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Exercise 1 — Saving a “Favorite” Transaction in SAP
1. Right-click on the Favorites folder and select Insert Transaction.

[ Menu Edit Favorites Extras  System  Help

@ | M GO 2 Bt

SAP Easy Access

RE & amsd | » a

I - =l
v Favarites

r SAP T Open Folder

Delete All Favorites
Insert Folder
Insert Transaction
Add Other Objects

2. When the Manual Entry of Transaction window opens,

= Manual Entry of Transaction

Transaction Code

enter “FMBB” and select the green checkmark to add the Budgeting Workbench to your favorites.
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3. Repeat steps 1. & 2. to also add the Transaction Code ZFMO1 to your Favorites.

= SAP Easy Access

SAP Easy Access
RE & faigd |+ a

¥ 5 Favorites
L ';T,'? ZFM0O1 - BCS Reports - FC, Rev & Exp
* ¥ FMBB - Budgeting Workbench
v (1 BUDGET
» (3 ACCOUNTING
» (I HR / PAYROLL
v [0 PURCHASING
v [0 STORES
+ [ 5AP Menu

If you are not able to see the codes in front of the descriptions, select Extras and then Settings from the main menu.

= Menu  Edit  Favorites |Extr§5 System  Help

Q - Display Documentation Shift+Fe a ﬂ ﬂ @ E
Technical Details Shift+F11

SAP Easy Access Settings Shift+F9
Set Start Transaction Shift+F7

RE| & v

* [ Favorites
* ¥ BCS Reports - FC, Rev & Exp
* ¥ Budgeting Workbench
» (3 BUDGET
v [0 ACCOUNTING
* LI HR / PAYROLL
» [ PURCHASING
» [ sTORES

= sl
'._D SAP Menu;
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When the Settings window opens, check the last box in the list of settings to “Display Technical Names” and select the

green checkmark.

This is used to specify settings

[ | Display Favorites at End of List
[1Do Mot Display Menu (Only Favorites)
[ |Do Mot Display Picture

e
DlSplEl‘f Technical Mames

TV EEES

You now have the main SAP budgeting transaction codes saved in your Favorites for easy access.

[ Menu Edit Favorites Extras System Help

SAP Easy Access

RE o jeaig &  » a

= U
VECTEE
I_I.?:‘,.‘ Favorites)

* 3 ZFMO01 - BCS Reports - FC, Rev & Exp
* 37 FMBB - Budgeting Workbench
» [0 BUDGET
» (3 ACCOUNTING
* CI HR / PAYROLL
» [0 PURCHASING
» [ STORES
+ [ SAP Menu

These codes represent:

Transaction Code Transaction Code Name Description
ZFMO01 BCS Reports — FC, Rev & Exp Budget Summary Report
FMBB Budgeting Workbench Budget Transfer
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Exercise 2 — Budget Reports in SAP

Part A. —Running a Budget Report in SAP
1. Double click on the ZFMO01 — BCS Reports — FC, Rev & Exp Favorite that we created in Exercise 1.

[ Menu Edit | Favorites | Extras System  Help
V] v | « @ 2HE HTHOH 0 @

SAP Easy Access
RE & i éd | v a

o Favaorites -
'JE? ZFM01 - BCS Reports - FC, Rev & E:-{p_||
* 37 FMBB - Budgeting Workbench

v [0 BUDGET

+ [ ACCOUNTING

v COHR / PAYROLL

v [ PURCHASING

» O3 STORES

2. When the FC, Revenue & Expense: Selection window (Variable Entry screen) opens, the Selection values section
will be prepopulated with the following selections:

Financial Management Area = SSHE
Budget Category = 9F
Version = 0
Fiscal Year From = 2022
Fiscal Year To = 2022

These values should not change, with the exception of updating the Fiscal Year From and Fiscal Year To field
values to reflect a range of fiscal years. Otherwise, the defaults including the current fiscal year should be
utilized.
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In the Selection groups section, enter a Fund Center in the Or Value(s) field directly underneath the Fund Center
field and enter SSHE_2A in the Commitment Item field.

Variable Entry Screen:

[ progam Edit Goto Environment  System  Help

V] K Q00 & ] @ %
FC, Revenue & Expense: Selection

@ L | ﬂ Variation ﬁ Output Parameters... Data Source... Extract Parameters... Reports...

Selection values

Financial Management Area SSHE

Budget Category oF ]
: Multiple Fund Centers
\Version 0

Fiscal Year From 2022
Fiscal Year To 2022

Select Single Values (1) Select Rar

Selection groups S.. Single value

Budget Type | |7011402000
Or value(s) to 7011400000

Fund T E

Or value(s) to

Funds Center
Or value(s) [7011402000 Flto
Commitrnent Item SSHE 2R

Or value(s) to

Al ||

Functional Area
Or value(s) to

EINENEAFEF

LI WoETST

If more than one fund center is needed, select the Multiple Selection field (the little box with arrow) next to the
fund center “Or Value(s)” field, and enter the other fund centers. Click the clock to copy the list of multiple fund
centers to the variable entry screen.

Click the clock at the top of the Variable Entry screen to run the report.

To print the resulting Budget Summary Report, see section F. |. — Exporting file from Budget Summary Report.
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Part B. — Searching for Fund Centers Values in SAP
1. Inthe Selection groups section, click on the Or Value(s) field underneath the Fund Center field. This will allow
you to click on the overlapping squares to open the search menu.

Variable Entry Screen:

& program Edit Goto  Envionment  System  Help

@ @@ ri«<H e@ge@ &bl DIPR @
FC, Revenue & Expense: Selection
(% "o &aVariation @f Output Parameters... Data Source... Extract Parameters... Reports...
Selection values
Financial Management Area SSHE
‘Budget Category &
Version E‘
Fiscal Year From 2022
Fiscal Year To 2022
Selection groups
Budget Type |
Or value(s) :I to ’:I
Fund |
Or value(s) \ o | ]
Funds Center |
Or value(s) ! N
Commitment Item @
or vale(s) o | (=]
Functional Area |
Or value(s) | to | |

2. The search menu will open to the default search - Search Using Name

[E Funds Center {1}

J _/ Search by Financial Management Area/Fiscal Year

1 name | |

|| Language Key _E_N_

| Funds center | |

oM Avea Bsse |
Key date

Maximum Mo. of Hits
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3. Enter 70* in the Fund Center field. Enter the name of the Fund Center you are searching for in the Name field.

Note: If the Fund Center field is left blank, the results will include fund centers belonging to other PASSHE
institutions.

b (= Funds Center (1)
"/ Search by Financl Management Area)Fiscal

2| Name Bl BubGeT AnD FIscAaLPL |
A Lenguagekey  [Ef[EN
' &7

ey cate —

Funds Center

Maximurn No. of Hits

If there are no fund centers that match the criteria exactly, a message indicating “No values for this selection”
will appear in the lower left-hand corner of the SAP window.

% Search by Financial Management Area/Fiscal Year |I| m

Name B[ BupceT AND FISCALPL |
Language Key
Funds Center [ 70* |

F aea
Koy ite —

Maximum Mo. of Hits

No values for this selection
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In that case, you can try using a combination of a keyword and the * as a wildcard symbol, such as:

Find keyword at the beginning of a field: Budget*
Find keyword at the end of a field: *Budget
Find keyword anywhere in a field: *Budget*

Also, note that the Name field is quite short. Depending on your search, you may also try alternate text or
common abbreviations:

Replace “AND” with “&”
Replace “BUDGET” with “BUD”

In this case we’ll use *BUDGET*FISCAL* because | know both words are in the name of the fund center and they
will appear in that order.

[ Funds Center (1)

//Search by Financial Management AreafFiscal Year

| vame [ *supGET*FIscaL*
|| Language Key _ EN |
| Funds center \ Fitag ]

FM Area |SSHE
Key date I
Maximum No. of Hits | 500

4. After adjusting the search parameters, the result is the BUDGET/FISCAL PLANNI fund center 7011402000

'[E Funds Center (1) 1 Entry found =5
| search Using Hierarchy Variants [ [«J[x]

&l IR
anguage Funds Center From [to |Name
SSHE EN 7011402000 01/01/1900 12/31/9999 BUDGET/FISCAL PLANNI

5. Select the Fund Center, and click the green checkmark.
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Part C. — Understanding a Budget Report in SAP

A Budget Summary Report (ZFMO01) reflects current fiscal year commitments and actual expenses in relation to current

fiscal year budget.

Eeport Group:
Beport Name:

FC, Revenue & Expense
BUDSTAT w/CE_FC

Date:
Page: 1/ 1

11/29/2021

FM Area SSHE State System

Budget Category SF FM Payment Budget

Fund X

Funds Center/Group 7011402000 BUDGET/FISCRAL PLANNI
Commitment Item SSHE_2A Flat - Master per CI Hierarchy
Fiscal Year 2022

ids center/commitment item Current Budget Consumable Budget Commitment Aetuals Tot ComRect Lvailakle
FdsCtr/CmmtItem 287,954.24 287,954.24 107.47 73,717.31 73,324.73 214,1259.44
7011402000 BUDGET/FISCAL PLANNI 287,954.24 287,954.24 107.47 73,717.31 73,824.78 214,129.4%
2-EXP Expenses 253,573.75 253,573.75 107.47 73,717.31 73,524.72 179,748.97
PERS Personnel 245,664.25 245,664.25 70,8583.21 70,38583.21 174,771.08
501310 State S5ys Mana l6d4,324.53 l64,324.53 45,250.€0 45,250.60 116,073.93
513300 Other Pay - Ma 540.00 540.00 -540.00
540300 Management - 2,325.23 2,325.23 678.38 678.38 1,646.385
541300 Management 4,5942.11 9,5942.11 2,5900.6% 2,5900.64 7,041.42
550300 Management 24,982.91 24,982.91 10,044.08 10,044.08 14,938.83
554300 Management g,319.03 @,319.03 1,157.70 1,157.70 5,181.33
555300 Management -277.50 -277.50 277.580
5558300 Management 272.46 272.4¢6 50.40 50.40 182.06
560300 Management 1,703.68 1,703.68 4g5.00 4g5.00 1,234.88
561300 Management 27,268.16 27,268.16 4,655.26 4,655.26 22,812.90
562310 Management 8,526.20 8,526.20 2,395.00 2,395.00 6,131.20
NON-FERS Hon-Personnel 7,909,486 7,909.48 107.47 2,824.10 2,931.57 4,977.89
HON-PERSONNEL Non-Personnel T,9059.48 T,9059.45 4,577.349
610100 Printing & Dup 27.00 43.40 70.60
615110 Training/Devel 245.00 245.00
620300 Network 32.45 38,79 72.28
620305 Hardware-Comp £3.45 £3.45
620310 EndPoint Devi 1,126.00 1,126.00
620315 Audio-Visual 42.80 42.80
620320 IT Peripherals 47.98 228.45% 276.47
660100 Office Supplie 12.45 12.45
660130 Furniture & 918.97 918.97
660405 Building Suppl 95.47 95.47
T7-RESERVE Reserves 34,380.49 34,380.49 34,380.49
802 Operating Expe 34,380.49 34,380.49 34,380.49

Each row represents a commitment item group or specific account number. Most fund centers do not have revenue, so
the first commitment item group listed is usually expenses or 2-EXP. Expenses are further broken down into two

separate categories — PERS (Personnel) and NON-PERS (Non-Personnel).

