§[ﬁ][&|@@ﬁ@l@|@
BALANCE SHEET SUMMARY Al
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FREQUENTLY ASKED QUESTIONS

1. What do I need to do if | need to run a report for multiple funds centers?
e Please contact the Budget office to create a variant report for your use.

2. What if my screen is missing the headers?

Report  Edit

Goto  Mavigate Extras

3B COQ CHE DL BHE @
Execute Budget Status NoCfrwd to Next Yr: Detail
I ™ & Nurnber format.. [Zy [

eftings  System  Help

[

1«1[>]

Budget wersion @ Fiscal Year 2008
—Mavigatiarm

Commitment item 4

Funds Center

Fund .
Budget type v
20%

Lead column Budget Commitment Aetuals Tot ComAct Available

Total 10, 564.00 221.60 8,070.48 &,202.08 2,271.92

1enerated hy: GETRUSER on O4/16/2008 - 14:27:06 in PRD 3080  Report: ZOOBDSTXC Transaction: ZBUDSTAT_NOCF

e To turn the headers on go to Settings and select Header on/off

Feport  Edit Goto Mavigate

Help

& | al 4 O eTTenCy Ctri+ShifttFa €9 | =] | @
Mumhber farmat.. Cirl+F11

Execute Budget Status NoCfi

A g T &5 Nurmber format...
Undo ¥

Budget wversion A Fiscal *

—Navigatian )

Commitment item N Farmat display onfoff

Funds Center

Fund .

BUHget typa = Header onfoff [%

Pl F Footer anfoff

Lead column Budget Reporttest on/of Tot Comtct foiaile
Total 10,564 00 | a6} | [T ¥ | a8,292 @8 2.0
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3. What if my screen is missing the US dollar amount?

Eeport  Edit Goto

Execute Budget Status NoCfrwd to Next Yr: Detail
In TF &H Mumber farmat.. Sy [

Budoget Yersion - O

Yariant: G011 NONW-PERS
Fund GE11OEEEAD - Discretionary Buddet Swystem

From Funds Center 6211411000
To  Funds Center GE11411000

- Budget 0ffice
- Budget O0ffice

Budnget Status Report - Fiscal Year 2008
(no adjustment for items carried Torward Lo next wear)

to GAT1EEAAEE - Discretionary Budget

Budoget wersion ©

Fiscal Year

—hawigatiarn
Commitment item F
Funds Center
Fund :
Budget type T
L0 R
Lead column Budget el TR ACroaT S —*$ﬁt-ﬁﬁﬂﬂe¢....__ﬂggllEElEL
—
(:’—V 1 UsD 1 USD 1 UsD 1 5D 1 UsD <‘~\>
Total
N~ ]
e To turn them on go to Settings and select Format display on/off
Eeport  Edit Goto aysterm Help
(V] CUFTENEY... Ctrl+Shift+F9  § &Y
Murmber format... Cirl+F11
Execute Budget Status NoCfi
In TF &4 Number format.. [
Undo ¥
Budget %ersion - 0 nort
- car
yariant: 6811 NON-PERS “lzitet dlspplaly; oubin [y
Fund GE1100EE0E - Discretionary Buds HEEE
From Funds Genter 5811411000 Header onfoff
To Funds Center GE11411000 Footer onfoff
Report text onfoff
Budget wersion o
——Hhlav ratd e
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4. Can | increase the font size?
e Yes, there are two ways to change the font size.

) [
o In SAP click on the Customize Local Layout icon .
o Select New Visual Design

Menu Edit Favarites Extras  Systern  Help

g | 2dH C@a 2EMB 2hOa EE @
Options... i
SAP Easy Access LgnoE
Mew Visual Design... %
L& = | 2 | (%3] & | v |~ Set Colorto Systern...
= 3 Favorites Cliphoard ' .-.
b [ 58P User Favorites Folder for go-live Generate Graphic b
= 3 BAP menu Create Shortcut.. i
b [ Office Activate GUIXT ]
| Cross-Application Components 1
[ [ Logistics !
I» [ Accounting Script Development Tools... .
[ [ Hurman Resources SAF GUI Scripting Help
. =
> [ Infarmation Systemns Default Size
> [ Tools
Hard Copy
Guick Cut and Paste
Spell Checker
SAP GUIHelp -
About...

o Slide the bar to the right to increase the font size — click Apply — OK.

