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DISTRICT BUDGET PROCESS

Fiscal Years for the Duval County Public Schools are July 1st through June 30t and referred to as
FY 09/10, FY 08/09, etc. The budget process for the next fiscal year is started early in the current
fiscal year. Beginning in September, Budget committees are formed and begin to meet about
changes necessary to meet the needs of the schools, departments, and the district for the upcoming
year. These committees continue to meet for the next three months, finalizing information before
schools and divisions receive their final budget packets to begin their process.

In January of that same fiscal year, schools begin their budget process by meeting with Shared
Decision Making Committees, SAC committees, and staff to set out the needs of the individual
school. Each school will have different needs and abilities to meet those needs. Funding for schools
is based on the student population and the types of students attending the school, or Weighted Full
Time Equivalent (WFTE) Students. Schools complete their budget on the Budget Prep System (BPS)
by the number and type of staff needed, comparability requirements, SACS requirements, Board
directives, Legislative mandates and the needs of the individual school (See Budget Guidelines for
additional information).

All approved budgets are submitted to the School Board for final approval and a public hearing is
held. These budgets are then adopted for the new fiscal year beginning July 1st.

ADOPTION OF DISTRICT BUDGET

The Budget as approved will be loaded into the district’s financial software system (SAP). Within
SAP, you may view your budget and perform any necessary transactions. Position Change Forms,
purchase requisitions, budget transfers, and storeroom orders will all be manually entered into SAP.

SCHOOL BUDGETS

A school’s initial budget is entered in the Budget Prep System (BPS) on the District’s intranet. To
access BPS through the District’s web page, enter http://budprep. The following screen will appear:

-2} Duval County Schools - Administration - Microsoft Internet Explorer

File  Edit  Wiew  Fawori tes  Tools  Help

GBack - O - = Wl ) search ST Faverites ) - e B - ﬁ
Address |#] http:/fbudprep. dops. duval us/BudPrepApp) ~ | B3 so Links

Duval County Schools - Administration Username: : slobodzini  Profile: HR_BUDGET
Budget Prep System

Annual Budget Screens FPersonne 1 Elernentary Secondary Allacation Divisian Management Reports

L&] oone %.J Local intranet

For more details on how to work with BPS please access the Budget Prep Training site at
http://dcpsweb/training/bpshelp/bpshelp.htm. Please note that this help site has not been
updated since 2005, so recent enhancements to the system are not included.

The information in BudPrep will not change from the spring budget process. It is the beginning basis
for a school’s budget with all other changes being done in SAP.
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SAP HELPFUL HINTS:
GETTING STARTED IN SAP

INSERTING A TRANSACTION IN SAP

If you don’t already have a transaction saved in your main “SAP Easy Access” menu, the following
steps will aid you in adding the transaction to your “Favorites” folder.

e Select “Favorites” from the top toolbar.

e C(Click on “Insert transaction” (Ctrl+Shift+F4 key).

Menu Edit Favorites Exras  Systern  Help
& Add Crl+Shift+F 6 HEE BT OE8 [E | @ = |
Change Ctrl+Shift+F 3
SAP Easy |
Maye +
(3= | &l|| peete Shift+F 2
m’"’"“ Insert falder Cirl+Shift+F o
= & SAP meny  Inserttransaction Ctrl+Shift+F 4
[ [JoOfice| Addother ohjects Citl+Shift+F 7
g Crass, Download to PC
Logist
3 Accout Upload fram PC

] Information Systems

[»

[

[

[ (7 Human Resaources
[»

> (] Toals

e A “Manual entry of a transaction” window will open. You may then input your new
transaction codes. For your convenience, we have included a list of all transactions
discussed in this booklet on page 22.

Manual entry of & tran i

Transaction code |

v R

o To make it easier to identify your “Favorites,” you are able to rename the transaction name.
Right-click on the transaction name and a dropdown appears. Choose “Change favorite”.
Execute: Budgeting Workbench

Execute in new window
Display documentation
Change favorite
Delete favarite
Inzert folder
Inserttransaction

Add other objects

Create shorcut an the desktop

e You can rename it any way you choose so that you can easily identify the transaction when
needed. f = Chanoe a favorite

| Text Budgeting Workhench




VIEWING YOUR BUDGET IN SAP

Once the new fiscal year begins, you should view your current budget in SAP. Understanding a few
fundamentals will assist you in maneuvering through the system.

To view your budget, use transaction Y_SED_05000006. Choose “Report by Fund, Func Area,
Citem”. You may leave the “Fund” field blank to access all of your funds or fill it in to view a specific

fund. Click execute & . Some examples of specific funds follow:

Program Edit Goto Systerm Help

& RIS N e R e e e @ =

4.7 BCS - Budget/Commitments/Encumbrances/Expenditures by Fiscal Year

@ [

Choose Report

Fepart by FUMD, FUMD CEMTER (@)
eport by FURND FURNC AREA, CITEM =

Repart by FUNC AREA, CITEM
Report by FURD
Report by PERIOD(caming soan)

Default Selections

FM Area 0616 to [ =]
Yarsion 2} to =
Fiscal Year 206849 to E
Optional Selections
Fund 10800 to =
Fund Center 3012 ta =
Functional Area to E
Comrmitrment ltem | E

[ Produce file far EXCEL import?
File name CADDOWRRPT bt

Fund:
e Fund 10000—General Fund
e Fund 10008—School Improvement Funds
e Fund 11112—SAl-Remediation

This is a five-digijt field and has the following logic:
e Fund numbers 10000—19999 = General Funds Budgets
e Fund Numbers 41000—49999 = Special Revenue—Other Budgets

Fund Center:
This represents your school number/org unit. This is a four-digit field. School numbers have the digit
3 in front. Example:

e 3012 = West Riverside Elementary

Functional Area:
The first four-digits represent the function. Functions indicate the overall purpose or objective of an
expenditure (“why” the purchase is being made).

Examples:
e 5100 = represents Basic Instruction
e 5200 = represents Exceptional Student Instruction




Commitment ltem:
The commitment item (formerly a five-digit number which combined the functional area and object)
is now the three-digit “object”. This describes the object you are purchasing. Example:

e 350=Repairs & Maintenance, used for maintenance agreements and/or repair of items

e 510=General supplies
A combination of the function and object is contained in the Florida Department of Education
“Redbook”. (If you choose to refer to the Redbook and/or print, here is the link:
http://www.fldoe.org/fefp/redtoc.asp.)

*For a complete listing of commitment items and functional areas please see page 24 in the back of
this manual.