Note: Personnel expenditures will post regardless of budget availability; however, non-personnel expenditures require

sufficient budget availability.

In addition to expenses, some fund centers also have reserves which is reflected as a separate commitment item group

7-Reserves. Reserves represent prior fiscal year unspent budget carried forward to the current fiscal year.

Note: carryforward of budget savings is not guaranteed and should not be relied upon for normal operations.

10
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Report Group: FC, Revenue & Expense Date: 11/29/2021
Eeport Name: BUDSTAT w/CF_FC Page: 1/ 1
FM Area S5HE State System
Budget Category SF FM Payment Budget
Fund X
Funds Center/Group 7011402000 BUDGET/FISCAL PLANNT
Commitment Item SSHE 2R Flat - Master per CI Hierarchy
Fiscal Year 2022 A
Funds center/commitment item Actuals Tot ComAct Bvailable
FdsCtr/CrmtItem 287,5954.24 287,5954.24 107.47 73,717.31 73,324.78 214,129.44
7011402000 BUDGET/FISCAL PLANNIN 287,5954.24 287,5954.24 107.47 73,717.31 73,324.73 214,125.44
2-EXP Expenses 253,573.75 253,573.75 107.47 73,717.31 73,824.78 17%,748.97
PERS Personnel 245,664.29 245,664.29 70,893.21 70,893.21 174,771.08
501310 State Sys Manag 164,324.53 164,324.53 g,250.60 g,250.60 116,073.93
513300 Other Pay - Man 540.00 540.00 -540.00
540300 Management - Me 2,325.23 2,325.23 678.38 678.38 1,646.3%
541300 Management - So 9,942.11 9,942.11 2,900.6% 2,900.89 7,041.42
550300 Management - Re 24,982.91 24,982,891 10,044.08 10,044.08 14,938,583
554300 Management — Re 6,319.03 6,319.03 1,157.70 1,157.70 5,161.33
555300 Management - Re -277.90 -277.90 277.580
558300 Management - Gr 272.48 272.48 30.40 30.40 152.06
560300 Management - H/f 1,703.4686 1,703.66 489.00 488.00 1,234.66
561300 Management - Ho 27,268.18@ 27,268.18@ 4,655.2¢6 4,655.2¢6 22,8l2.90
562310 Management - An 3,526.20 8,526.20 2,395.00 2,395.00 6,131.20
NON-FERS Non-Personnel 7,809,486 7,909.46 107.47 2,5824.10 2,931.57 4,877.89
NON-PERSONNEL Non-Personnel T,909.48 T,909.48 4,877.89
610100 Printing & Dupl 27.00 43.40 T0.80
615110 Training/Develo 245.00 245.00
620300 Hetwork 32.49 35.79 72.28
620305 Hardware-Comput ©3.45 ©3.45
620310 EndPoint Device 1,126.00 1,126.00
620315 Audio-Visual 42.80 42.80
620320 IT Peripherals 47.98 228.45 276.47
660100 Office Supplies 12.45% 12.45%
660130 Furniture & Fur 4918.87 918.87
680405 Building Suppli 99,47 959.47
T7-BESERVE Reserves 34,380.49 34,380.49 34,380.49
a0z Operating Expen 34,380.49 34,380.49 34,380.4%9

Each column represents a category of activity — Budget, Commitment, Actual, Available. Here is a brief description of
each column:

Category

Current Budget
Consumable Budget
Commitment

Description
current fiscal year budget
same as Current Budget
current encumbrances for outstanding items, including:
e Funds Reservations
e Travel Requests
e Purchase Requisitions
e Purchase Orders

Actuals actual expenses spent
Tot ComAct commitments + actuals
Available available remaining budget

Current Budget - Commitments - Actuals = Available

11
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There are several different budget transactions that could be making up the Current Budget. To see the details, select

the SOURCES_w/CF_FC report from the menu area to the left of the report.

= Report Edit Goto WView Extras Setfings System  Help

V] M Q@ =i OHhah Tk

BUDSTAT_w/CF_FC

TR&ED BT AE TANHEETET
-
_

. BUDSTAT_w/oCF_FC
. SOURCES_w/oCF_FC -
+ [21 ACTCOM wi/oCF FC =

Variation: Characteristics
- Fund
- Fiscal Year

i

L

Repc
Bepc

FM I
Budc

Func
Func
Comn
Fisc

Func

Fds(
"1

Switching to this view you are now able to determine what is making up the current budget. In the case of Budget and
Fiscal Planning, the original budget was $252,594.29 and there was $35,359.95 that was carried forward from the prior
fiscal year for a total of $287,954.24. There was also Supplement activity.

12

JRe}ocrt Group: FC, Revenue & Expense Date: 11/29/2021
Report Name: SQURCES_w/CF_FC Page: 1/ 1
FM Area SSHE State System
Budget Category SF FM Payment Budget
Fund “
Funds Center/Group 7011402000 BUDGET/FISCAL PLANNI
Commitment Item SSHE 2R Flat - Master per CI Hierarchy
Fiscal Year 2022
Funds center/commitment item Original CF from LY CF to NY Supplements Returns Transfers RIB Total Budget
FdsCtr/CrmtItem 252,5594.29 35,359.595 287,954.24
7011402000 BUDGET/FISCAL PLANNIN 252,554.29 35,3559.55 287,954.24
2-EXP Expenses 252,594.29 978.46 l.00 253,573.75
FERS Personnel 245,664.29 245,664.29
501310 State Sys Manag 164,324.53 164,324.53
540300 Management - Me 2,325.23 2,325.23
541300 Management - So g9,942.11 g,942.11
550300 Management - Re 24,582.91 24,582.91
554300 Management - Re €,319.03 6,319.03
558300 Management - Gr 272.48 272.4¢
SE0300 Management - H/ 1,703.66 1,703.66
561300 Management - Ho 27,268.16 27,268.16
562310 Management - An 8,526.20 8,526.20
NON-PERS Hon-Personnel €,930.00 973.48 1.00 7,909.48
NON-PERSONNEL Non-Personnel €,930.00 978.48 l.00 7,909.48
T-RESERVE Reserves 34,381.49 -1.00 34,380.49
a02 Operating Expen 34,331.49 -1.00 34,330.4%
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Part D. — Drilling into Budget Report Detail in SAP
1. The underlying detail making up the figures appearing on the Budget Report can be accessed by double-clicking
on the figure and selecting the corresponding document search:

Budget Figures — select “Search Entry Document”

Actual Figures — select “Search actuals line items document”

Report Group: FC, Revenue & Expense Date: 12/10/2021
Report Name: BUDSTAT w/CF_FC Page: 1/ 1
FM Area S5HE State System
Budget Category SF FM Payment Budget
Fund =
Funds Center/Group 7011402000 BUDGET/FISCAL PLANNI
Commitment Item S5HE 23 Flat - Master per CI Hierarchy
Fiscal Year 2022
Funds center/commitment item Current Budget onsumable Bud Actuals Tot Combct Ivailable
FdsCtr/CrmtItem 287,954,234 287,954 82,841.54 52,949.03 205,005.21
7011402000 BUDGET/FISCAL FLANN 287,954.24 287,554 g2,841.56 82,945.03 205,005.21
2-EXP Expenses 253,573.75 253,573 82,841.56 82,9459.03 170,624.72
PERS Personnel 245, 664.29 245,664 758,961.75 79,961.75 165,702.54
501310 State Sys Ms 164,324.53 164,324 54,700.10 54,700.10 109,624.43
513300 Other Pay - Mj 540.00 540. -540.00
540300 Management - B 2,325. 2,325 T69.70 T69. 1,555.53
541300 Management - 9,942, 9,942 3,2591.14 3,291. &,650.97
550300 Management - 24,982, 24,982 11,068.99 11,08%. 13,913.92
554300 Management - &,314. &,319 1,389.24 1,389, 4,525,748
555300 Management - -277.90 -277. 277.580
558300 Management - 272. 272 90.34 a0. 18l.62
560300 Management - 1,703. 1,703 534.14 534. 1,1658.52
561300 Management - 27,268, 27,268 5,150.50 5,150. 22,117.66
562310 Management - 2 8,526. 8,526 2,705.00 2,705. 5,821.20
HON-PERS Non-Personnel Tt 7,909 2,879.8 2,587 4,922.18
NON-PERSONNEL Non-Personnel 7,904, 7,909 4,922.18
610100 Printing & Dup 858.31 126.
615110 Training/Deve 245.00
620300 Network 39.79
620305 Hardware-Comp 63.4%9
620310 EndPoint Devi noans
620315 Budio-Visual 42.30
620320 IT Peripheral:
660100 Office Supplig
ae80130 Furniture &
660405 Building Supp
T7-RESERVE Reaerves 34,380.49 34,38 34,380.45
Q02 Operating Exps 34,380.49 34, 330049 34,380.49

Search actuals line items document
Search Change Document
Search Entry Document

Search actuals line items document
Search Change Document
Search Entry Document

[+#]] Technical names on/off ]@

7 Technit rames oo | )

13
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2. From the budget report above, below is the line item detail making up the $42.80 Actuals balance reflected in
account 620315 (Audio-Visual).

3. To print the line item detail report, see section F. Il. — Exporting file from Budget Detail Report.

& Document Journal

] 7]« eqe =i HE em
Document Journal

QARE &FF &% & 2 TEHT %l B [ Hseecdtons

Document Journal

FM Area SSHE

Year Commitment Ttem

‘Commitment item 620315

Funds Center 7011402000

Fund

Layout /SaP

User 7OEPRADA

Date/Time 1210/2021 10:05:54

RefDocNo * “Item Value type® Amt type' |Prd FM pstg d. 7 | =Pymt Bdgt Commt bdgt|Cmmt item|Funds Center | Fund GfL Acc| Text CoCode Vendor C/f level F | Stat.Ind. Customer Order

5000402093 1 Invoices 0100 1 07/21/2021 42.80 0.00 620315 7011402000 7011001000 620315 Logitech C9205 Pro 1080p HD Webcam, Blac SSHE 81000041
0200 i1 42.80- 0.00 620315 7011402000 7011001000 620315 Logitech C3205 Pro 1080p HD Webcam, Blac SSHE 81000041

5101569376 2 0100 1 42.80 0.00 620315 7011402000 7011001000 200190 LOGITECH C9205 PRO 1080P HD WE SSHE 91000012

= 42.80

Part E. — Printing from SAP
1. The budget summary report can be directly printed from SAP, but the formatting is unable to be changed and
can be difficult to read when printed. It is recommended to export or copy/paste the report into another
application, and then printed from there. See Part F for the following options:
I.  Export to Excel file — Budget Summary Report
II. Export to Excel File — Budget Detail Report
Ill. View the report in Excel mode and copy/paste into a new Excel file.
2. A screen shot or image snipping tool may also capture screen image, to be copy/pasted into another
application, such as Word, PowerPoint, or Excel.