LI Settings

General Color Settings .
h | You must exit SAP for
Ative Themne Forit Size the Settings to take
The change ta the therme will be The change ta the fant size will be aﬁeCt.
effective with the firzt new frantend effective with the firzt new frontend
mode pou start mode you start
Smaller Larger
Systemn Dependent et
1003 [}3

Sound
@ Op

) 0ff

0K | | Cancel | | Apply
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(Continued)
4. Can | increase the font size? (Option 2)

o On your computer desk top you should have an icon called “Tweak SAP

double click on the icon.

= SAP Tweak GUI =1
=] isual Desian Visual Design You must be Slgned off
{.J Theme Selection Change the visual appearance of SAP GUI.
o oo o of SAP for changes to
_’E Interaction Desigr% take affe Ct
'!"J Keyboard Seftings Select among a list of predefined themes and styles and influence color
T3 Visualization & Interaction settings for farms and lists.

T Sound Settings
_'_D_J Spzter Infarmation

Menu

Choose one of the items to edit specific
settings for SAP GUI

| e

0k | Apply | Rewvert |
(! SAP Tweak GUI - 1Ol x|
B2 Visual Design ' 4 Font Settings
.'l%] heme S\ect\on Ab’(j Change the forts to your personal taste S e | ECt FO n t
=] Font ngs .
'j Interaction Design Settl n gS and
& Keyboard Settings
3] visualization & Interaction Drefault Farts m ake yO ur
'E] Sound Settings . . H H
@ System Information Froportional Font Settings Se I ect' 0 n . C | | C k
Fant will be uzed for label and description tests.
Aaial, 3 | J Fievert to Default ‘ Apply or O K.
Fized ‘Width Font Settings Log on to SAP
Font will be used for input fields and lists where character-aligned formatting is used. an d Vl eW yO U r
— Arial monospaced for S4F, 9 ‘ J Revert to Default ‘ font Changes.
Chaose one of the items to edit specific

settings for SAP GUI

ok Apply Revert
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5. What if | want to see all my transactions?

e Click on the column title or column footer total amount and click on Extras — Line

Edit

Goto

Execute Budget Status

anos HE @

If & F 85 B numberfarm

Budget VWersion - B

Wariant. G811 NOW-PERS
Fund 6011000000 - Discretiong

From Funds Center 6011411080
To Funds Center 6011411008

Line itarns k

verview

Comment 3

Key figure information
Create Exception
Change Exceptions
Display exceptions
Delete Exceptions.

Status Report - Fiscal Year 2008
for items carried forward to next wyear)

to 6011000000 - Discretionary Budget System

Commitment Items
3-TRAN - 3-TRAN

Budget wersion @ Additiohal Functions > Fiscal Year 2008
—Navigation
Funds Center 4+
Fund
Budget type .
Amourt type o
& x

Commitment item Budget Commitment k .ﬂctuas
{= GESHE/2-EXPENSES Expenses
oL~ 55HE/NON-PERSONNEL Non-Personnel 10,564.00
9 = SSHE/OPERATING Operating
9 L- SSHE/OTHER_EXPENSES Other Expenses
9 = S5HE/BO5 Fostage/Freight
Q L» SGHE/BOETAE Postage/Freight/Ship 1516
Q — S5HE/GO6 Telecom Charges
Q tb SSHE /606180 Telephone & Telecomm 221.60 a8 .48
Q » SEHE/BOG115 Long Dist Tele Svo 38.78
Q — SEHE/G15 Travel & Transportat
Q L» SEHE/B15180 General Travel b, BE7. 42
2 = BSEHE/B25 Frofessional Svcs
9 Ly SSHE/B25100 Professional Servcs 1,050.088
9 = SS5HE/GED Supplies
9 tb SSHE/B6E100 Office Supplies 857.22
9 » SGHE/BE0125 Honcapital Equip 135.00
Q — S5HE/GES Food Supplies
Q L» SSHE/BES116 Contractor Food Sves 188 .60
4+ Total 10,564 .00 221 6@ 8,070 48

Bepart  Edit

Execute Budget Status
EEREEZ

Budget “ersion - O

Yariant. 6011 NON-PERS
Fund GO11008008 - Discretiong

From Funds Center 6011411080

g5 Sy

Report parameters

na EE @@

Ctrl+Shift+F11
Aftributes F7
Line items %
Comment

Create Exception...
Change Exceptions..

port - Fiscal Year 2008
carried forward to next year)