BUDGET DRILL-DOWN REPORT IN SAP

Since most often a single fund would be viewed, a screen print has been provided inquiring on fund
10000. If there is a need to identify a FUND NAME, you may choose the fourth selection “Report by
Fund”. Report by Fund will show fund numbers as well as the fund name. You may also click on the
icon to the right of [@I the fund field for a complete list of funds.

Erogram  Edit  Goto

(V] B 0B eEQ 2HNE Snoa0 BE @0
4.7 BCS - Budget/Commitments/Encumbrances/Expenditures by Fiscal Year
@&

Choose Report
Report by FUND, FUND CENTER
Report by FUND FUNC AREA,CITEM
Report by FUNC AREA CITEM
Repart by FURD @
Report by PERIOD{Coming soon;

Default Selections

FM Area a6 to 3
Yersion ] i} =
Fiscal Year 2009 0 B2
Optional Selections
Fund 10000 o B
Fund Center 12| [ito =
Functional Area 10 E
Commitment lterm 0} E

] Praduce file for EXCEL impart?
File name CADDOWRRPT b

Click on the “Execute” button & or hit the F8 key to open the report.

& || 3 dH e SHE DDon BE @

4.7 BCS - Budget/Commitments/Encumbrances/Expenditures by Fiscal Year
=
[+]

Report: ZFIFM_DRILLDOWM_BCS Duwal County Public Schools Page 1 L]
Date: a7 /22/2008 4.7 BCS - Budget/Commitments/Encumbrance/Expenditures for Fiscal Year 2009 UserID: SLOBODZINJ
Time: 038:18:51 Report by Fund and Fund Center System: SBP/220
Fund: 10800 LEGEMD: FC=Fund Cntr, PR=Period
Farea:nLL Cltem:aLL FCntr: 3012 CI=CItem, FA=FArea, FD=Fund
DRILL FUND/FCTR BUDGETED COMMIT ITEMS ENCUMBRANCES EXPENDITURES UNEXPENDED

EXPEMSE 1,829,134 .04 o.oe 10,411 .62 14 162 .57 1,814 552 79
CI PR 18000/3012-West Riverside 1,839,134 04 o o6 106,411 68 14 163 57 1,814 553 79

TOTAL 1,838,134 04 o. o6 108,411 68 14 163 .57 1,814 558 79

4
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To open up the budget, click on “Cl” under Expense.

4.7 BCS - Budget/Commitments/Encumbrances/Expenditures by Fiscal Year

&
Report: ZFIFM_DRILLDOWN_ECS Duval County Public Schools Page: 1
Date: OF/22/2008 4.7 BCS - Budoet/Commitments/Encumbrance/Expenditures for Fiscal Year 20089 UserID: SLOBODZINJ
Time: 0O8:27:43 Drill down by Commitment Item System: SBR/Z220
FUMD/FCTR BUDGETED COMMIT ITEMS EMCUMBRANCES EXPENDITURES UMEXPENDED
10008/3012 1,839,134 .04 0.08 10,411 .68 14 163.57 1,814 558.79
5108/>>> Basic Instruction 1,071,999, 0@ 608 A oo 2,187 .66 1,069 811.34
100/100  Salaries ¥39,032.00 0.00 0.00 0.00 ¥39,032.00
5100/120 Class Teach 5al G67,800.00 0.00 000 0.0a 667, 800.00
5100/150 Paraprofessiona ¥1,232.00 0.00 000 0.0a ¥1,232.00
5100/200 Employee Benefits 268,339.00 0.08 000 298 .34 - 268,637 .34
5100/210 HRetirement 0.00 0.00 0.00 287 .61- 287 .61
5100/220 Soc Security 000 0.08 000 0.00 000
51008/231 Health Insura 000 0.00 000 0.0a 000
510@8/232 Life Insuranc 000 0.08 000 0.0a 000
5100/240 Workers Compens g.00 0.00 g.00 18.72 10.72
5100/250  Unemployment 000 0.08 000 a.01 0.01
51008/294 Flex Dollars 000 0.00 000 0.0a 000
5100/300 Purch Services 46,336. 00 0.08 000 0.0a 46,336. 00
5100/313 Substitutes 27,0008 00 [.08 0.oo (2o} 27,0008 00
51004350 Repairs 4, 620.00 0.00 0.00 0.00 4, 620.00
5100/ 360 Rentals 8,716.00 0.00 000 0.0a 8,716.00
5100/390 Other Purchased 6,000, 00 0.00 000 0.0a 6,000, 00
5100/500 Materials & Suppl 9,945 .00 [.08 .00 2,486.00 7,489 00
5100/510 Supplies 9,945.00 0.00 0.00 2,486.00 ¥, 459.00
5100/600 Capital Outlay 8,347.00 0.00 000 0.0a 8,347.00
5100/620 Audio Yisual Ma 5,000.00 0.00 000 0.0a 5,000.00
5100/640 Eguipment 3,347 .00 0.08 0.o0 0.0a 3,347.00

To view detailed information, “drill into” a particular item by double clicking on the dollar amount
under the applicable column. For example, if you want to see what the $2,486.00 in 5100/510 has
been spent on, click on the $2,486.00 in the expenditure column. You are able to do this on any of
the columns. Column headings and explanations are provided below.

e Budgeted - lists transfers in and out for that commitment item

e Commit Items - shows Purchase Requisitions

e Encumbrances - shows Purchase Orders

e Expenditures - lists actual expenditures

List Edit Goto

L] aldE QAR CRE 000 RAE @
Commitment/Actual Line ltems by Document Number
FEAFTFIEE ¢ BTAToh Bs< @

Commitment/Actual Line [tems by Document Number

07/22/2008 08:30:45

RefDocho | ftern|FM psto d. Wt |z Pyt Bdgt Text Fund  |Funds ctr|F.Ar |Cmmt item|Yendor | GIL Acc
1900136716 2|07i01/2008 |54 2,486.00 Trust Check Line 1210000 (3012 |5100(510 13950 |B50510
1900136716 £, = 2,486.00
0, = 2,486.00




If necessary, you are able to sort this information by date, document number, amount,
etc. by clicking on the column heading that you choose to sort by and click on one of & ?
the two enlarged icons shown to the right.