Part F. — Exporting from SAP to Excel

|.  Budget Summary Report Export
1. Export the Budget Summary Report to an Excel file.
a. From the SAP report menu, select System/List/Save/Local File

& Report Edit Goto View FExtras  Settings Help
Mew GUI Window Crrl+N

O v << @ Q Close GUI Window 1 {%

BUDSTAT_w/CF_FC User Profile 4
. = L mm B = B = Services s A Wt w] = =
g (¥ Om E “Ia T & & . , @ 7 H coumn m o & AR R
Reports 1 List » Print Ctrl+P |
- [E "~ W/CF_| 9 ervices for Obje: Find... i+ ;
B BUDSTAT_w/CF_FC i= 5 for Object Find CriF Dats 12/1:/20?2
g
) SOURCES_w/CF_FC [— My Objects » Save 3 SAPoffice Folders
: ACTCOM_wCF_FC b Own Spool Requests Send List
* [E1 BUDSTAT_w/oCF_FC - -
. SOURCES w/oCF_FC ~ (] Own Jobs List Header Local File -
- ACTCOM_w/oCF_FC > fat Short Message Unicode Display 3 -
PR Fu Status... PLAN/RNRLYSIS
Variztion: Characteristics Cq - Flat - Master per CI Hierarchy
-8 Fund Fi  Log Off
=« R Ficral vaar
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2. Select Text with Tabs, Green Check to continue.

3. Next, select the location where the file will be saved. Name the file and select “Excel Files (*.xls)” as the file
Type, select “Save”.

a 5L in Fla,..

In which format do you want to
save the list*

Uncarmerted
@ Taxt with Tabs

Rich tecet formet:

HTHML Formzt

In the cpboard

@ Q|

Save As
Savein: | [ Desktop
* OneDrive - Slippery Rock
= University of PA
q:| | Quick access
Fi .
& Kriebel, Cara M
-
— Libraries
[ o |
Libraries % lriajo
Microsoft Excel 97-2003 Wo...
> ] 17.9KB
This PC
Network
File name: est
Save as type: EXCEL Files (*xls)
Encoding:

H% Slippery Rock University of PA
. This PC
g

a Metwork

==

J [ ]
7 o]

A

4. Select “Generate” to create the file. Select “Allow” at the security screen.

The system is trying to access the file
C:\Users'\cara. kriebel\DesktopiTest, xls

Do you want to grant access to this file?

[CJRemember My Decision

' Allow Deny
.|

Drectory | CUsers\GaraikriebeDeskEop =
File Mame Test.xls =
Encading aoao

| Generate || Replace || Extend HEI

15
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5. A message with a green check will appear at the bottom of the Budget Summary report screen notifying that
the file has been downloaded to the location.

| < 2

#) Download 6 KB (Codepage 4103) C:\Users\cara.kriebel\Dasktop Test.xls

6. Go to the location where the file was saved, (in this example it is the desktop), and open the newly created Excel
file. Excel will give a warning asking if it is safe to open. Select “Yes”.

Microsoft Excel >

| The file format and extension of ‘Test.xls' don't match. The file could be corrupted or unsafe. Unless you trust its source, don't open it. Do you want to open it anyway?

Yes Mo Help

16
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7. After the Excel file opens, format columns and rows and set printing preferences, then print or email to share.

It is recommended that if the file is going to be emailed for sharing, to save formatting changes by selecting:
a. File/Save As/Location/File Name/File Type: Microsoft Excel, (change the file type to Microsoft Excel).
Select “Save” to change the file type prior to emailing.

Report Group: FC, Revenue & Expense

Report Name: BUDSTAT w/CF_FC

FM Area
Budget Category

SSHE State System

Fund *
Funds Center/Group
Commitment Item
Fiscal Year 2023

7011402000
SSHE_2A

Funds center/commitment item

FdsCtr/Cmmtltem
7011402000 FINANCIAL PLANNING &
2-EXP Expenses

PERS Personnel

501310 State Sys Manag
513300 Other Pay - Man
531310 Annual Lv-Mgmt
540300 Management - Me
541300 Management - So
550300 Management - Re
554300 Management - Re
558300 Management - Gr
560300 Management - H/
561300 Management - Ho
562310 Management - An
NON-PERS  Non-Personnel

NON-PERSONNEL Non-Personnel

610100 Printing & Dupl
620300 Network

620320 IT Peripherals
660320 Audio-Visual Ma
665125 Special Food Se

7-RESERVE  Reserves
902 Operating Expen

Date: 12/16/2022
Page: 1/ 1

9F FMPayment Budget

FIN PLAN/A
Flat - Master p

Current Budget

nil Save hs

= S B ThePC » Deskiop

Organize = Mew folder

o Ouick access
B Microsoft Excel

e Creative Cloud Files
o Onelrive - Shppery Rock Unwversity of PA

Iz Slippery Rock University of PA

Budget & Fiscal Planning - Budget Int=mal Do

I This PC
B 3D Objects
I Desitop
= Decuments
3 Downloads
B Music
= | Pictures

B Videos

i Lecal Disk I:,::-I'_x-'_ul Macro-Enabled Workbook
| Excel Binary Workbook

- financed A Excel 97-2003 Werddaaok

5V UTR-8 (Cormma dedemiled)

XKML Daka

Single File Wil Page

Web Page

Excel Ternplate

Excel Macra-Enabled Template

Excel §7-2003 Ternplate

Text (Tab delimited]

Unicode Text

EML Spreadshest 2003

Micresoft Excel 5.0095 Workbook

C8V [Comma delirmited)

Farmatted Text (Space delimited]

Text (Macintosh]

Text (MS-DOS)

CE5V [Macintosh)

C5V [Ma-DO5)

DIF (Data Interchangs Foomat]

SYLE [5:.-m|: alic Limk)

Excel Add-in

Excel 97-2003 Add-in

POF

KPS Docurment

_ Strict Open XML Spreadsheset

File nams CpenDacurnent Spreadshect

- P
= Enmollment Pr

i Metwark

Tot ComAct

91,094.24
91,094.24
91,094.24
90,651.88
59,028.00
540
3,608.78
881.79
3,770.36
12,584.99
995.63
84.58
527.64
5,906.31
2,723.80
442.36

109.43
46.59
62.75

223.59

Save as type | Unicode Text

17

Available

181,655.58
181,655.58
172,027.53
166,232.88
122,600.60
-540
-3,608.78
1,690.10
7,226.10
16,874.80
5,349.54
187.9
1,172.52
8,712.30
6,567.80
5,794.65
5,794.65

9,628.05
9,628.05
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Il. Budget Detail Report Export
1. Export the Budget Detail Report to an Excel file.
a. From the SAP report menu, select List/Export/Spreadsheet.

| Edt Goto Views Settings System  Help
Print Preview CtrhShift+F10

e Print Ctrl+P 0 '.-511. H 1 1 %

i Printing
» Wiord Processing... Ctrl+Shift+F8
» S_pregdsheet...g it 4 :; r'_'- E e

[ Ex Shift+F3 Local File Clrl+Shift+Fo

Duocurmerncoourmar of SAP Query

FM Area SSHE Cr ports Fie

Year Commitment Item Copy URL to Clipboard Shift+F1

‘Commitment Ttem 610100

Funds Center 7011402000

Fund

Layout FUNDCTR

User 70CKRIEBEL

Date/Time 12/16/2022 11:26:06

Funds Center  Funds center name F.Ar FuncArea “Period Year RefDocho  Cmmt Item CI text Text Reference Supplier Mame =Pymt Bdgt
[7011402000 f]FIN PLAN/AMALYSIS 6220 Budgeting 1 2022 104212098 610100 Printing/Duplicating Shared Printers/Copies SHARED PRINTING 10.71
7011402000 FIN PLAM/AMALYSIS 6220 Budageting 2022 104212098 610100 Printing/Duplicating Shared Printers/Copies SHARED PRINTING 10.71
7011402000 FIN PLAM/AMALYSIS 6220 Budgeting 2022 104212098 610100 Printing/Duplicating Shared Printers/Copies SHARED PRINTING 10.71-
7011402000 FIN PLAM/AMALYSIS 6220 Budgeting 2 2022 104243829 610100 Printing/Duplicating Printers/Copiers/AUG PRINTING 17.26
7011402000 FIN PLAM/AMALYSIS 6220 Budgeting 2022 104243829 610100 Printing/Duplicating Printers/Copiers/AUG PRINTING 17.26
7011402000 FIN PLAM/AMALYSIS 6220 Budgeting 2022 104243829 610100 Printing/Duplicating Printers/Copiers/AUG PRINTING 17.26-
7011402000 FIN PLAM/AMALYSIS 6220 Budgeting 3 2022 104274523 610100 Printing/Duplicating Printers/Copiers Sept21 PRINTING 8.21-
7011402000 FIN PLAM/AMALYSIS 6220 Budgeting 2022 104274523 610100 Printing/Duplicating Printers/Copiers Sept21 PRINTING 8.21
7011402000 FIN PLAM/AMALYSIS 6220 Budgeting 2022 104274523 610100 Printing/Duplicating Printers/Copiers Sept21 PRINTING 8.21
7011402000 FIN PLAM/AMALYSIS 6220 Budgeting 4 2022 104286288 610100 Printing/Duplicating Shared printers/copies-OCT PRINTING 7.42-
7011402000 FIN PLAM/AMALYSIS 6220 Budgeting 2022 104286288 610100 Printing/Duplicating Shared printers/copies-OCT PRINTING 7.42
7011402000 FIN PLAM/AMALYSIS 6220 Budgeting 2022 104286288 610100 Printing/Duplicating Shared printers/copies-OCT PRINTING 7.42
7011402000 FIN PLAM/AMALYSIS 6220 Budgeting 5 2022 104297643 610100 Printing/Duplicating Shared printers/copiers-Nov PRINTERS/COPIERS 55.71-

2. Select Excel as the file format, select the green check.

Formats:

Excel (in MHTML Format)

QpenOffice (in OpenDocument Format 2.0}
[@ Select from All Available Formats

Excel - Office Open XML Format (XLSX)

Always Use Selected Format

0]

3. Select the location to save the file. In this example it is the desktop. Name the file and be sure that Excel is
the file type. Select “Save”.