OPOBOE - Discretionary Budget System

Commitment Ite

ms

To Funds Center GE11411000| Display exceptions... 3-TRAN - 3-TREN
Delete Exceptions
Budget wersion 0 Additiopal Functions Fiscal Year 2008
—Navigatiorm
Funds Center 4
Fund
Budget type .
Amount type A
e %
Total
Commitment item Budget Commitment Actuals
= GSHE/2-EXPENSES Expenses
oL~ GSHE/NON-PERSONNEL Non-Personnel 10,664 .08
¢ - SGHE/OPERATING Operating
Q0 L- S5HE/OTHER_EXPENSES Other Expenses
[} = SSHE/GO0G Postage/Freight
Q@ Ly GSHE/605100 Postage/Freight/Ship 15.16
& —= SSHE/GOG Telecom Charges
[ I:b SSHE/BOG100 Telephone & Telecomm 221.60 9g9.40
& » SEHE/GBG115 Long Dist Tele Svo 3g.7a
L} — S5HE/G15 Travel & Transportat
Q Ly GSHE/G15108 General Travel 5,687 .42
[} —= SSHE/GZ5 Professional Swcs
Q Ly SSHE/G25100 Professional Servcs 1,050. 00
& —= SSHE/GEO Supplies
[ I:b SSHE/BE0100 Office Supplies 857,22
Q0 » SSHE/GED125 Noncapital Equip 135.00
[} —= S5HE/G6S Food Supplies
] L+ 55HE/665110 Contractor Food Swcs 188.50
) Total 18,664 .08 221 60 B c.070.48
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5. SAPBUDGET TRANSFER PARKING

> How to Park a Budget Transaction.............oevievuiiiniie e ie e e eeeeene 971
> Moving Funds From Operating Reserve to Operating Pool Budget........................ 5-7
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HOW TO PARK A BUDGET TRANSACTION

Use

You ran ZBUDSTAT_NOCEF for your funds center and it becomes apparent that the funds center is running
short of funds. An administrative manager wishes to transfer funds from a different funds center and make it
available to the other. The administrative manager needs to park the transfer posting for approval from the
Budget Office.

Transaction Code
FR69

Menu Path
SAP User Favorites Folder for go-live — Budgeting — Budget Transactions

Menu  Edit Favorites Extras  System Help

& BdH C@En SRR N0 BE @m|
SAP Easy Access
BE S HE 2| v

= | Favorites
= | AP User Favorites Folder for oo-live
=+ Budgeting
TLURL- Budget Office wehsite - to find SAF user manual, contact
= ) Budget Transactions

Bl FRA3 - Park Budgef Transfer Enry]
FRT3- Change Parked Document %
FRTZ - Display Parked Document
I O Chart of Accounts
I [ Reporting
I [ Purchasing
[@) BwW_GENERIC_TYPE - MU web

—

Procedure:

O Logon to the SAP system and follow the Menu Path as shown above.
Q Enter FM Area “SSHE”

Q Click on green check mark ¥ or Enter.

Fii Area BSHE
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Q On * Park Budget Transfer: Initial screen,” enter the information in the fields in the table below:

Transfer posting  Edit Goto  Extras  Systerm Help

Bl H @@ SHE Onan BE @
Park Budget Transfer: Initial screen

Checktotal B FM Area ~ N
( A ) ( B )
Fixed budget dimensions ~\—" N/
Sender fund GET1000080  Receiver fund GE1100AEA
Budget Subtype
TIP: Run Index of
([ C ) Funds Center to
General parameters N__/ determine fund
Fid Area SSHE numbers for funds
- @ @ center. (See Chapter
Senderyear 200a Receiver year 200a 4, page 4'1)
Field Name Sender Fund Receiver Fund FM Area Sender Fiscal Yr | Receiver Fiscal Yr
Description 10 char field to 10 char field to 4 char field to 4 char field to 4 char field to enter
enter a fund enter a fund enter the funds enter budget year | budget year
management
area
User Action Select the Select the (Defaults as Enter fiscal Year | Enter fiscal Year
And Values Fund from Fund from the SSHE) funds are sent funds are received
the drop drop down from
down menu menu
Comments This is the 10 Ex: Non- Must be same as | Must be same as
diai This is the 10 digit | Personnel Pool, | Receiver Fiscal Sender Fiscal Year
igit number h
where funds will number_w ere 902 — Reserves, | Year
funds will go TO 510580 — St.
come FROM
Wages

Transfer posting  Edit Goto  Edras

afda B &@
Park Budget Transfer: Initial scree

Jystem

Checktotal | G FM Area

Fixed budget dimensions TIP: Type fund
Sender fund G561 [@recewerind IN ONCe and you
Budget Sub i
LGERERE R S will be_able to
se1zosepps e Select it from the
General parameters| 5012000005
. 20000 puII down menu
versi 615000800 in the future.
Erslan £016000005
Sender yaar GE12p0RERn | Recemeryear
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a Click on the green check mark @ or Enter.