List Edit Goto Settings m  Help

2 A0 e BHE B

Selection List
am B B®|E g bm =] | 8 <% B T 0y asc || B & choose | & Save || [H| [ Selections || 144 [ » M

FM area 0016

Currency usD

Budget Category Payment

“ Doc e..|Doc.Mo. |Process|Fund |Funds ... [F.Ar [Cmmtite.|Createdon |Created by |2 Amount LC|Header Text Text
20049 121064 |SEND (10000 (3260 5100 (510 07/0372008 [OSBORM.. 25000.00 BUSSES FOR FIELD TRIPS |z|

123202 [SEWND |10000|3260 5100 (510 07/3172008 [OSBORM.. 28.34 TEACHER FILING CABINET P.E. Iz‘
123317 |RETW |10000|3260 5100 (510 07/3172008 |DOUGLA.. 983395 F2008 Accruals Batch #6
700007 |CORY (10000 (3260 5100 (510 0B/28/2008 |DOUGLA 227292 |Carryover of Fiscal Yea . |Carryover Encumb Budget from previous f
700007, (CORY 10000 |3260 5100 (510 06/28/2008 |DOUGLA.. 5,741.20 [Carryover of Fiscal Yea... Carryover Encumb Budget from previous f..
FO0007... | CORY (10000 (3260 5100 (510 06/28/2008 |(DOUGLA. . 2 026.08 |Carryover of Fiscal Yea... |Carryover Encumb Budget from previous f..
700007 | CORY (10000 (3260 5100 (510 06/28/2008 |(DOUGLA.. 8949.08 |Carryover of Fiscal Yea... |Carryover Encumb Budget from previous f.

BUDGET TRANSFERS (BT)

It may be necessary to move funds from one account to another. This is done by budget transfer.
Transfers may only be made within the same fund. (For example, you cannot move budget from fund
10000 to 11112.)

BUDGET TRANSFERS - CREATE

. i i Fhi Area 4
SAP transaction ZFMBB. Upon opening the BT screen each day, the first
time you access this transaction, you will have to enter the FM Area of
0016. (This represents Duval County’s district number within the State.) v R
Once you have entered 0016, click on the green check or click enter.

The budget transfer screen is made up of many individual windows. In order to make it easier to

understand the different windows, screen prints are included of each of the areas requiring data

input. Please note the other windows that are a part of the BT are minimized in order to show each

specific area. The picture below is an example of how the BT looks without resizing windows.
Budgeting Workbench - Create Document

Document Overview onfoff &8 Hold | Prepost Save Changes ||[ZP Long Text Messages log || Messages Per Line
Documents of FM Document Status Initial L] 1=
I (7 Posted [~] L=
(3 Preposted — [
3 Undone Header Data k Additional Data
CJ Held
Process frransfer [ Total Sender 0.80 L=
Total Receiver o.o8 L=
Budget Category Fayrnent o ersion 3
Document type B1 Document Date Q7 +22/2008
Sender
Fiscal fear 2089 Perind oo @
Budget Type DCPS Duval County Public Schools
Grant DCPS DCPE-DEFAULT GRAMT L1
Fund 10060 General [ =
[ Beceier o~ N =]
ORI o) & 7w 2|8 e
Sender Lines
Eﬁ, Line Funds Center Caommitment item Functional Area Armount (USD)| Text %
[~]
KDy 1[<][+]
—_—
R EEEIERE R EEET
Receiver Lines
Line Funds Center Cormmitment iterm Functional Area Armount (S0 | Text %
[~]
B 1[<][+]
[> | 5BP (1) (220y P | ksaprapas1 OVR Vi

Split Budget Transfer
6
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Budget Transfers - Header Data Tab

Before beginning, ensure that the Process field reflects “Transfer” under the Header Data Tab.

The fund number must be entered in the “Sender” and “Receiver” areas. If the windows are not
aligned to enable you to see the receiver area of the header data you may choose to hit your “TAB”
key four times after inputting the fund in the Sender field. This will place the cursor on the receiver
fund field. You can also use the scroll bar to the right to adjust the tab screen.

The Sender area is the information from which the funds are “SENT” out.
The Receiver area is the information for the accounts where the funds are “RECEIVED”.

The screen print below shows only the “Header Data” portion of the BT. All other information besides
the fund should auto-fill when you hit “enter” or the Continue button E.
Budgeting Workbench - Create Document

Document Overview anfoff ET: Hold  Prepost Save Changes B? Long Text Messages log || Messages Per Line
——
E;oc[g__‘ments ofF... Dncurment Status Initial
FPosted

(3 Preposted

U HeaderData | Additional Data |

3 Held
Frocess Transfer ] Total Sender 0.oe

Total Receiver o.00
Budget Category FPayment ] ersian [t}
Docurment type B1 Daocument Date 07 /2242008
Sender
Fiscal Year 2009 Feriod 001 &
Budget Type DCPS Duval County Public Schools
Grant DCPS-DEFAULT GRAMT
( Fund 10008 Geperal

Receiver
Fiscal Year 2009 Period o1 g
Budget Type DCPS Duval County Public Schools
Grant nCP DCPS-DEFAULT GRAMT
Fund [1eaea [aPDeral

Budget Transfer-Header Data

Budget Transfers - Additional Data Tab
*Information concerning the Additional Data tab is located on pages 9 and 20.
Budget Transfers - Inputting a Budget Transfer

The transfer input area consists of either “Split” sections or a “Merged” section. The “Merged”
screen is more user-friendly. There are fewer windows to manipulate and easier to view. It is

I’eCOm mended to aIWayS use the wi:' Sm.lgetmgr;‘:’orh}wnch - Create Document

“ ” H H Docurne il Cverview orlofl & Hold || Prepost h 22 Long Test

“text _fleld for _ detailed e W E O )

information regarding the |["Grmwe | ioes == _ _
transfer. It may be helpful for EHulu:mﬂ u||;m E |Funds Gontor | mount (UED)| T
future reference. For example,

when viewing your budget and
then “drilling-down” into the
budgeted column, this
information will appear in the text
field. When the BT is done in
conjunction with a PCF, input the
PCF number in the text field.
Shown is a blank BT print screen.




Once the Fund numbers have been entered in the Header Data Tab, enter the following fields,
(Funds Center (Org Unit), Commitment Item, Functional Area, Amount and Text), paying attention to
where the funds are coming from (-) and where the funds are going to (+).

Text is important as it identifies why the budget transfer is being done. In this example, the BT is
created to pay for a multiple assignment PCF. The example is for two employees returning to school
early for pre-planning. Please note that the PCF number is referenced in the text field. Acquiring the
PCF number for this purpose is discussed in the section on creating PCF’s, located on pg. 15.