Savein: | [ Desktop v
; ~
* OneDrive - Slippery Rock v
University of PA
Quick access
H% Slippery Rock University of PA
[ Kriebel, Cara M
"
Libraries
o h This PC
This PC — o
n Libraries
¢ | :
Network
File name: EXPORT W
18 Save as type: Excel (" ¥L5X) v
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4. Select “Allow” at the security screen.

SAP GUI Secu

The system is trying to access the file

C:\Users\cara.kriebel\DesktopTest. xls

Do you want to grant access to this file?
[CJRemember My Decision

-
Allowe Deny Help
=

5. A message with a green check will appear at the bottom of the Budget Detail Report screen notifying that
the file has been downloaded to the location.

| L]

0 Download 6 KB (Codepage 4103) C:\Users\cara.kriebel\Desktop' Test.xls

6. Go to the location where the file was saved, (in this example it is the desktop), and open the newly created
Excel file. The file is saved in Excel format and can be formatted for printing, and printed or shared via

email.
Funds Center |Funds center name |Functi|Name of the [Posting Fiscal Year C i Item [C i item name |Text Reference Supplier  [Name 1 [Amount to be checked
onal [functional |period Document against payment bud
Area |area Number

011402000 FIN PLAN/ANALYSIS 6220 Budgeting 022 104297643 610100 Printing/Duplicating Shared printers/copiers-Nov PRINTERS/COPIERE -55.71
¥7011402000 FIN PLAN/ANALYSIS %6220 Budgeting 5 2022 04297643 610100 Printing/Duplicating Shared printers/copiers-Nov PRINTERS/COPIERE 55.71
’7011402000  FIN PLAN/ANALYSIS 6220 Budgeting 5 2022 "104297643 610100 Printing/Duplicating Shared printers/copiers-Nov PRINTERS/COPIERE 55.71
*7011402000 FIN PLAN/ANALYSIS %6220 Budgeting '8 2022 04311469 "610100 Printing/Duplicating Shared Printers/Copiers Dec 21 PRINTERS/COPIERE 3.22
¥7011402000 FIN PLAN/ANALYSIS %6220 Budgeting '8 2022 04311469 "610100 Printing/Duplicating Shared Printers/Copiers Dec 21 PRINTERS/COPIERE 3.22
¥7011402000 FIN PLAN/ANALYSIS %6220 Budgeting 6 2022 04311469 "610100 Printing/Duplicating Shared Printers/Copiers Dec 21 PRINTERS/COPIERE -3.22
¥7011402000 FIN PLAN/ANALYSIS %6220 Budgeting 7 2022 04343712 "610100 Printing/Duplicating Shared Printers/Copiers Jan 22 PRINTERS/COPIERE 20.81
¥7011402000 FIN PLAN/ANALYSIS %220 Budgeting 7 2022 104343712 610100 Printing/Duplicating Shared Printers/Copiers Jan 22 PRINTERS/COPIERE 20.81
¥7011402000 FIN PLAN/ANALYSIS %6220 Budgeting 7 2022 04343712 610100 Printing/Duplicating Shared Printers/Copiers Jan 22 PRINTERS/COPIERS -20.81
¥7011402000 FIN PLAN/ANALYSIS %6220 Budgeting '8 2022 04365614 "610100 Printing/Duplicating Shared Printers/Copiers Feb 22 PRINTERS/COPIERS -30.44
¥7011402000 FIN PLAN/ANALYSIS %6220 Budgeting 8 2022 104365614 610100 Printing/Duplicating Shared Printers/Copiers Feb 22 PRINTERS/COPIERE 30.44
*7011402000 FIN PLAN/ANALYSIS %6220 Budgeting '8 2022 04365614 "610100 Printing/Duplicating Shared Printers/Copiers Feb 22 PRINTERS/COPIERE 30.44
¥7011402000 FIN PLAN/ANALYSIS %6220 Budgeting ® 2022 04380217 "610100 Printing/Duplicating Shared Printers/Copiers Mar 22 PRINTERS/COPIERE 33.83
¥7011402000 FIN PLAN/ANALYSIS %220 Budgeting 0 2022 104380217 610100 Printing/Duplicating Shared Printers/Copiers Mar 22 PRINTERS/COPIERE 33.83
¥7011402000 FIN PLAN/ANALYSIS %6220 Budgeting "0 2022 04380217 610100 Printing/Duplicating Shared Printers/Copiers Mar 22 PRINTERS/COPIERE -33.83
¥7011402000 FIN PLAN/ANALYSIS %6220 Budgeting "0 2022 04392864 "610100 Printing/Duplicating Shared Printers/Copiers Apr 22 PRINTERS/COPIERS 66.29
*7011402000 FIN PLAN/ANALYSIS %6220 Budgeting "0 2022 04392864 "610100 Printing/Duplicating Shared Printers/Copiers Apr 22 PRINTERS/COPIERE 66.29
¥7011402000 FIN PLAN/ANALYSIS %6220 Budgeting "0 2022 04392864 "610100 Printing/Duplicating Shared Printers/Copiers Apr 22 PRINTERS/COPIERE -66.29
*7011402000 FIN PLAN/ANALYSIS %6220 Budgeting "1 2022 04414322 "610100 Printing/Duplicating Shared Printers/Copiers May 22 PRINTERS/COPIERE -9.96
¥7011402000 FIN PLAN/ANALYSIS %6220 Budgeting "1 2022 04414322 "610100 Printing/Duplicating Shared Printers/Copiers May 22 PRINTERS/COPIERE 9.96
¥7011402000 FIN PLAN/ANALYSIS 6220 Budgeting "1 2022 104414322 610100 Printing/Duplicating Shared Printers/Copiers May 22 PRINTERS/COPIERE 9.96
77011402000 FIN PLAN/ANALYSIS %220 Budgeting "2 2022 04422052 "610100 Printing/Duplicating Shared Printers/Copiers June 22 PRINTERS/COPIERS -6.05
¥7011402000 FIN PLAN/ANALYSIS %6220 Budgeting "2 2022 04422052 "610100 Printing/Duplicating Shared Printers/Copiers June 22 PRINTERS/COPIERS 6.05
*7011402000 FIN PLAN/ANALYSIS %6220 Budgeting "2 2022 04422052 "610100 Printing/Duplicating Shared Printers/Copiers June 22 PRINTERS/COPIERE 6.05
| [ [ I [ [ [ [ [ I 769.51]
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[I. View Reports in Excel Mode

1. View the Budget Summary report in Excel mode and copy/paste into another Excel file.

a. From the SAP report menu, select Settings/Options

[ Repot Edt Goto Vew BExtes ] System  Heb
Colemn attributes, .. Shift+F& =
V] - [« Surrrmation leves. Shift+F7 i | k-
BUDSTAT_w/CF_FC Report byout...
g , & mm = = Section byout... - & & 2 oim w
= 1? im = - l! 2 Section attributes... = @ Y I T el
Reparts bloc i = 3
« B BUDSTAT_w/CF_FC Tants v |E Expense Date: 12,';_6_;20.21
+ B SOURCES_w/CF_FC R oo Ll
<[ AcTooM_wer_Fo A S BiE Scate System
* B suDsTAT_wfos_FC ek S i B Dt Bkt
= [B] SOURCES_w/oCF FC e Raport{raport ntarface...
- [B] ACTCOM_wfolr_FC | Dptions... Crshift4F12
" : 11402000 FIN BLEN/ANRLYEIS
Varaton: Characterstics Commitment Ttem SSHE_ 28 Flat - Master per C1 Hierarchy
*[5) Fund Fiscal Year 2023
= B Fecal vear
Fands center/commitment item | Current Budget |(‘m:nmnh1= Budgez Comns tment | Actuals | Tor Comict Jwvaileble
b. From the Options screen, select the type of Output/Microsoft Excel
¢ Select the green checicto execute.
Ganersl Saktings
= Expet made
= Displey navigation bar
List Output
| E 0
Exit Repot
~" Send confirmation prompt
Default Settings
Save sethnps
2. Open Microsoft Excel. At the Security screen, Create et

select “Enable Macros”.

Microsoft Excel Security Notice ? *

@ Microsoft Office has identified a potential security concern.

Mote: The digital signature is valid, but the signature is from a
publisher whom you have not yet chosen to trust.

File Path: |ggok2

Macros have been disabled. Macros might contain viruses or other
security hazards. Do not enable this content unless you trust the
source of this file,

More information

Show Signature Details

Trust all from publisher Enable Macros Disable Macros
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3. The Budget Summary Report in SAP will change to Microsoft Excel. This entire SAP report can now be
copied/pasted by selecting all cells in the report, right click in the body, select “Copy”, and paste into a
new Excel file. Paste by right clicking in the body of the new Excel file and select “Paste”.

Report Edit Goto View Extras Settings System  Help

D K 000 = DT 0%
BUDSTAT_w/CF_FC
Fe = = I 7T M TaAaEg=-m Y Column WS N
eports
- BUDSTAT_wi/CF_FC
- [Z] SOURCES_w/CF_FC
- B ACTCOM_wCF_FC Formulas Data Review View Acrobat Q Tell me what you want to do
- BUDSTAT_w/oCF_FC
- SOURCES_w/oCF_FC =
- ACTCOM_w/oCF_FC ~ ’
ariation: Characteristics Pafte - B 1 u i ° [ Format - - ;;i&
' Fund Clipboard & Font Alignment MNumber Styles Cells Editing ~
d Fiscal Year
Al < I’ <
AN B C D E F G -
1
----- 2 | [Funds Ii item C Budget [onsumable Budg{ Commitment A Il Tot ComAct Av
ariztion: Fund = 3| [FdsCtr/Cmmtitem 272,749.82 272,749.82 91,094.24 91,094.24
~ Fund [=] 4 | | 7011402000 FINANCIAL PLANNING & 272 749 82 272749 82 91,094 24, 91,094 24
- [ 7011001000 General Operating =] 5| 2BxP Expenses 263,121.77 263,121.77 91,094.24) 91,094.24
=] s PERS Personnel 256,884 76 256,884 76 90,651 88| 90,651 88
- T 181,628.60| 181,628.60| 59,028.00 £9,023.00
8 540 00| 540 00
9 3,608.78 3,608.78
10 Cut 2.571.89 2.571.89 881.79 881.79
ikl By Copy 10,996.45, 10,996.45, 3,770.36 3,770.36
12 2. Paste Options: 29.459.79 29.459.79 12,584.99) 12,584.99
13 - 6.,345.17 6.345.17 99563 99563
14 0 272.48 272.48 84.58 84.58
15 Pate Soecial 1,700 16 1,700.16, 527 64| 527 64
16 e pecial. 14,618.61 14,618.61 5,906.31 5,906.31
| - 17 9,291 60 9.291 60| 272380 272380
[=] 18 NON-PERS 6.237.01 6.237.01 442 36| 442 36
- 19 6.237.01 6.237.01
20 Clear Contents 109.43| 109.43
2 46 59 46 59
2 62.75 62.75
23
LL- 24 223.59) 22359
[—L] 25| | T-RESERVE 9.628.05 9.628.05,
LLL- 26 9,628.05 9.,628.05,
27
28
29
30
k]l
32
33
34 =
001 ® 4 3

4. Save the new Excel file. Format for printing and print or share via email.
5. Itis recommended to turn off the SAP Excel view option when finished with the report. Similar to step

1a and 1b, from the SAP report menu, select Settings/Options/Type of Output/Inactive. Click the green
check to execute the report in SAP list view, or Inactive, mode.
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Exercise 3 — Pre-Posting a Budget Transfer in SAP
1. Double click on the FMBB — Budgeting Workbench Favorite that was created in Exercise 1.