O Onscreen “Park Budget Transfer: Entry Screen,” enter the information in the fields in the table
below:

Budget Edit Goto  Extra:

(] 3@l ead CHE DDoD BE @0
Park Budget Transfer: Entry screen

CIREE

Fid Area SSHE Budget type Transfer

varsion 2} Budget Subtype

Sender fund Go110a0000 Receiver fund 6011088080

Sender year 2008 Receiver year 2008

FPayment hudget

Itm |5 |R Funds Center Commitment itm F.Ar |Amount
1 @ | (611481000 nan-personnel bt 1008, 60|
2 |ek % W W
3 [e]D \
LY \
5 [®]d \
5 |®
i AN
8 AN
s AN
10 \
11
_ \\ I AN el
Field Name Sender Button Sender Funds . Functional
SETTE Sender Commitment Area (F.Ar) Sender Amount
Description Radio Button 10 char field to enter | 10 char field to enter a 4 digit 16 digit numeric
. . Alpha with decimals
a funds center commitment item code
User Action ltem Select the Select the Eunds Select the Always Enter Amount
And Values Sender Radio Center from the Commitment Item ‘Bdgt’ using decimal
Button dron down menu from the drop down points if needed
P menu
Comments This is the 10 digit Ex: Non-Personnel Pool,
number where funds 902 — Reserves,
will come FROM 510580 — St. Wages
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Budget

Edit

Goto

Extras

System

Help

e eae SHE Onan EE @ m

Wdyet Transfer: Entry screen
o3

FM ATES

S5HE Budget type Transfer
Yersion ] Budget Subtype
Sender fund 6011060800 Receiver fund GE11ARAARA
Sender year 2008 Receiver year 2008
FPayrment budiget
|: Itrm |5 Funds Center Commitment itm F.Ar |Amount
| 1 @ E: 1401000 non-personnel hdgt 1000, 00
| fz @ 611411000 non-persannel ot TARE AR
RNOE = N o
e [el0\
B _[el0 \
B el0] \
F[elo \
k_|o| \ N
Field Name Receiver Receiver Funds center Receiver Functional Receiver
Button Commitment item Area (F.Ar) Amount
RSl . 10 char field to enter a 10 char field to enter a 4 digit 16 digit numeric
Radio Button . . Alpha ; :
funds center commitment item code with decimals
User Action Selec_t the Select the Eunds Select _the :Alwa)’/s Enter Amount using
and Values Receiver Commitment Item Bdgt ; o
) Center from the drop decimal points if
Radio from the drop down
down menu needed
Button menu
Comments This is the 10 digit Ex: Non-Personnel Pool,
number where funds will 902 — Reserves,
come TO 510580 — St. Wages

Q Click on the hat icon & (circled in picture above) to enter a transaction description.

Please note that the description appears as the header text. Therefore, all lines of the entry will be given the
same description. To give lines a different description, you will need to enter those lines as a separate entry.
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O The following entry box will appear. Enter the description in the text field and click the green check
mark ‘¥ or Enter.

TIP: Only up to 50 characters
may be used for the header text.

Input the Transaction description here

Publelaw

_EBJMP.RI.“.EHER
v X

Q Click the check icon 8% (circled below) to be sure information is entered correctly. You will
receive the following message if everything is OK.

g, sUHRee -l p0nn BF @®F

Park Budget Transfer: Enlry screen

(2% @

WAEE! [ SsHE Budgelpe  Tanser
Verston © 0 BudgstSubbpe
_5911908909 _BBHBBDBBD
-2995 -2895
FPayment hudget
Jﬁm 5 |R |Funds Center Carnmitment itm FAr |Amount
1 @|()|6011401000 MWON - PERSONNEL EDGT 1,000,808
2 ()| @)|6011411000 WON - PERSONNEL EDGT 1,000,808 [
3 @0
4 @0
5 @0
B @0
(]
g[8O
a @0
10 |@0 [=]
L1 [0 [=]
] ] 1]

C@creskompte woomos e Y [om b owe e

Q Save document by clicking on = clicking on or pressing (Ctrl + S).
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You will return to the Park Budget Transfer initial screen and recieve the message as indicated below.