Budgeting Workbench - Create Document

Docurment Cverview onfoff gb  Hold | Prepost Save Changes | |[ZF Long Text Messages log || Messages PerLine
Docurnents of FM... " | O ||§L|| ||| = | =] HH |I|||Split |
[ [J Paosted -
7 Preposted Lines
3 Undone = Line -+ |Funds Center Commitmentitern  |Functional Area | Amount| Text
3 Held }> ooooot |+ 3z 130 6100 1,720.64 |MAWhitrman 36 Bahrs- PCF12784
| oooooz |+ a2 200 6100 G22.87 [MAWhitman 36.65hrs- PCF12784
| 000003 |+ 3012 120 6200 1, 72064 |MA Avera 36.65hrs- PCF12784
| 0ooood |+ 32 200 G200 G22.87 |MA Avera 36.65hrs- PCF12784
| ooooos |- 3z a0 5100 GBY.02 [MAWhitmaniAvera PCF 12784
| 000006 |- 3z G20 6200 3.000.00 |MAWhitrmanifvera PCF 12784
| 0oooo7 |- 3z G40 5200 1,000.00 |MAWhitrmanifwvera PCF 12784
|

The next step is to ensure that the document is balanced. The Total Sender/Receiver amounts in
the Header Data Tab show if the document is balanced. Then ensure that an adequate budget is in
place to process the BT. This screen print shows that by clicking on the “scale” (or hitting
the F7 key), a check of availability of funds and completion of data i performed. (See
the message in the bottom left corner.) If an error occur: pop up error log will appear.

Budgeting Workbench - Create Doecutrel
Document Overview onfoff Hold || Prepost Save Changes [Z? Long Text hd 1es log || W 1es Per Line

Documents of FM... Document Check document (F7) Initial [«]
b (1 Posted []
] Preposted —
(3 Undane HeaderData | Additional Data |
(3 Held
Process Transfer & Total Sender 4 G87.02 el
Qﬁmmr 4.58T.B2> =
N EEEIEBEEEEETDS
Lines
Line -+ |Funds Center Commitmentitem  |Functional Area | Amount) Text
ooooot |+ 3012 130 6100 1,720.64 [MAWhitman 36.65hrs- PCF12784
| 000002 |+ 3012 200 g100 £22.87 |MAWhitman 36.65hrs- PCF12784
| noooo3 |+ 3012 130 6200 1,720,684 [MA Avera 36.65hrs- PCF12784
| noooo4 |+ 3012 200 6200 B22.87 |MA Avera 36.65hrs- PCF12784
| 000005 |- 3012 510 5100 687.02 |MAWhitmaniAvera PCF 12784
| 000006 |- 3012 3490 5100 o) 3,000.00 [MAWhitmanAvera PCF 12784
| Qoooor |- 3012 640 5200 1,000.00 [MAWhitman/Avera PCF 12784
| B
|
|
|
|
|
|
|
|
|
|
~
@ Mo errors detected. Document has heen checked successfully ) [ [SBP (1) (220} ksapripas1l | OWR

Next, click on the Additional Data Tab (optional) to input pertinent information.
8




In this example that information is the school number and PCF number in the Header Text.
Budgeting Workbench - Create Document

Document Overview onfoff ET: Hold  Prepost Save Changes Q? Long Text Messages log || Messages Per Line
Dacuments of FM... Document Status Initial (4]
[ (7 Posted = i
3 Preposted ; —
(7 Undone Header Data Additional Data |
3 Held
FPerson responsible |
Header Text 3012 PCF 12784
Textname
DER D& 7 H 2 H|) B
Lines
|§ Line I+ Funds Center Commitment item Functional Area Amount| Text
| 0ooonq |+ 3012 130 6100 1,720.64 |MA Whitman 36.65hrs- PCF12784
|_| aooonoz |+ 3012 200 g100 622.87 |MAWhitman 36.65hrs- PCF12784
|_| aooonos |+ 3012 130 g200 1,720.64 |MA Avera 3B.B5hrs- PCF12784
|_| aoooondg |+ 301z 200 6200 622.87 |MA Avera 36.65hrs- PCF12784
| |DDDDDS = oz a10 5100 687.02 |MAWhitman/Avera PCF 12784
| |DDDDDB - 3012 3490 100 3,000.00 WA WhitmaniAwera PCF 12784
| |DDDDD? - 3012 640 5200 1,000.00 [MA YhitrmaniAvera PCF 12784

Any transfer that involves salaries, benefits, and/or supplies must be pre-posted. Click on Prepost.
ﬂi‘| B A &GS B EE T

Budgeting Workbench - Create Document

Docurment Ove rviews onfoff Sa | Hold Save Chandes

To post a document (that doesn’t require pre-posting), click on the orange disk or hit (Ctrl + S).
Note: Once pre-posted or posted (saved), make sure to record the BT Document Number.

Budget Transfers - Display

There are two ways to view a BT. One is the pre-posted list on the left side of the BT screen under
ocument Overview (Document Overview On). The second way is to open a BT screen and

click on the binoculars (or CTRL + F). A smaller window will open which will ask for the [H]
document year (ex. 2009) and the document number. Type in this information and hit the

enter key or click on the green check. This will open up the document.

Docurnent  Edit Goto  Extras  Environment  Systern Help

(v} B ICEQ IEHSTO OO0 I RE @m

Budgeting Workbench - Display Document

Document Overview onioff ‘Z‘ Hold || Prepost Save Changes Long Text Messages log || Messages Per Line

Documents of FM ... Documment 121566 Status Preposted Document Year 2009 %

[» (JPosted

= & Preposted

[ 2359 Gad Header Data | Addiional Data |

2008 00

2009 gog | | Process Transfer Bl Total Sender 1,320.00 [+]
2009 060 Total Receiver 1,320.00 -]
2009 908 | | Budget Category Payment T arsion a H

Budget Transfers - Change

The only fields that can be changed on a pre-posted transfer are the “text” field or “additional data”
field. Go into the document as described above and click on the pencil = to go into edit
mode. This will “open up” those two fields to be available for changes % Once changes are
entered, click the “save” button.




Budget Transfers - Create by Reference

If changes are necessary to other fields of a pre-posted document, or if a similar budget transfer is
needed, a duplicate transfer can be created. Please note this process is creating a new budget
transfer so a new budget transfer number will be provided.

1. Click on “DOCUMENT” at the top left of your screen.

Document Edit Goto E Environment

g Crea it+F3_ | S S BE @
T Create By Refarence Shift+Fg
Change Document

L Check F7 Id || Prepost Save Changas | [Z Long Text log Per Ling
Do Have " 6 Status Preposted Document. Year 2009 =
[ Undao Cirl+F3 Ed
- —

tdditional Data

Display =-= Change Ctrl+Fg
Exit Shift+F 3 KAREM--cell phone 3038
et name
[J Undaone
IE5) (et vear Cohort Created by KEENWD
Public Law Created on  B7/14/2008
Legislation Created at  B9:41:38

BT - Creating by Reference (See #2)

2. Choose “Create by Reference” from the dropdown. (Please refer to screen print “BT - Creating by
Reference”.)

3. Input the document year and document number in the Reference document box and hit the
enter key or click on the green check. This opens up a copy of the document as originally
created. Then make changes to any field. However, when doing this be aware that if re-
creating your BT on a different “date” you must change the Document Date and if necessary
the period (July = period 1; June = period 12) in the “sender” and “receiver” areas of the
Header Data Tab. Also, if the BT was originally created with only one functional area, that
functional area may be changed in the Header Data Tab area. (Please refer to screen print “BT -
Duplicating or Changing FA/CI".)