= Menu  Edit  Favorites  Extras  System Help

@ | v« @Ot £D9H 0R @m

SAP Easy Access
RE & /agéd v a

* = Favorites

"i.?EFMEIl BCS Reports - FC, Rev& Exp
";3 FMBB - Budgeting Wcrrkbench|

* [0 BUDGET

» [0 ACCOUNTING

» CO HR / PAYROLL

» (3 PURCHASING

» [0 STORES

2. The first time you open the Budgeting Workbench during an SAP session, you will be prompted to Enter FM
Area, enter SSHE and click on the green checkmark.

[= Enter FM Area *®
-
FM Area L'SSHE.L@'

[)(2¢]
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3. When the Budgeting Workbench — Create Document for FM Area SSHE window opens, the Process will be the
default value - Supplement. Click on the dropdown arrow and select Transfer.

[ pocument Edit Goto FExtras Envionment System  Help
9 | l«H @@ e ] e @m

. Budgeting Workbench - Create Document for FM Area SSHE

Document Overview onfoff "_}?-'yl':‘ Hold  Prepost E'JSa:-‘e Changes @Long Text 97 Messages log [i]

Document Status [Initial '

ader Data | Additional Data

| Payment Budget

Process I'm’wlmt Expenditures 0.00
Carry Over Revenues 0.00
Enter

Document type Revenues Increasing the Budget

Version Transfer

Document Date Zeturln t

upplemen ——
Fiscal Year ZUZZ] i Al -

Budget Type

. @--E ..-| Mg]'@. -|I¢$¢Masternam

Lines

| B Key Fig. |.

B Line |Fund ?Funds Center |Mame of a Funds Center |Commitrnent item |Functional Area [ Amount (USD) Text
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4. After the process has been updated to reflect Transfer, the following fields on the Header Data tab need to be

reviewed and if necessary updated to reflect the following:

Document Type
Version
Document Date
Sender:

Fiscal Year
Budget Type
Period
Receiver:

Fiscal Year
Budget Type
Period

BGT (Budget)
0
Current Date

Current Fiscal Year*
NREC
All (Default) or Current Period

Current Fiscal Year*
NREC
All (Default) or Current Period

*Verifying this field is very important because the default may not always be the current fiscal year

= Document

@

Edit

Goto

M eae

Extras

Environment

System  Help

] HE @

Budgeting Workbench - Create Document for FM Area SSHE

Document Overview onfoff 25 Hold  Prepost Save Changes  [#Long Text Messac
Document Status Initial
Additional Data

Process Transfer -

Document type BGT (Budget) -

Version 0

Docurnent Date 12/03/2021

Sender

Fiscal Year 2022 Period Al -
Budget Type NREC

Receiver

Fiscal Vear 2022 Period Al =
Budaget Type NREC
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5. Once these fields have been populated, the transfer line items can be entered in the Payment Budget section

below.
Payment Budget |
FDREC) &)= ) (E] 6 L) ) S waster vata )| [ spit] £ =y Fo.[&]
Lines
B Line -/+ Fund Funds Center MName of a Funds Center | Commitrment tem Functional Area Amount (USD) Text
L L

For each row, the following fields must be entered:

Required Field Description

-/+ Designates Sender (-) or Receiver (+)

Fund Center Fund Center number

Commitment Item Budget Category/budget line item/General Ledger number

Amount Amount to transfer - all amounts should be entered as positive values
Text Describes reason for transfer

EXAMPLE: TRANSFER FROM 701140200 902 TO 7011402000 NON-PERSONNEL $500.00

- [Opayment Budget |
() (T D) (2 ) ) ) () aster ot ) (B[ <o o[ )
Lines
B | Line -/+ Fund Funds Center MName of a Funds Center | Commitment item Functional Area Amount (USD)  Text
0ooool - 7011402000 BUDGET/FISCAL PLANNI 902 500.00 902 TO NON-PERSOMNNEL -
oooooz2 + 7011402000 BUDGET/FISCAL PLAMNI NOMN-PERSOMMEL 500.00 902 TO NON-PERSOMNEL b
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Once these fields are entered, hit Enter and the remaining fields will populate to reflect:

O Payment Budget |
@ OEED EE R ) E =L ) €vaster v | [Bsi)# e fo &)
Lines

B | Line -/+ | Fund Funds Center Mame of a Funds Center | Commitment item Functional Area Amount (USD) Text
0ooool - 7011001000 7011402000 BUDGET/FISCAL PLANNI 902 BDGT 500.00 902 TO NOM-PERSONMEL -
0o0o02 + 7011001000 7011402000 BUDGET/FISCAL PLAMNI MOM-PERSOMMEL BDGT 500.00 [902 TO NOMN-PERSONMEL -
i i

6. Select the Additional Data tab to enter Header Text to match the text entered for each line item in Step 3, as
well as Person Resp (usually the username of a supervisor or the person requesting the transfer, ex. 70CKRIEBEL).

[ Document Edit Goto Extras  Environment  System  Help
V] | « Qe i ) Q=
Budgeting Workbench - Create Document for FM Area SSHE

Document Overview onjoff | “=* &0 Hold Prepost Els;-.-'e Changes @Long Text B7Messages og [

Document | Status | Initial

Header Dat

Person Resp.

Header Text EQUZ TO NDN—PERSDNNELI j
Created by 1
Public Law ' ' Created on ]
Created at [a0=00= 00
Orig Appl [ |
Changed by |
Changed on
Changed at [oa:00:00]
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7. After all required fields have been populated there are three items to verify before pre-posting:

a. Verify the Fund matches for all lines — budget should not be transferred between different funds.

" [0 payment Budget
@ OEEOEERE ) E JEL (G [ Hter vam 2| Bk < ro |2
Lines
EL | Line ~{+ |Fund nds Center Name of a Funds Center |Commitment item Functional Area Amount (USD) Text
000001 - 7011001000 |011402000 BUDGET/FISCAL PLANNI 902 BDGT 500.00 |902 TO NON-PERSONNEL
000002 + || 7011001000 011402000 BUDGET/FISCAL PLANNI  NON-PERSONMEL BDGT 500.00 902 TO NON-PERSONMEL  ~
b. Verify the Payment Budget is in balance — Total Sender must equal Total Receiver.
| -
Document Status [nitial '

Header Data | Additional Data |

| Payment Budget

Process [ Transfer v Total Sender 500.00
Total Receiver 500.00
Document type [BGT (Budget) -
Version o]
Document Date laso3s/s2021
| Sender
Fiscal Year [2022] Period (Al ]
Budget Type [vEEC] Non-Recurring Budget
| Receiver
Fiscal Year [2022] Period [al ]
1

Budget Type
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c. Check Document by clicking on the scaleicon 1 —transfer must adhere to availability controls.

& Budgeting Workbench - Create Document for FM Area SSHE
O | «H e@® | =M HE @
' Budgeting Workbench - Create Document for FM Area SSHE

Document Overview on/off old Prepost [=Save Changes [(Plong Text ¥ Messageslog [l

Document | | status | Initial '

Header Data | Additional Data |

| Payment Budget

Process | Transfer - Total Sender 500.00
Total Receiver 500.00
Document type |BGT (Budget) -/
Version [o ]
Document Date |12/03/72021]
| Sender
Fiscal Year [2022] Period [al =]
Budget Type [wREC] Non-Recurring Budget
| Receiver
Fiscal Year [2022] Period [al ~|

Budget Type |NREC]

If the check is successful, a message indicating “No errors detected. Document has been checked successfully” will
appear in the bottom left corner of the window.

[ Payment Budget |
F OEED EE@IE (E) 6 ) ) e v ) B ) =)
Lines
B Line -/+ |Fund Funds Center Name of a Funds Center | Commitment item Functional Area Amount (USD) | Text
oooool - 7011001000 7011402000 BUDGET/FISCAL PLANNI 902 BDGT 500.00 902 TO NON-PERSONNEL -
000002 + 7011001000 7011402000 BUDGET/FISCAL PLANNI MON-PERSOMNMEL BDGT 500.00 902 TO NON-PERSONNEL -
L 4

Mo errors detected. Document has been checked successfully E: D4
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If the check results in an error (red) this is a hard stop and the transfer cannot be processed as entered. Review fund
center budget availability and make any necessary adjustments to either fund center number, commitment item, or
amount, and repeat Step 7c. to ensure error has been resolved. If you are unable to determine the source of the error,
please contact Financial Planning & Analysis for assistance.

II:' Entry Document - Messages

Owerview | Mu... | |
- @ Budget consistency on FM account Assign. 1

) R RIEIFEL E LC:L [E@ J& JEL [So[® 1@ -
Det. Rec...

@ S:FMCC:010 7011001000 7011402000 902 &

If the check results in a warning (yellow) the transfer can still be processed after the warning details are reviewed.
Warnings are used as a notification that the non-personnel budget for a fund center is almost exhausted.

[E Entry Document - Messages

Overview | Nu... | |
+ M availbility Control (FM) 1

AR i 0
Ty..|Message Text |LTxt| Det. Rec.
A Annual budget almost exhausted for document ftern 000001 i@ | &
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8. After the transfer has been entered, reviewed and checked successfully select “Prepost” to submit the entry for
review.