g  #|aNIeee 0HE 9000 BF @M
Park Budget Transfer: Initial screen

| Checktotal | &3 FM Area

Sender fund fo1 1880606 Recei\rerfund 6011000000
Budget Subtype

FM Area
Wersion

Sender year Receiver year

Please be sure to note the document number for your reference

In order to verify or review a completed transaction, please run the Budget Status Report
“ZBUDSTAT_NOCF.” (See Chapter 4 - SAP Reporting, page 4-3)
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Example: MOVING FUNDS FROM OPERATING RESERVE TO OPERATING POOL
BUDGET

Enter FR69 transaction code

Transfer posting  Edit Goto  Extras  Systern Help

afdH €@ SHE DTon BE @
Park Budget Transfer: Initial screen

Checktotal G FM Area

Fixed budget dimensions Enter the fund
Sender fund 118008080 Recewerfund 6A11000000 | NUMber appropriate
Budget Subtype for your funds center
1|

General parameters e e QT
Fid Area S5HE .

: fiscal year as the
version Sender Year and
Sender year 20o8 Receiver year 2008 Receiver Year

Budget Edit Goto Extra: 1 Help
& BldH @@ CHE DDhONDIER| @
Park Budget Transfer: Entry screen
aa &
M Areal S5HE Budgst type Transfar
“Yersion e] Budget Subtype
Sender fund 6611000800 Receiver fund GO1100BEAR
Sender year 2808 Receiver vear 2008
Payment budget
R |Funds Center Commitrment itrm F.Ar |Amount
)| Cfo11481000 302 BDET 1,800,800 ]
[6e11401000 NON-PERSONNEL BDET 1,860,800
|
— wralral '_”_‘E
Using the same funds center, the SENDER commitment item
would be 902 (Operating Expense Reserve). The RECEIVER
commitment item would be NON-PERSONNEL (Operating Pool
Budget).
I | PRO (13 (300} D= banshee | OVR y.
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6. APPENDICES
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0 ToRunaBudget Report........c.ccoiiiiiiii i i e e ee e e 651
O ToTransfer FUNGS.........inniei e e e e e e e een 22 072
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" TOEXPOrtto EXCel.......ovvieiiiii e e e el 6511
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TO RUN A BUDGET REPORT

Log onto SAP; select PRD; click “Connect”

Enter  User: 60your user id & password

Hit Return or click on ﬁ

Double click on ZBUDSTAT _NOCF

Click on “Select report variant” icon |E'I

Clear “Created by” field

&

Click “Execute”

To check operating budgets only, select 60NONPERSONNEL

(To check Student Wages, select 60STDNTWAGES)
Click green check mark #

Enter: Fund eO_

Funds center enter your funds center
Fiscal year = current fiscal year should be in block

&

Click “Execute” (it takes a while to run the report

To run a report showing all transactions in a particular
When report appears: column, put cursor on Budget, Commitments, or Actuals

< total; then select Extras - Line Items to get a report for
|£ that column.

Click mountain icon

Click on “Commitment Item”

Before printing, change Page Setup to landscape view
To view transaction details:

Click on dollar amount to highlight it

From menu bar, select Extras - Line ltems
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TO TRANSFER FUNDS

Enter transaction code: FR69

Enter in FM Area: SSHE Click green check mark v | X
Enter in “Sender Fund”: eO_

Enter in “Receiver Fund”: 60

FM Area should read SSHE

Sender Year: current fiscal year Receiver Year: current fiscal year

Press “Return” key or click &
On line #1, Click S (sender) radio button

Enter Funds Center: enter your funds center
Enter Commitment Item: (3-digit Budget code)

In F.Ar. column, enter: BDGT

Enter dollar amount

On line #2, Click R (receiver) radio button
Enter Funds Center: enter your funds center
Enter Commitment Item: (3-digit Budget code)
In F.Ar. column, enter : BDGT
Enter dollar amount

ga|

Click check icon

If everything is okay, “Check complete; No errors detected” will be displayed at bottom left of screen.

S

Click on hat icon to enter description
Enter description in TEXT block (leave Text Name blank)

click green check mark | K

WRITE DOWN THE DOCUMENT # (bottom left corner of screen)

Save document by clicking on Save icon
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Button

o

&

E%Eaﬁﬁﬁﬁﬁéﬂﬂm

& <l

)

i

Name

Enter

Command
field

Save

Back

Exit

Cancel

Print

Find

Find next

First page

Previous

page

Next page

Last page

Create
session

Create
shortcut

F1 Help

Layout menu

STANDARD TOOLBAR (Buttons/Functions)

Function

Confirms the data you have selected or entered on the screen.
Same function as the Enter key. Does not save your work.

Allows you to enter commands, such as transaction codes.

Saves your work. Same function as Save in the Edit menu.