4. If you now need more than one functional area, right-click in the gray area of the Header
Data Tab window and a dropdown menu will appear. Choose “change layout” from the list
(or hit the CTRL + F11 keys). A window will pop up that says “DCPS” layout variant. Click on
the green check. It will then change the layout of the input area to allow for multiple
functional areas and/or commitment items. (Please refer to screen print “BT-Changing to Multiple FA's

and/or Cl's”.)
8| Budgeting Workbench - Create Document
ocurnent Overview onfoff S8 Hold | Prepost Save Changes @ Long Text Messages log || Messages PerLine
3‘5_'_1"”9”15 of FM Document Status Initial et
Posted Ad
=3 Preposted ]
EFTERET HeaderData | Additional Data |
20093 A6A
[Z 2008 Bog Frocess Transfer g Total Sender 1,320.00 %
) 2008 ooo Total Receiver 1,320,008 L=
[ 2008 poo Budget Categarny Payment e} Wersion o
(3 Undane Dacument type E1 Docurnent Date 071442008
S Sender
Fiscal Year 2009 Period oot g
Budget Tvpe DCPS |
Grant DEPS DCPS-DEFAULT GRANT
Fund 10868 General
Funds Center 3038 Baldwin |:
Cornritrnent iterm 370 Cormrunications = =
Functional Area 7300 School Administration =1 =
EEEIEIEREEEIEEED
Lings
Line |-+ Amount (USD)| Text
000001 |- 1,320.00 3038 cell phone stipend
| |oooooz|+ 1,320.00 3038 cell phone stipend
[
Ll

BT - Duplicating or Changing FA/CI (See #3)
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THE FOLLOWING EXAMPLE AUTO-FILLED IN HEADER DATA WITH OUR ORIGINAL FUNCTIONAL AREA,
BUT WE NEED TO CHANGE IT TO MULTIPLE FUNCTIONAL AREAS.

#iz| Budgeting Workbench - Create Document

Jocument Overview onfoff &0 | Hold | Prepost Save Changes | |[Zf Long Text Messages log || Messages PerLine
clujments ofFM... Document Status Initial %
Posted
&1 Preposted
S0 G0 HeaderData | Addiional Data |
2089 600
2009 000 Process Transfer g Total Sendet 1,320.00 %
2089 800 Total Receiver 1,320 .00
2009 000 Budget Category Payment e Wersion ] |_|
3 undane Dacument type B1 Docurnent Date 07/14/2008 | Continue Enter
550 el Sender Help F1
Fiscal Year 2009 Period o0z g Back F3
Budget Type DCPS
Grant DCRS DCPS-DEFAULT GRAMT Prepost F5
Fund 1oooo General Check F7
Find F8
|l peceivar Long Text Fg
=N ENESE=Y A =ET Past Ctrl+3
iz cancel F12
Line -+ |Funds Center Commitment itern Functional &  pocument Overview onfaff Shift+F1
Qooooot |- 3038 370 7300 Exit Shift+F 3 M
| 00000z |+ 3038 aro 7300 - SEa M
I N Create Shift+F 3
| N Create By Reference Shift+F3
[ Search Held Shift+F11
| Search Effective Shift+F13
| Reevaluate Ctrl+F5
::“I“Il B = Select Master Data Ctri+F7
Change FM Area Cirl+F8 =
. apripasi

*

BT-Changing to Multiple FA's and/or

Seleci ke EpHHE-e 10
T Change Layout Ctri+F11 . EIRE)

Now multiple functional areas/commitment items may be entered. The budget transfer is now ready
to pre-post or post. If no longer needed, remember to undo the original document. (Instructions are
below.)

Cl's (See #4)

Budget Transfers - Undo

In Order to “undO” or Document Edit Goto Extras  Environment

cancel a budget € ocrea: sFe @@E@ CHE OO0 BE @m

transfer retrieve the [g Creet*fvRerene St ¥ Change Document

dOCU ment as C Check F7 Id || Frepost Save Changes w Long Text Messages log || Messages Per Line

Shescrg)eddg ?btove fln [roa 121566 Status Preposted Document Year 2008 2

e uaget transrer b A4

- Display” section. - Data | Additional Data |

Once In . the Display <-= Change Cirl+F3 Transfer fud} Total Sender 1,320.00 [l

document click on Exit BhifieF3 Total Receiver  1,320.00 =]

h ncil in ] eI TR T BUdget Category Payment b Wersion o

“tejitPemCOdéo goThétﬁ ga”‘d;'”e Document type Bl Docurnent Date 07/14/2008

. ® Sender

choose DOCUMENT Fiscal Year 2009 Period 001 &

at the top left corner S [ |
Grant DCPS DCPS-DEFALLT GRANT [

of the screen, and Fund 10000 General

Choose “undo" from Funds Center 3038 Baldwin 1
Commitment itern 370 Cammunicatinns — L

the dropd_own. A BAEMERIENIEE

message will appear Lires

at the bottom -+ |Line Amaunt (USD) | Text

. . . .y - aoooot 1,320.00 | 3038 cell phone stipend

|nd|Cat|ng |t5 been | + aooooz? 1,320.00 | 3038 cell phone stipend

undone.
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THIS CANCELS THIS BUDGET TRANSFER. Please note the “Undone” status.
Budgeting Workbench - Change Document

Document Ovarview oniaff | %7 Hold || Prepnst | [H) Save Changes | [ Long Text Messages log || Messages PerLing

_— —
Duc[;mems of FM Area 0016 Document 124113 Status wcument Year 209 L] %
11 Fosted L= (Al
> [J Preposted N
< & Undone HeaderData | Additional Data |

2009 OO0E124113

20A9 AOOA124151 Process Transfer El Total Sender 1,395.00 %

[J Held Total Recaiver 1,395.00 =

Budget Category Fayment cl varsion 1]
Daocument type E1 Document Date 0g/12/2008
Sender
Fiscal Year 2009 Fetiod 002E
Budget Type DCFS Duval County Public Schools
Grant DCPS DCPS-DEFALILT GRANT
Fund 1AA71 Turn &rannd Schanls ['] r L

LOOKING AT YOUR ORGANIZATIONAL STRUCTURE IN SAP

To view the school’s org structure in SAP, use transaction PPO4. (That is the letter “O”, not a zero).
o Type your 4-digit school number followed by an asterisk. Ex: 3012*
o Hit the enter key. This field will auto-fill with the school’s hame.
e Click on the eyeglasses or hit the F8 key.

y Edit Goto S u
& B dH I €C@E@ DRI BHasIER @
Reporting Structure / Display
S
Organizational Unit EOEa1117 @3012
Mame 3012 WEST RIVERSIDE ELEMENTARY
Editing period avs22/2008 0 To 12431/99989

At the top of the screen is a choice of options. Click on “Goto” and then choose “Account
Assignment” from the dropdown.