[ Dpocument Edit Goto FExtras Enwironment  System  Help
V] l«H e@e (i | @
Document for FM Area SSHE

Save Changes  [#Long Text ®PMessageslog [d]

Document I Status Initial

=)

. Header Data | Additional Data

Payment Budget

[ -
Process LTmsfeq' v Total Sender 4,900.00

Total Receiver 4,900.00

Document type BGT (Budget) bt
Version 0
Document Date 12f|33f2-32_1
| Sender
Fiscal Year 2022 Period (Al
Budget Type [WREC Mon-Recurring Budget
| Receiver
Fiscal Year 2022 Period Al -
Budget Type [wREC MNon-Recurring Budget

No further action is required. Pre-posted entries are reviewed and posted on a daily basis. However, if your budget
transfer is time-sensitive or required in order to process a separate transaction (such as a purchase or travel requisition),
please notify Financial Planning & Analysis to expedite posting.
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Exercise 4 —Budget Reports in Bl

Part A. — Configuring Bl Browser Settings
1. Loginto PASSHE ESS Portal
Note: In order to utilize Bl remotely, you must be connected to the VPN.

LSERVICE

g P 0 R T A L Welcome Elizabeth Prada

Last Logon: Thu, 09/30/2021 10:46:31

Home Account Alerts Employee Self-Service Manager Seli-Service Materials Management SAP GUI Business Intelligence ZourcePoint

Information |

Welcome Elizabeth Prada to the Self-Service Portal!

My Portal Applications Address Changes in 2021
If your address has changed in 2021, please make sure t
payroll office prior to December 31, 2021. By taking this

This page will provide you with information about each of the applications available for you to access in the Self-Service Portal. .
benefit vendors (healthcare, retirement, etc.} have your ¢

For each application, you will see a corresponding "tab” across the top navigation bar. To access an application, simply click on
the tab in the navigation bar. Any related announcements, information, or help can be found within each specific area of the If you cannot recall if an address change was reported al
portal. following these steps:

1. Click on the Employee Self-Service tab.
Account Alerts wloy

2. Click on Personal Information,
The Account Alerts page provides options for receiving notifications when designated portal applications are

accessed. Employees may receive alerts via Text Message, Personal Email, and Employee Work Email (State 3. Click on Address z2nd Contact Information
System). Please be aware that if you elect to receive Text Messages standard wireless carrier charges may apply.

W-2 Form Electronic Delivery Election by 1°
2. Select the Business Intelligence tab

L.SERVICE

H P 0 R TA L Welcome Elizabeth Prada

Last Logon: Thu, 09/30/2021 10:46:31

Home Account Alerts Employes Self-Service Manager Self-Sermvice Materials Management SAP GUI SourcePoint

Budgeting |

Performance Mefrics | Campus Reports | Accounting & Finance |

Human Capital Management | Posititn Sougo munugonen | ooy Term PBM Projecti

Ovenview

Budget Summary Messages & Announcements

Budget/Commitments/Actual _ Supported Browsers for BI Reporting

Microsoft Edge™ (Updated Version)
Microsoft Internet Explorer (IE11)
Mozilla Firefox*

Google Chrome*

Apple safari*

Paymenis

Actuals Trend

Budget Trend

Budget Dashboard *Maintenance of trusted sites and pop-up blockers must be set by individual users. Instructions can be found in the docume:

BI Browser Setting_Instructions

For access to all Business Intelligence reporting, please keep in mind you must be on your campus network or VPN.

If vou have any guestions or experience any issues, please contact BITeam@passhe.edu.
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3. Review the Messages & Announcement section for a list of supported browsers.
4. Click on the Bl Browser Setting Instructions link.

L.SERVICE

H P 0 R TA L Welcome Elizabeth Prada

Last Logon: Thu, 09/30/2021 10:46:31

Home Account Alerts Employee Self-Service Manager Self-Service Materials Management SAP GUI Business Intelligence SourcePaoint

Performance Mefrics | Campus Reports | Accounting & Finance | Budgeting | Human Capital Management | Position Budget Management | Long Term PEM Projecti

Ovenview

Budget Summary Messages & Announcements

Budget/Commitments/Actual _ Supported Browsers for BI Reporting

Microsoft Edge™ (Updated Version)
Microsoft Internet Explorer (IE11)
Mozilla Firefox*

Google Chrome*

Apple safari*

Paymenis

+ Actuals Trend

« Budget Trend

« Budget Dashboard *Maintenance of trusted sites and pop-up blockers must be set by individual users. Instructions can be found in the docume:

BI Browser Setting_Instructions

For access to all Business Intelligence reporting, please keep in mind you must be on your campus network or VPN.

If vou have any guestions or experience any issues, please contact BITeam@passhe.edu.

5. When the document opens, use the linked Contents menu to navigate to your preferred browser’s instructions.

Business Intelligence Browser Settings

Contents
BEReportnE ACCess DY oo e v o s e s o s oy e S T T B o A S T T e e VS e ST v s

It e et X O T s oo T L e B e U SN S S Ve

B e st s s T T T R T o T S B T B o T B R B S e e T e i B e e

W o~ W M

B O e o T e B T T G T D e e B T S B e T o s
(0] e R L B S i ISR R B LS s S U S SO SRR R Ty S ot o e

Sl ar (VA S b ) s s e T s T B A s R S S e swvana 14

Updated: January 26, 2021

6. Follow the step-by-step instructions to update your browsers settings, which will ultimately “Allow” for pop-ups.
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Part B. — Running a Budget Report in Bl
1. Loginto PASSHE ESS Portal
Note: In order to utilize Bl remotely, you must be connected to the VPN.

LSERVICE

3 P 0 R T A L Welcome Elizabeth Prada

Last Logon: Thu, 09/30/2021 10:46:31

Home Account Alerts Employee Self-Service Manager Self-Service Materials Management SAP GUI Business Intelligence SourcePoint

Information |

Welcome Elizabeth Prada to the Self-Service Portall

My Portal Applications Address Changes in 2021
If your address has changed in 2021, please make sure t

This page will provide you with information about each of the applications available for you to access in the Self-Service Portal. payrell office prior to December 31, 2021. By taking this

For each application, you will see a corresponding "tab" across the top navigation bar. To access an application, simply click on benefit vendors (healthcare, retirement, etc.) have your ¢
the tab in the navigation bar. Any related announcements, information, or help can be found within each specific area of the If you cannot recall if an address change was reported al
portal.

following these steps:
Account Alerts 1. Click on the Employee Self-Service tab.

. . ) P - 2. diick on Personal Information.
The Account Alerts page provides options for receiving notifications when designated portal applications are

accessed. Employees may receive alerts via Text Message, Personal Email, and Employee Work Email (State 3. Cick on Address and Contact Information
System). Please be aware that if you elect to receive Text Messages standard wireless carrier charges may apply.

W-2 Form Electronic Delivery Election by 1.

2. Select the Business Intelligence tab, then the Campus Reports tab, and finally select Budget Summary from the
Campus Reports menu

L.SERVICE

H P 0 R TA L Welcome Elizabeth Prada

Last Logon: Thu, 09/30/2021 10:46:31

Home Account Alerts meployee Sel-Service Manager Self-Service Materials Management SAP GUI Business Intelligence SourcePaoint

Budgeting | |

Human Capital Management

Performance Metrics Campus Reports Accounting & Finance | Positioir ouuget maiiggermient | Lony Term PEM Projecty

Ovenview

Budget Summary Messages & Announcements

Budget/Commitments/Actual _ Supported Browsers for BI Reporting

Microsoft Edge™ (Updated Version)
Microsoft Internet Explorer (IE11)
Mozilla Firefox*

Google Chrome*

Apple safari*

Paymenis

Actuals Trend

Budget Trend

Budget Dashboard *Maintenance of trusted sites and pop-up blockers must be set by individual users. Instructions can be found in the docume:

BI Browser Setting_Instructions

For access to all Business Intelligence reporting, please keep in mind you must be on your campus network or VPN.

If vou have any guestions or experience any issues, please contact BITeam@passhe.edu.
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3. When the variable entry screen opens, enter the fiscal year and either select a group of fund centers, or enter
specific fund centers.

e Manually enter fund center(s) into the “Fund Centers — Single or Multiple Values” field with a semicolon
in between each fund center.

e Select a fund center group by clicking on the overlapping squares in the “Fund Center (BCS) Group” field
to show the interactive fund center group hierarchy.

Variable Entry

Available Variants: [Save | [ Save As... | [ Delete | Show Variable Personalization

General Variables

Variable== Current Selection Description

*  Fiscal Year 2022 022

Funds Center (BCS) Group

Fund Centers - Single or Multiple Values ...

Select values for Funds Center (BCS) Group (ZBCSGROU)

Show view:

All Selections
Search: Clear [] Select Al
¥ SSHE4BFC__000_0000 BCS Groups Type Description

! SSHESSHE State System of Higher Educafion

Add b

[£][a] change order [+][Z]

For each P icon, there is a hierarchy with a list of values. When you reach the lowest level, the icon will change to ®
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Here is an example of SSHE7041 fund center group fully expanded to show individual fund centers:

Select values for Funds Center (BCS8) Group (ZBC SGROU)

Show view: |[A&

All

Search: | Go | Clear

¥ SSHE4BFC__000_0000 BCS Groups
¥ SSHESSHE State System of Higher Education
¥ SSHETO Slippery Rock University of Pa

¥ SSHET010 President

» SSHET042 Public Relations

¥ SSHET013 Advancement

} SSHE7020 Student Affairs

* SSHETO30 Academic Affairs

¥ SSHETO3070 Enrcliment Man agement

P SSHET03071 Student Affairs

¥ SSHETO3073 Planning Resource Manage & Assess

P SSHET7040 Administration & Economic Development

¥ SSHET041 Finance

¥ SSHET04041 Finance

SSHET011400200 FINANCE
SSHET011401300 ADMIN SEARCHES
SSHET011402000 BUDGET/FISCAL PLANNING
SSHET011450000 CONTRACTS/PURCHASING
SSHET011450099 CONTRACTS
SSHET011490100 ACCOUNTING SERVICES
SSHEF011451000 ACCOUNTS PAYABLE
SSHET011491200 STUDENT ACCOUNTS

¥ SSHET043 Human Resources
¥ SSHETOS0 Restr Grants/Proj

* SSHE7060 Revenues

¥ SSHETOTO Special Accounts
* SSHET030 Central Accounts

P SSHET081 Univ Accounts

* SSHETOA2 Reserves

Selections

[ Select Al

Type Description

@E Change Order EE
W
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4. Once you have identified the fund center(s) or fund center group(s) of interest, click to select and then click
IIAddII and llok”

Select values for Funds Center (BCS) Group (ZBC SGROU)

Show view: |4
All Selections
Search: | [ Go ] Clear [ select Al
~ SSHE4BFC__000_0000 BCS Groups Type Description