Returns you to the previous screen without saving your data. If
there are required fields on the screen, these fields must be
completed first.

Exits the current function without saving. Returns you to the initial
screen or main menu screen.

Exits the current task without saving. Same function as Cancel in
the Edit menu.

Prints data from the current screen.

Searches for data required in the current screen.

Performs an extended search for data required in the current
screen.

Scrolls to the first page. Same function as the CTRL + Page Up
keys.

Scrolls to the previous page. Same function as the Page Up key.

Scrolls to the next page. Same function as the Page Down key.

Scrolls to the last page. Same function as the CTRL + Page Up
key.

Creates a new SAP session. Same function as Create session in
the System menu. (Tip: Maximum 7 sessions can be open
at one time)

Allows you to create a desktop shortcut to any SAP report,
transaction, or task if you are working with a Windows 32-bit
operating system.

Provides help on the field where the cursor is positioned.

Allows you to customize the display options.
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TIP: If you are already in a particular transaction and Chapter 1,

want to proceed to the next transaction without going page 1-16

back to the main menu, you can enter “/n” followed by

the subsequent transaction code in the command field,

then click @ .

TIP: Maximum of seven sessions can be opened at one | Chapter 1,
@ time. page 1-25

TIP: When searching for information, use an asterisk (*) | Chapter 1,

to find all information which contains the entered data. page 1-29

For example, above we want to find all cost centers

which begin with 6011411 — this narrows a search down.

TIP: If you type “60nonpersonnel” into the Variant name | Chapter 4,

field the next time you run this report the variant name page 4-5

will appear in a drop down.

TIP: To save layout as default (for budgets), click on Chapter 4,

Save Layout icon. Name your layout and check the page 4-10

Default Setting box. Click the green check mark or

Enter.

TIP: To save layout as default (for expenditures or open | Chapter 4,

commitments), click on Save Layout icon. Name your page 4-16

layout and check the Default Setting box. Click the

green check mark or Enter.

TIP: If you type “60stdntwages” into the Variant name Chapter 4,

field the next time you run this report the variant name page 4-20

will appear in a drop down.

TIP: Run Index of Funds Center to determine fund Chapter 5,
@ numbers for funds center. page 5-2

TIP: Type fund in once and you will be able to select it Chapter 5,
@ from pull down menu in the future. page 5-2

TIP: Only up to 50 characters may be used for the Chapter 5,

header text when parking a budget transfer. page 5-5

Revised April, 2008
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HOW TO REPORT ON AN INTERNAL ORDER

Use

Internal Orders allow for the tracking of expenditures by a specific use by a fund center. Each internal order is
set up to track revenue and expenditures for the same source. An internal order is established upon request from
a department. It is used to provide appropriate budget control and management information.

Transaction Code
KOB1

Menu Path
Note — You will need to create your own favorite (see Chapter 1, page 1-18) or type in the transaction code in
the direct access field as shown below.

Edit Faworites Exiras Help

IdH I Can BRR Doa BE @F
SAP Easy Access ol
B & EE s | v«

Menu Systerm

= 2 Favorites
I [ SAP User Favorites Folder for go-live

Q Click the green check mark ¥ or Enter.

Procedure:

a Click on Goto — Variants — Get

Program Edit’ Goto Etras Systermn  Help
& I_l ants v Get.. Shit+Fa (29 | 1 @
- Display... % S
Display Actu n
Display Group Delete...
B [@ & J= e — Save as varant... Cirl+5
Order Back F3 ‘ to
or
Order Graup
CostElement to
or
Cost Element Graup
Fosting Data
Fosting Date o4/01/2008 o 0443042008
Settings
Layout 154P Prirnary cost posting
Mare Settings
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Q The Find Variant box will be displayed.

Find Yariant

WYariant
Ervironmment
Created hy
Chanoged by
Qriginal language

GATRUSER

T XK

Q Clear out the created by field.

Find Yariant

WYariant
Ervironmment
Created hy
Chanoged by
Qriginal language

T R

Q Enter “60*” in the Variant field to search for only MU variants

Find Yariant

WYariant
Ervironmment
Created hy
Chanoged by
Qriginal language

|

T XK

Q Click the execute icon @

Revised April, 2008
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a

ABAP Wariant Directory of Frogram REAEROOD

The following Variant Directory will be displayed:

&) 8

YWariant catalog for program REKAEPOOND

Yariant narme Short descriptn. || Cha
BOATHCORPSP... | MU Athletic Corporate Sponsor A ]
BOATHTMTREYL ML Athletic Team Travel A