List Edit Goto Wiew Settings Systern Help
Organizational structure P OMEE &40y Z11 &
R e Staff assignments I
EPO' ”15 Task profile F&
T E Sk
BEEr EEEUIIE EOSEMEM! M 07/22/2008 - 12/31/9999
Further attributes
Find by Relationst
= 1 organ Job profiles
Task maintenance WEST RIVERSIDE ELEMENTARY
Eal irt
(1S MEMHEMEREE Frincipal, Elementary School 87/61/200:
COhject description Shift+F4
CHRISTOFHER L SMITH A7 a1 2007
Back F3 Kindergarten, Elem 07 /012008
F' HOE33451 CURREM SHAMNAN PAIGE CURREN A7 a1 2007
58952549 o31e Eindergarten, Elem OF 26/ 200
F' HOE34003 HOUSTON LEIGH ANW HOUSTON OF/E1 /200
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This will show the funds (other than fund 10000) that are on positions. Note that if a position is
vacant and is paid for by a fund other than 10000, there will be a “+” mark beside it.
Click on that icon to show the funding source. If more than one funding source exists,
scrolling over to the right will show the percentages attributed to each funding source.

While “Account Assignment” is turned on you are able to:

e Double-click on the green line where the employee’s Personnel Name (PN) and name are
shown. This will take you to that employee’s PA20 (HR Master Data) screen. To return to the
Org. Structure, click on the yellow arrow at the top of the screen.

e Double-click on the yellow line where the position humbers/job codes/job titles are shown.
This will show the attributes of the position. As an example, it shows you the hours and
months on a clerical position and the number of months on an Assistant Principal (AP)
position.

At the top of the screen is a “view” option. The following is a brief description of those settings and
recommended settings for viewing your org structure. (As an example, the first one is Key. If your
setting says “key off,” that means the setting is currently on. Clicking “key off” will turn it off.)

1. Key Position Number and employee’s PN Recommend ON

2. Relationship text relationship of text to holder & job code Recommend OFF

3. Abbreviation job code number Recommend ON

4. Object period dates of position & person holding it Recommend OFF

5. Relationship period may show an end date on a person
if HR has keyed an end date
(such as retirement or resignation) Recommend ON

6. Percent

If split funding, shows percentage
of each funding source

Recommend ON

List Edit Goto View
Key off

Relationship text on

Setings  Systerm  Help

|CHE SDHs HE @=

Reporting Strt

Abbreviation off

@ S Object period on
e Relatshp period off
plan EE gaM12i2008 - 12431/9999
ED' Percent off
A (5 - Assignments 3 Rela
=~ [ Organizational 1
[H] Froo cearch  Editing period Ctrl+F2 3812 WEST RIVERSIDE ELEMENTARY
[} Searchtem  Color legend ShMFE | oons Principal, Elementary Schoal B7/0
(R Structure 56 gyiteh layout
[H] Object history Fgemerasa] SMITH CHRISTOFHER L SMITH a7 /0
= 5 500458503 0310 Kindergarten, Elem avin
P BO033461 GCURREN SHANNAN PAIGE CURREN a7in

The org structure should be viewed regularly to ensure that employees are placed in the proper
positions. Remember that Budget Services deals with ‘positions’ and Human Resources deals with
‘employees,’ so if a position change is needed, a PCF is required. If you have the correct positions
but need personnel moved in order to correct the org structure, you should contact the proper
Human Resources Staffing Supervisor.
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VIEWING BASIC HR DATA

Use transaction PA20. If an employee’s PN is unknown, search by clicking on the drop-down

(=)

at

the right side of the “Personnel no.” field. This will open up a window where you are able to:

Search by name (on the Last Name tab). It is helpful to use an asterisk (*) at the end of the
employee’s name. As an example if a male employee has “JR” in his name the system may
not recognize searches using only his last name.

Search by social security number (on the Personnel ID Number tab). The SS# is input in the
“ID number” field.

Commonly used infotypes for this transaction are listed in the “Infotype Text” area, or you may input
the infotype number in the blank field below the list. You must choose a “Relationship” period. It's
recommended to always choose “All”.

Display HR Master Data

G|l &
| || | | ||$|ﬁ| Personnel no. @
Find by
= §i® Person
[H} Collective search help
H} search tarm
{H} Free search -
Basic personaldata | Confractdata | Grossinetpawall | Metpayroll | Fast..|j, [<[*['S]
| [infotype text [E.]_|| [Period
| |oo00 Actions ) Pefiod
| |DDD1 Organizational Assighment Fr. 01/01/1800 To 1243179999
| |0002 Fersonal Data O Today I ourrweek
|_|UUDE Addresses @) ) Current manth
|_|UUD? Planned Working Time I From curr.date i Lastwesk
|_|UUU8 Basic Pay (O To current date () Last month
| |as11 certification/Recertification @ Gl i @ EiE
| |0077 Additional Persanal Data =l = ——
| |951D Years of Experience |Z|
Direct selection
Infotype STy

A few Infotypes are described below:

0001 Organizational Assignment - To retrieve the employee’s funding source, commitment
item, job code, position number, etc.

0002 Personal Data - To retrieve the employee’s Social Security number.

0008 Basic Pay - To retrieve the employee’s hourly rate. When doing a PCF on a non-
certificated person FOR A MULTIPLE ASSIGNMENT POSITION, you must retrieve the
employee’s hourly rate from this screen. Use the Reg Pay - Hourly rate (do not include
service/longevity raises). You will have to override the hourly rate on the PCF because it will
autofill with the rate that includes the service raises.