¥ SSHESSHE State System of Higher Education
¥ SSHETO Slippery Rock University of Pa
¥ SSHET010 President
¥ SSHET012 Public Relations
P SSHET013 Advancement
¥ SSHE7020 Student Affairs
¥ SSHET030 Academic Affairs
¥ SSHET02070 Enroliment Man agement
¥ SSHE703071 Student Affairs
¥ SSHET03073 Planning Resource Manage & Aszess
¥ SSHET040 Administration & Economic Development
¥ SSHET041 Finance
¥ SSHET04041 Finance
" SSHEF011400200 FINANCE

J ﬂ SSHEF011402000 BUDGET/FISCAL PLANNING

* SSHE/7011490098 CONTRACTS [Z][] change order [+][=]

" SSHET011480100 ACCOUNTING SERVICES
* SSHE/T011481000 ACCOUNTS PAYABLE
* SSHE/T011481200 STUDENT ACCOUNTS

¥ SSHET04046 Finance Other

¥ S5HET043 Human Rescurces

¥ SSHET0S0 Restr Grants/Proj

¥ SSHET060 Revenues

¥ SSHETOTO Special Accounts

¥ SSHET080 Central Accounts

¥ SSHET081 Univ Accounts

¥ SSHET08Z Reserves v

I =2
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The Budget Summary report will be generated in a separate window:

Slippery Rock Summary Last Data Update: 12/03/2021 06:03:37

=H EB & e [ B2l [ fE O L T 2 e

|* FundiFunds Center/Cl Hierarchy -

=
Fund 4 Funds Centery Commitment kem .4 Fiscal Period 4 Cltem Category s
|Show Al Values | [Show Al'Values | [Show Al Values | [Show Al Values | [Overal Combined |
\ariable Filters Dynamic Filters
Fiscal Year 2022 Cl Category (FC) | Overall Combined

Funds Center (BCS) Group |SSHE/T011402000 BUDGET/FISCAL PLAN

Ovwerall Combined

¥ Current,_ b Commitments#= b Actuals«= = C i .- " Remaining#= - Remaining*=
Budget & Actuals

Fund = Funds Center = Commitment tem= 3 ] s ] ] %
7011001000 General Operating 7011402000 BUDGET/FISCAL PLANNI  ~ COMMITMENT ITEM HERARCHY 42 289.95 107.47 2,824.10 2,931.57 39,358.38 93.1
~ Expenses 7,909.45 10747 282410 2,931.57 497789 62.9
* Non-Personnel 7.909.46 107.47 282410 293157 4977.89 62.9
= Non-Personnel 7,909 46 7,909.46 100.0

- Operating 107.47 282410 2,931.57 293157

~ Other Expenses 107.47 282410 2,931.57 -2,931.57

} Printing & Duplicating 27.00 43.60 70.60 -70.60

P Trave! & Transportation 245.00 245.00 -249.00

¥ Computing & Data Processing 8047 1,500.57 1,581.04 -1,581.04

¥ Supplies 1,030.93 1,030.93 -1,030.93
* Reserves 34,380.49 34,380.45 100.0
~ Operating Expense Reserves 34,380.45% 34,380.49 100.0
= Operating Expense Reserves 34,380.49 34,380.49 100.0

Within Bl reports, the » icon also represents a hierarchy with a list of values. When you reach the most

granular level of detail, the icon will change to *
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Here is an example of the Budget Summary report fully expanded to show individual commitment items:

Slippery Rock Summary Last Data Update: 12/03/2021 06:03:37
|‘Fur|dfFumis Center/Cl Hierarchy v| E] ﬂ |]
Fundy Funds Center s ‘Commitment tem., Fiscal Period 4 Chem Category .4
|Show All Values ~| [Show All Values ~| [Show All Values | [Show Al Values ~| [Overall Combined -
Variable Filters Dynamic Filters
Fiscal Year 22 | ClCategory (FC} |Qverall Combined

Funds Center (BCS) Group | SSHE/7011402000 BUDGET/FISCAL PLAN|

b Current ¥ Commitments=~ - C

& Actuals
Fund = Funds Center =
7011001000 General Operating 7011402000 BUDGETIFISCAL PLA * COMMITMENT ITEM HIERARCHY 1289 2,824.10

293157 39,358.38
~Expenses . 107.47 2,824 10 2931 57 497789 629
¥ Non-Personnel : 107.47 282410 293157 4,977.89 629
* Non-Personnel . x 7,909.46 100.0

¥ Operating 107.47 282410 293157 -2,931.57

w Other Expenses 107.47 2,824 10 2931 57 293157

* Printing & Duplicating 27.00 4380 7080 -70.80

* Printing & Duplicating 27.00 4360 70.60 -70.60

> Travel & Transportation 249.00 249.00 -249.00

= Training/Develop Travel (attending conferences) 245.00 245.00 -245.00

~ Computing & Data Processing 2047 1,500.57 1,581.04 -1,581.04

* Network 32.49 39.79 7228 7228

= Hardware-Compute 63.49 63.49 -53.49

= EndPoint Device-End User 1,126.00 1,126.00 -1,126.00

= Audio-Visual 42.80 42.80 -42.30

= T Peripherals 47.98 22848 276.47 -276.47

¥ Supplies. 1,030.82 1,030.82 -1,030.83

= Office Supplies 12.49 12.49 -12.49

= Furniture & Furnishings (noncapital) 91897 91897 -918.97

= Building Supplies 99.47 99.47 -89.47
* Reserves . X 34,380.49 100.0

¥ Operating Expense Reserves 3 X 34,380.49 100.0

= Operating Expense Reserves 3 34,380.45 100.0

5. The report shows the year-to-date: Current Budget, Commitments (travel, purchase requisitions, funds
reservations), Actual dollars spent, a total of the Commitments + Actuals, and Remaining budget.

Current Budget — Commitments - Actuals = Remaining Budget
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6. For your reference, the Current Budget column can be expanded by clicking on the triangle to the left. The
current budget is a total of reserves and commitments carried forward from the prior fiscal year, the original
new year’s budget, transfers and supplements made to/from each fund center.

o

Slippery Rock Summary

[* Fund/Funds Genter/CI Hierarchy ~| EIHIER e | B (7] = o o ) (2 (8 a2 )
Fund 4 Funds Centery Commitment ltem Fiscal Period 4 Cliem Categorya
|Show All Values | [Show All Values ~| [Show All Values ~| [Show All Values ~| [Overall Combined -
Variable Filters Dynamic Filters
Fiscal Year 2023 Cl Category (FC) | Overall Combined

Fund Centers - Single or Multiple Values { ;) | 7011402000 FINANCEL

Fund = Funds Cenfer = Commitment ltem==

7. See section F for printing/exporting instructions for reports in BI.

39

QOverall Combined

w Current,__
Budget = CF fromPrior Fy<=

] 5

= Original==

]
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Part C. — Searching for Fund Centers Values in Bl

1. Inthe Variable Entry window, click on the overlapping squares in the Fund Centers — Single or Multiple Values...
field to open the search menu.

@ Bu Education — Maogzilla Firefox — O *

O E] &= https://portal.passhe.edu/irj/serviet/pri/portal/priroot/ped!3aportal_content!2fevery_us kg =

Variable Entry |

Available Variants: | Save || Save As... || Delete | Show Variable Personalization

General Variables

ariable== Current Selection Description
*  Fiscal vear 2022 2022

Funds Center (BCS) Group ]

Fund Centers - Single or Multiple Values ... .

2. The Select values for Fund Centers window will open to the default Show view: All

Select values for Fund Centers - Single or Multiple Values ( ; ) (FCREQ)

I More than 1000 values availablg; not all values are displayed

Show view:

Selections
Maximum Records: [[] Select Al
[]Select al e Toserem
Funds Center: Key== Funds Center. Medium Text== @
W
J 7011100000 PRESIDENTS OFFICE
J 7011100300 D0 NOT USE
J 7011100400 CAPSTONE LECTURE SERES
j 7011100500 MULTI CULTURAL TASK FORCE 2 B
7011100500 DIVERSITY AND INCLUSION
J 7011100700 PRESIDENT'S COMMISSION INIATIVES
J 7011100800 PRESIDENTIAL TRANSITION
J 7011101000 COUNCIL OF TRUSTEES
J 7011101100 PRESIDENT'S RESIDEMCE (NON PROJECT)
J 7011101200 PRESIDENT'S CONFERENCE RM SUPPLEES
J 7011101300 DO NOT USE
J 7011101500 SGA Green Fund E
Enter a value for
Funds Center: | | [E][] change Order [<][E]
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3. Click on the dropdown arrow to the right of All to change the Show view to Search.

Select values for Fund Centers - Single or Multiple Values ( ; ) (FCREQ)

Show view:

All Selections

Maximum Records: ] [ select All

Select all
[ ]Select al Type Description

Funds Center: Key*= Funds Center: Medium Text*= Q
E
TO11100000 PRESIDENTS OFFICE
I 7011100300 DO NOT USE
I 7011100400 CAPSTONE LECTURE SERES
: 7011100500 MULTI CULTURAL TASK FORCE IR
7011100600 DNERSMTY AND INCLUSION
I 7011100700 PRESIDENT'S COMMISSION INIATIVES.
I 7011100800 PRESIDENTIAL TRAMNSITION
I 7011101000 COUNCIL OF TRUSTEES
I TO101100 PRESIDENT'S RESIDENCE (NON PROJECT)
I TO101200 PRESIDENT'S CONFERENCE RM SUPPLIES
I TO1101300 DO NOT USE
: TO11101500 SGA Green Fund E
Enter a value for
Funds Center: I:l E |Z| Change Order |Z| @

4. A Search window will open to a Text search by default; however, the dropdown arrow can be used to switch to a
Key search.

Select values for Fund Centers - Single or Multiple Values (; ) (FCREQ)

Show view:

Selections
Funds Center. | [Search] [[] Select Al
Maximum Reco| Type Description
[ Select all

Funds Center: Medium Text==
i
Add b
[4 Remove |
Enter a value for
FunasCenter [ ]
EE Change Order EE
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Note: Selecting Text will search against fund center names and selecting Key will search against fund center number,
as such it is important to ensure the search type matches the data type input in the search field.

5. Using a Text search, enter a keyword from the name of the Fund Center of interest and select Search.

Select values for Fund Centers - Single or Multiple Values ( ; ) (FCREQ)

Show view:

Search Selections
Funds Center: [Text  +|[Budget [Search | [[]Select All
Maximum Records: 1000 Type Description
[ Select al
Funds Center: Key*~ Funds Center: Medium Text*=
E
Add |k

Enter a value for

FundsCenter [ ]
EE Change Order E| |§|

If there are no fund centers that match the criteria exactly, no fund centers will be returned.