BOBNL MLl Biology Department A __|
BOBRUAD ML Business Admin AR
BOCOUMSCTR M COunseling Ctr AR
BOCOUMNSCTRP.. MU Counseling Ctr PLCHE Grant A E'
BOEDFM M) Ed Foundations A E'

Ao | BN
o X

O Choose the appropriate variant and click the green check mark v

VARIANT NAME VARIANT DESCRIPTION DEPARTMENT ORDER
NUMBER
60EDFN MU Ed Foundations Ed Foundations 600001-600024
60BUAD MU Business Admin Business Admin 600025-600050
60COUNSCTR MU Counseling Ctr Counseling Ctr 600051-600059
60STPROG MU Student Programs Student Programs 600060-600069
60TECHSVC MU Acad Consult & Tech Svcs Information Technology 600070-600099
60MNATHOP MU Men’s Athl Operating Bgt Men’s Athletics / Accounting 600100-600124
60WMATHOP MU Women’s Athl Oper Bgt Women’s Athletics / Accounting 600125-600149
60ATHTMTRVL MU Athletic Team Travel Athletics / Accounting 600150-600199
60ATHCORPSPON | MU Athletic Corporate Sponsor | University Advancement / Accounting | 600200-600224
60MEDAL MU Medal Unrestricted Gifts 600225-600250
60PFSTGRNT MU Perf Fund St Research Grnt | Academic Affairs 600301-600399
600TTECHEQ MU One-time Tech Equip Information Technology 600401-600499
60BIOL MU Biology Department Biology 601100-601599
602100-602599
603100-603399
604200-604249
605001-605030
606001-606030
60FADG MU Fac Acad Devel Grnt 609001-609999
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o Enter the appropriate date criteria and click execute

a4 48 BE @ o

Posling Date 8748142007 i 06/30/2008([=)

154P Primary cost posting

Q The following report will be displayed

g 2 390 ©@@ LHE o000 HE @

Display Actual Cost Line ftems for Orders

Document”&p MasterRecord| | | |@| ||

Costelementname mmm!ﬁm Mame of offsetting account

615100 General Travel 390.00 Hawaii Intl Conf on Edu

Order 600002 Seda, E 390.00

15100 [General Travel | 27907 | | [K[sviezEE  [Scott Dominic

Order 600004 Scott, D e 279.07

615100 |Genera| Travel | 709.00 \ | |K|501 6297 |Curr\j, Deborah

Order 600005 Curry, D e 709.00

615100 General Travel 200.00 k2118584 Family Invalverment Conference
General Travel 182.00 K|2118585 Resort at Split Rock

Order 600006 Desmond, C e 382.00

6145100 General Travel 62285 K|5016188 Stengel, Barhara 8
General Travel 203.00 K|5016188 Stengel, Barhara 8
General Travel 4510 K (5016188 Stengel, Barhara S

Order 600009 Stengel, B e 870.65

i, . 2,630.72

Q Click on the select layout icon
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O Find and click on the layout entitled “/60MILLERSVI”

Layout

| Layout description

Default setting

JEOMILLE RS

tdillersville Custorm Lavout

TRV UIPLOAD

PA SSHE Fund Center Master File Up. .

ISAM

S3m

ISSHE LAYOUT

SSHE lavout DO MNOT CHANGE.

fSSHE UPLO..

PA SSHE Fund Center Master File Ulp. ..

v %

Q The following report results will be displayed.

Qrder CostElern. | Cost element name Created on  |DocumenttNolz “alin repcur.|Mame
EO0001 479100 Other Revenues 02222006  [100661008 165.090- [ FBT0
Other Revenues 082202006 [1006E1009 25.85 [FBTS
479100 LY Other Revenues 140.14
ONO01 &4 B 140,14
600003 615100 [General Travel [11/02i2006 [100662921 | 50.00 [TRO1298 - H-bg, PA
615100 LY General Travel - 50.00
626100 [Professional Sencs [08r 62006 [100661819 | 35.00 [half
|Professional Sencs [10r8iz006 [100662712 | 25.00-|half
625100 [, Professional Serves . 0.00
GE0T00 [ofice supplies [11r0212008 [10D662841 | 245.00 [DP12886
BEOT00 L, Office Supplies . 245.00
BO0003 & . 295.00
BO0005 BI5100 [General Travel [11/02i2006 [100662922 | 75.00 [TRO1293 - P-hgh, PA
615100 LY General Travel - 75.00
AONO0G &4 B 75.00
I, 229.86