0554 Hrly Rate per Assignment - This screen is a useful tool to see if an employee has

been staffed in a “Multiple Assignment” position. Choose “Overview” A2 (shift + F8 key) to
list all assighments in which the employee has been staffed. Then click to the left of a

particular assignment line and the choose button & to see more details.
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POSITION CHANGE FORMS (PCF)

A PCF is done to add, delete or change an existing position. Some examples are:
Change a first-grade teacher to a second-grade teacher

Set up an employee to work a multiple-assignment position

Change hours/months on a clerical position

Add a new Assistant Principal position

Delete a paraprofessional position

The “HOURS” field indicates number of hours per day, not total hours to be worked. The PCF
calculates the total hours based on what is input into the HOURS and # DAYS fields. It is not
necessary to input the employee’s Rate/hr or Name on an employee who has a PN. On a MA or PT
position, when the employee’s PN is input, hit the enter key and the name and hourly rate will auto
fill. If you are setting up a new employee with no PN, it is helpful to input the name in the name field.
When deleting a position, input the Position number and hit the enter key. Then the only remaining
data needed is the FTE, End Date, Budget transfer, and comment (if applicable).

Position Change Forms - Create

Use transaction ZHRPCFC. The comment field in the Header section is optional; however a comment
could prove useful in the future. A PCF can only include dates for one fiscal year. For example
someone cannot be setup to work in June 2008 and July 2008 because this involves two different
fiscal years. There are two actions: ADD or DELETE. The two actions are self-explanatory but if
making a change to a position (changing the hours per day to a clerical position, for example) two
entries are required: an ADD and a DELETE. Examples follow for adding a position, deleting a
position, and changing a position.

The following PCF shows these transactions as examples only:

e Line 1: Multiple Assignment (MA) setting up one employee to return to work early for pre-
planning.

e Line 2: Creating a new Part-Time position.

e Lines 3 & 4: Changing the months and hours on a clerical position. Please note that you do
a delete line to delete the position as is and an add line with the new attributes. It is very
helpful to use comments when making changes on a position so it is clear to everyone what
is to be done with the position.

Please note the “MA” and “PT” after the job codes. “MA” indicates a multiple assignment which is a
set up in addition to the employee’s normal work hours. “PT” indicates a part-time position.

To calculate or obtain salary:

e “MA” - Because a MA is done on an employee who already has a main-line, you will be
required to input a PN, hours per day, and total number of days to be worked. The system
will calculate the salary. You will have to calculate the benefits. An “MA” can be done on
either a part-time or a full-time employee.

e “PT” - If you are creating a new part-time position and do not know the hourly rate please
contact the appropriate HR Staffing person for that information. Because you will input
hours per day, hourly rate, and total number of days to be worked the system will calculate
the salary.

e “FT” - You should refer to the Budget Guidelines when adding or deleting a position. You
use the average salary and benefits as shown in the guidelines for your budget transfer.

Note: When doing a budget transfer for a PCF, make sure that the budget transfer includes both the
salary and benefits.
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Determining which commitment item to use:
e The commitment item for a full-time position will always end in “0”

e The commitment item for a part-time position six months and over will always end in an “8”
e The part-time position being set up for less than six months will always be “758”

PLEASE BE AWARE of the following shortcut: WHEN CREATING A PCF WITH MULTIPLE LINES OF THE
SAME OR SIMILAR INFORMATION IT IS VERY HELPFUL TO USE THE “COPY ITEM” BUTTON AT THE TOP
OF THE SCREEN. For example, when setting up six teachers to return to school for early preplanning,

input the first line item. Click on copy item = [[& Capy femn

and line two will be auto-filled with the same

data. You will need only to type over the PN number and hit the enter key and line two will fill with
that employee’s name as well as hourly rate. You can continue this process through line six. Even if
the number of days is different you may still find it helpful to copy the item and change the number
of days and PN rather than inputting the whole line of data.

At this time we suggest opening another session of SAP. You do this by clicking on the icon located

at the top of your screen that resembles a yellow asterisk. The
purpose of this is to enable you to do a budget transfer and
retrieve that budget transfer number at the same time you are
creating the PCF. You can toggle between the two sessions by
either clicking on your other session located on your taskbar OR by

using the “Ctrl” “Alt” keys.

& B @E@ | 8EE S 0a8IEE @

0 a8 EE @

Create new Position Change Form

@  Personnel number & name

Budget Amnt

pelcleel} JENNIFER LEE WHITHAN $1,720.

It Position
2 |B

Org  CostCntr
3012 301210000 @‘H]EEPT
Budget Amnt

$42 253,

Action
Add B
Personnel number & name
20520 SUSAN  AVERA

Action It Position 0Org  CostCnotr
Delete® |3 50039664 3012 301210000 53806
Budget Amnt

$0.

Personnel number & name
TES3 CHARLOTTE J PEER

CC Joh Code

CC Joh Code

Budgtxr#  FACI  Comment
4 | BOODE12345 | 6100130 Pre-planning

FTE PSL  F/PiM Begin Date  End Date
1.00 FT & 08/04/2008 D6/30/2009
Budgt Xr # FAIC| Comment
04 DOOOE12345 6200138 Create new parttime postion

FTE PSL  F/PiM Begin Date  End Date
1.00|CB28 FT & |O7F/01/2003 O7/01/2008
Budgt®r#  FAIC| Camment

Hours

Hours

[H copyitem B Submit [ Delete tern

Nurnber o b

Fiscalyr 2009 Created on 60008 E

Status Bl Reqguestor JENMIFER LEEWHITM.. El IZ|

Comment E E

(D]l [ |[«][»]

Action It Position Org CostCntr  CC Job Code FTE PS4 FIPMM Begin Date  End Date Hours Rate/hr #Days Tot Hrs Months
Add B 1 B 3012 301210000 @‘WEEZNM 1.00 MA E 08/04/2008 0D3/0B/2008 7.33| 46.94732 5 36 .65

Ratelhr
5.00| 46.94732

#Days Tot Hrs Manths

180 g06 . oo

Ratelhr
0. o008

#Days Tot Hrs Manths

4.00 261 o.0012

00 DEEEET2345 6100160 Change hours/months only SEE LINE 4

Action It Position 0Org  CostCntr CC Joh Code FTE PSL FIPMM Begin Date  End Date
Add B4 0 312 3e1z10000 SSBBC 1.00 FT @ O7/01/2008 06/30/2009
Personnel number & name BudgetAmnt  Budgt®r#  FACI Camment

THEZ CHARLOTTE J PEER $0.

Hours

Ratelhr
7.00

#Days Tot Hrs Manths
20 o.o6 10

80 0000612345 6100160 Changes hoursimonths on position 50039684 SEE LINE 3

[ | SBP (&) (220) ksapripas3d | INS V)

In order to correlate your budget transfer with your PCF, click on the orange disk icon to

save the document.