In that case, you can try using a combination of a keyword and the * as a wildcard symbol, such as:

Find keyword at the beginning of a field: Budget*
Find keyword at the end of a field: *Budget
Find keyword anywhere in a field: *Budget™

Also, note that the Name field is quite short. Depending on your search, you may also try alternate text or
common abbreviations:

Replace “AND” with “&”
Replace “BUDGET” with “BUD”
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In this case we’ll use *BUDGET*FISCAL* because | know both words are in the name of the fund center and they
will appear in that order.

Select values for Fund Centers - Single or Multiple Values ( ; ) (FCREQ)

Show view:

Search Selections
Funds Center: [Text | [*BUDGET*FISCAL® | [Search | [[] select Al
Maximum Records: | 1000 Type Description
[ Select al
Funds Center: Key=~ Funds Center: Medium Text==
i3
Add b

Enter a value for

FundsCenter [ ]
EE Change Order E El

6. After adjusting the search parameters, the result is the BUDGET/FISCAL PLANNI fund center 7011402000

Select values for Fund Centers - Single or Multiple Values (; ) (FCREQ)

Show view:

Search Selections

Funds Center: [Text | [*BUDGET*FISCAL* | [Search | [[] Select All
Records: 1000 Type Description
[ selectal
Funds Center: Key== Funds Center: Medium Text==
J 7011402000 BUDGET/FISCAL PLANNING
Add b
[4 Remove |

Enter a value for

FundsCenter [ ]
E E Change Order |z| |§|
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7. To select the Fund Center, click the gray box to the left of the Fund Center: Key column to highlight the row and
click on the Add button.

Select values for Fund Centers - Single or Multiple Values ( ;) (FCREQ)

Show view:

Search Selections
Funds Center: [Text v |[*BUDGET:FISCAL* | [Searen | [[] select Al
Waximum Records: [1000 Type | Description
[]5elect all
Funds Center: Key** Funds Center: Medium Text**
?
| 7ot40z000 BUDGETIFISCAL PLANNING

Enter a value for

Fungscenter: [ ]
EE Change Order EE

The fund center is now included in the Selections list. Select OK to run the report.

Select values for Fund Centers - Single or Multiple Values ( ; ) (FCREQ)

Show view:

Search Selections
Funds Center: [Text | [*BUDGET*FISCAL® | [Searen ] [ select All
Maximum Records: | 1000

Type Description

[ select all | =/ | 7011402000 BUDGETIFISCAL PLANNING
Funds Center: Key*== Funds Center: Medium Text*=

F

| 7011402000 BUDGET/FISCAL PLANNING

Add b

Enter a value for

FundsCenter. [ ]
|z||z| Change Order E@
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Part D. — Understanding a Budget Report in B

Each row represents a commitment item group or specific general ledger account number. Most fund centers do not
have revenue, so the first commitment item group listed is usually Expenses.

Unlike SAP, Bl Campus Reports shows a default view that shows revenue (if applicable), Non-Personnel expenses and
ONLY student wages (View #1).

A second view of the report is available that shows revenue (if applicable), Non-Personnel expenses and ALL
faculty/staff/student personnel expenses (View #2).

All fund centers with revenue should use View #2.

H SRU Faculty and Staff | Slippery & X | (m Overview - SAP NetWeaver Port=. X [ BEx'Web - Slippery Rock FC Bud: X +

&« C 8 portal.passhe.edu/irj/serviet/prt/portal/priroot/ pcdsaporial_content 2Ievery_UserZigenerall ZiaetaulifyarrameworkConignt!2fcom.sap.portal.standalonecon
View #1 (Excludes Faculty/Staff Personnel Expense

* status | 4 View #2 (Includes ALL Personnel Expense

STrvey) (o ST / /{ Last Data Update: 03/08/2023 06:03:23
* Fund/Funds Center/Cl Hierarchy / vy |]|]|] i @H]ﬂ"ﬂ

* Fund/Funds Center/Cl Hierarchy x /

* Fund/Funds Center/Cl Hierarchy w/ Personnel Commitment ltem 4 Fiscal Period 4 Cltem Category .

C.alegory .Summary V| |Shu\': All Values v| |Shu\': All Values v| |Ovelal| Combined -

Fiscal Period

Functional Area (From Funds Center) Hierarchy

) X - Dynamic Filters
Functional Area (Transactional) Hierarchy

Funds Center Groups Cl Category (FC) | Overall Combined
Funds Center/User ID/Name 0 FINANCL
Vendor Detail by Commitment ltem
ZFM01 - Budget Status Overall Combined
FCumrent,.  kActuals®= = Commil s, Re a= R &=
Budgst & Actuals B
Fund = Funds Center = Commitment ltem== ] 5 5 5 %
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Slippery Rock Summary

[* Fund/Funds CenteriCI Hierarchy ~| EHEE | RH e B (v = 2 R | L e
Fund 4 Funds Center, Commitment tem.y Fiscal Period 4 Chem Category.
[Show All Values ~| [Show All Values ~| [Show Al Values ~| [Show Al Values ~| [Overall Combined -
Variable Filters Dynamic Filters
Fiscal vear 2022 Cl Category (FC) |Overal Combined

Fund Centers - Single or Multiple Values (; } 7011402000 BUDGET/FIS

b Current,_  »Commitments== b Actuals==

Budget
Fund = Funds Center = 3 5 3
7011001000 General Operating 7011402000 BUDGET/FISCAL PLANNI w COMMTMENT TEM HERARCHY

~ Expenses 7,909.46 107.47 2,879.81

* Non-Personnel 7,509.45 107.47 2,878.81
* Non-Personnel 7,909.46

* Operating 107.47 2,878.81

* Other Expenzes 107.47 2,879.81

* Printing & Duplicating 27.00 993

* Printing & Duplicating 27.00 99.31

* Travel & Transportation 245.00

* Training/Develop Travel (attending conferences) 245.00

* Computing & Data Processing 20.47 1,500.57

= Network 3249 3879

* Hardware-Compute 6349

* EndPoint Device-End User 1,126.00

= Audio-Visual 42.80

* [T Peripherals 4798 22849

* Supplies 1,030,893

* Office Supplies 12.49

= Furniture & Furnishings (noncapitaly 591897

* Building Supplies 99.47
* Reserves 34,380 .4%
* Operating Expense Reserves 34,380.49
= Operating Expense Reserves 34,380 .4%

- C

Last Data Update: 12/10/2021 06:03:32

& Actuals

2,987.28
2,987.28

2,987.28
2,987.28
126.31
126.31
249.00
249.00
1,581.04
7228
53.49
1,126.00
42.80
276.47
1,020.83
12.49
918.87
99.47

492218
492218
7,909.46

-2,967.28

-2,987.28

-126.31
-126.31
-249.00
-249.00
-1,581.04
7228
£3.49

-1,126.00

-42.80
276.47
-1,020.83
-12.49
-5918.97
99.47

34,380.49

34,380.49

34,380.49

62.2
62.2
100.0

100.0
100.0
100.0

In addition to Expenses, some fund centers also have reserves which is reflected as a separate commitment item group -

Reserves. Reserves represent prior fiscal year unspent budget carried forward to the current fiscal year; however,

carryforward of budget savings is not guaranteed and should not be relied upon for normal operations.

Each column represents a category of activity — Budget, Commitment, Actual, Remaining.

Category Description

Current Budget current fiscal year budget

Commitments current encumbrances for outstanding purchases / travel
Actuals actual expenses spent

Commitments & Actuals commitments + actuals

Remaining $ available or remaining budget

Remaining % available budget as a % of current budget

Current Budget — Commitments & Actuals = Remaining
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Part E. — Drilling into Budget Report Detail in Bl
1. The underlying detail making up the figures appearing on the Budget Report can be accessed by right-clicking on
the figure and selecting the corresponding detail lines from the Goto menu:

Cwerall Combined

F Current,_
Budget
Commitment tem== ¥
I~ COMMITMENT ITEM HERARCHY 4228995
* Expenses 7,909 45
* Non-Personnel 7,9059.45
* Non-Personnel 7,909 46
= Operating
¥ Other Expenses
F Printing & Duplicating
¥ Travel & Transportation
* Computing & Data Processing
= Network
* Hardware-Compute
= EndPoint Device-End User
= Audio-Visual
= [T Peripherals
F Supplies
* Hezerves 34 380.49
* Operating Expense Reserves 34 38049
* Operating Expense Reserves 34 36049

2. From the budget report above, below is the line item detail making up the $42.80 Actuals balance reflected in

account 620315 (Audio-Visual).

Slippery Rock Actual Lines

EE)| & & | E (@ 711

BEEEEEE

Posting Date = FlDoc# = PO #-= Fund#=

F Commitments 2=

107.47
107.47
107.47
107.47
107.47

27.00

a0.47
32.49

4758

Funds Center==

47

F Actuale== = Commitments

& Actuals
3 3
2,879.81 2598728
2,879.81 208728
2,879.81 2987.28
2,879.81 208728
2,879.81 2937.28
99.31 125.31
245.00 245.00
1,500.57 1,581.04
39.79 7228
63.49 63.49
1,126.00 1,126.00
4Z'M{Blzrtl:r N ﬂ;
228

1,030
Properties

Commitment kem*=
oTi21/2021 5101569376 4500545832 7011001000 General Operating 7011402000 BUDGET/FISCAL PLANNI 620315 Awdio-Visual LOGTECH CS205 PRO 1080P HD WE

Change Drilldown ¥

3

= Remaining== = Remaining=~

3
39,302.67
492218
4922 18
7,000.46
2,987.28
298728
-126.31
-249.00
-1,581.04
72.28
£3.49
-1,126.00

FEW. T

Actual Detail Lines

Budget Detail Lines

Commitment Detail Lines
34 33049

34,380.49
34,380.49

%
2.9
622
622

100.0

100.0
100.0
100.0

Last Data Update: 121102021 03:53:03

Actual*=

Document Text =

42,80



SlipperyRock

University

Financial Planning & Analysis
Budgeting Resource

Part F. — Printing from BI
1. Budget reports cannot be directly printed from Bl. The report must be exported to an Excel or PDF format and
printed from the application.

Part G. — Exporting Budget Reports from Bl to Excel or PDF

1. Select the Excel or the PDF icon at the top of the page to export this report into Excel or PDF. The Excel or PDF
file will open in a new window. Format for printing in Excel, save file and print or share files via email.

- Status

Slippery Rock Summary

|* Fund/Funds Center/Cl Hierarchy | BEEE & Bl 7

=
=T

e | I )

Fund 4 Funds Center Commitment tem Fizcal Period 4 |

[Show All Values | |Show All Values | [Show All Values | |Show Al Values ~| [0

Variable Filters Dynamic Filters

Fizcal Year 2022 ClCategory (FC) | Overall Combined

Funds Center (BCS) Group |SSHE/7011402000 BUDGET/FISCAL PLAN |
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