O You can either print the report immediately or export the results to Excel:
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To Print:
a Click the print icon H

g = w0 eoefcHE coss BF @B

Display Actual Cost Line ltems for Ord

Document | & MasterRecord [ | (¥ | & & |E & (2% ([ TAT| OB | &

Cost Elem. *|Cost element name = “Walin rep.cur.|  Total guantity|P... |...|Offstacct Mame of offsetting account

615100 General Travel 390.00 k(2117882 Hawaii Intl Conf on Edu

Order 600002 Seda, E e 390.00

15100 [General Travel | 27907 | | [K[sviezEE  [Scott Dominic

Order 600004 Scott, D e 279.07

615100 |Genera| Travel | 709.00 \ | |K|501 6297 |Curr\j, Deborah

Order 600005 Curry, D e 709.00

615100 General Travel 200.00 k2118584 Family Invalverment Conference
General Travel 182.00 K|2118585 Resort at Split Rock

Order 600006 Desmond, C e 382.00

6145100 General Travel 62285 K|5016188 Stengel, Barhara 8
General Travel 203.00 K|5016188 Stengel, Barhara 8
General Travel 4510 K (5016188 Stengel, Barhara S

Order 600009 Stengel, B e 870.65

i, . 2,630.72

Q Set the Print properties as follows. Note: The printer name that appears when you choose locl will
be your own network printer.

locl 9

HF Laserdet 4280TH Postscript

MNumberof copies 1

mMumber of pages
@ Print all
() Print fram page

v poperies | x|

a Click the green check mark to print
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To Export to Excel:

O Choose List — Export — Spreadsheet

i

(Lo

= Tint Preview Ctri+Shift+F10

COa DREE ST aaEE

I’ EBrint Ctrl+F
Crystal Reports Batch Printing {
E Export 3 WWord Processing Ctri+Shift+F 8

Send To

Exit Shift+F3

3

Spreadsheet...
Local File
Extended Storage of SAP Guery
Crystal Reports File

Ctirl+Ehift+F 3

Copy URL to Clipboard Shift+F1

FM Area |Rep.grp|Sp.fds cir Funds Cir User name Ferson respons

SSHE|F| 60 BOBE00N0NN2Z.2 | Administration Fund BOTKRAJAMN T El
SSHE |60 E091000020 |Administration Fund BOTKRAJAMN Teh [=]
SSHE |60 BOGBGE350007 (BOBE3IS0007.0 (MU Test CP FC BOKGIOVARNIS

SSHE |60 60 E010 Presidential Affairs GO0DREESE McMairy, Francine

SSHE |60 EOZ20 Academic Affairs EO0DREESE Prabhu, ¥ilas

SSHE |60 EO030 Student Affairs GBO0DREESE Thomas, Rohert

SSHE |60 E040 Finance & Admin EO0DREESE Rydell, Bernice

SSHE |60 EOS0 Univ Advancement GBO0DREESE Eckert, Gerald

SSHE |60 EOG0 Information Techn GODREESE Komsky, Susan

SSHE |60 EO70 Other UnivWide E&ES |BO0DREESE Reese, Dawn

SSHE |60 080 Other Funds GO0DREESE Krajan, Teh

SSHE |60 BO0S9100015 doris BODCOMLIN doris

SSHE |60 60999999 WML SYTEC Processing |RLEBLAMNC

SSHE |60 6011000000 (BO987E5432 |test 123 CCOMCHES colleen conches

SSHE |60 091000001 (6031000001 Drawn FC BODREESE Dawn Reese

SSHE |60 6091000002 (6091000002 |Jenn FC GBOIMARIACHER |Reese, Dawn

SSHE |60 E091000003 (B0S1000003 |60GLAPORTER FC BOGLAPORTER |GOGLAPORTER

SSHE |60 6091000004 (6091000004 (G0DCassidy FC BODCASSIDY BODCassidy

SSHE |60 6091000005 (6091000005 (JoanFC GOJEBY B0jehy

SSHE |60 B091000006 (6091000006 |GO0DErtickson FC BODERRICKSOM |G0DErricksan

SSHE |60 6091000007 (6091000007 |60RShoemaker FC BORSHOEMAKER |E0RShoemaker EI
SSHE |60 E091000008 (6091000008 |60AStehman FC BOASTEHMAR BO0AStehman EI

> | S_KI4_38000035 [ kozuka  INS
—

O Click the green check mark through the information box .

O Select “Table” as the export object and click the green check mark

v %
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O Select “Microsoft Excel” as the option and click the green check mark

v %

Q Save the resulting spreadsheet copy as a file. You may have to change the formatting of the file.
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