This assigns the PCF a number and you will be able to go into the PCF for

changes or to delete it. You are able to toggle back to your budget transfer screen and note the PCF
number on the budget transfer screen. (Toggling between screens is addressed in depth on page
22.) Your budget transfer entries should coincide with the entries on the PCF. Pre-post your budget
transfer and input the number in the “Budgt Xr#” field on the PCF. See “Change” below for retrieving
the PCF.
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If you are ready to submit, click on the Submit button & Submit |ocated at the top left corner.
(Saving a PCF does not submit it. You must choose “submit” to route the PCF.) Depending on the
fund, your PCF will route to a Project Manager or Budget Services. When you save a PCF you will
automatically be returned to your main SAP screen, showing your PCF number at the bottom left
corner. To make any adjustments to the PCF open the PCF using the “Change” transaction
discussed below.

As you can see in the screen print above, because we created an MA and a PT assignment the
system calculated the salary for us. It does not calculate a position without “MA” or “PT” in the job
code. You still need to calculate the benefit rate which will go into commitment item 200 with the
same functional area as the position you are creating.

e Full-time = 36.2%

e Part-time (six months or longer) = 20%

e Part-time temporary (less than six months) = 3%

Position Change Forms - Change

Use transaction ZHRPCFU. Type in your PCF number and hit the enter key. At this time you can
change any information that has been input and/or you can add/delete additional lines. If you are
ready to submit, click on the Submit button located at the top left corner. However, if you are not
ready to submit the item, just click save and this will hold the information until you are ready to
submit the item. Depending on the fund, your PCF will route to a Project Manager or Budget
Services. To delete a line on a PCF, click the radio button to the left of the line you wish to delete
and click on the “DELETE ITEM” button | & pesteitem located at the top of your screen. Without doing
this step and simply trying to delete field information, the data will not be removed from the PCF.
The “Delete Item” button must be utilized.

Position Change Forms - Delete

Use transaction ZHRPCFU. Before a PCF can be deleted it needs to be at “ORIGINATOR” status. If
the PCF is not at “Originator” status you should contact the person whose status it is at. Ask them to
return it through the system with a note “return to originator per request”. Go into change mode to
open the PCF and then select the “DELETE PCF” button @ zest=rer | jf you want to delete the entire
PCF. Please note that deleting data from the PCF does not delete the PCF.

Position Change Forms - Display/Check Status

e If you know the PCF number use transaction ZHRPCFD. Input the PCF number and hit the
enter key. The top left of the form (Header) shows the current status (which Department the
PCF is currently sitting with). The top right of the form (Comment Log) shows each step that
the PCF has taken. (The first line in the comment log represents the last person who acted
on your PCF.) In the example below we see that Position Control acted on this PCF on
08/12/08. Please pay close attention to the comment log when you have a PCF returned to
you for action. It indicates that the PCF cannot be processed as is. In order to view the
comments better, click on the “Show/Hide comment panel” button or (ctrl+F9).

Systern Help

CF  Comment Panel

TH @& B EE S0 08) EE @
DISW

mShowJHidewmmempane\ (CtrI+F9)I

Cormment Log - Most recent first
{Murnber} 14533 Statting &|PERRYA 18/31/2008

Fiscal ¥y 2008 Created on  10/09/2008 09:56:07 | |Positio.. E)MUNSONT 18421742008

Status Staffing Comp..E  Reguestor  CELINE SMITH Budget .. B [DOUGLASHZ 10414/ 2008
Froject.. E|LEGUTKDS Ta#14) 2008

[ \ an|
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This will show an enhanced view of the comment log.

A H €@ SHEIS D O0 IR @

Display PCF
Header Comment Log - Most recent first
Mumhber 14533 Staffing & FERRYL 104312008
Fiscal ¥t 2009 Created on  10/09/2008 09:56:07 Positio . E MUNSONT 10/21/2008
Status Staffing Comp..&  Reguestor CELIMNE SMITH Budget El [DOUGLASHZ 104142008 E'
e —— Froject.. @ [LEGUTKOS 10/14/2008 [~]
Lle ]l [ L ]l»]
Action It Position 0Org  CostCntr CC Joh Code FTE PS54 FI/PiMd Begin Date End Date Hours Rateihr #Days Tot Hrs Months
Delete® 1 50279308 3176 317610000 0455 1.00 TABY FT & O7/01/2008 o7/ 01/2008 7.33 o.ea89 196 o.00 10
Personnel number & name BudgetAmnt  Budgtxr#  FACI  Comment
8058 DORETHA STINSON $0.00 NA 5100120  Only changing funding to SAl and to reflect splitsat DJJ locations
[ [ = Y 0
Staffing PERR'Y 4 168431 /26008
|PUS1't1' on comtrol  MUNSONT 168721 /2008
Budget office DOUGLASHZ 16/14/2008
Project manager LEGUTKOS 10741472008
Originataor SMITHC4 10/09/2008 Stardards Coach postion to he split at DJJ locations-Stinson
[ER{a[ |
* Li4,Co1 Lhn1-Ln10of10lines

You also have the ability to move this box to different areas of the screen depending on preference
by clicking the Comment Panel button located in top toolbar, and selecting the preferred location,
such as top, bottom, left or right. To hide/close the expanded comment box, just click the
“Show/Hide comment panel” button again.

e If you don’t know the PCF number, use transaction Y_SED_95000329 to open the PCF ltem
List. You can inquire using any of the fields listed but we recommend narrowing it down by
inquiring on Fiscal Year, Fund Center, and any other field that would limit the search. (As an
example search by job code or by employee’s PN) and of course click the “execute button.
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Program  Edit Go

dH @@@ BEE DT O0 BE @B

PCF - ltem List
o]

Selection Critetia
PCF Mumber
Fiscal Year 2009
PCF Status
Qrg. Unit

Cost Center

Fund Center

Fund

Functional Area

Budget Transfer Document Mo
Job Code

Puosition

FPersonnel Sub Area

to
to
to
io
io
io
io
o
o
o
o
o
FPersonnel Mo 1o
Created By
Created On 1o
Aszsigned Users
[ 1 Include deleted PCF's

[] ALY Report

o] [olololololololelelolelelel

Soft Criteria

= Sort Selection

In this next example we only wanted to view PCF’s for FY: 2009 and Org Unit 3012. From the list
below locate the PCF you are searching for. We are able to see that each PCF we created is still at
draft status. (The legend for the status abbreviation is at the bottom of the screen print below.) If
you want to view the individual PCF, click on the PCF number one time and it will open the PCF in
DISPLAY mode.

PCF - Item List

&
Report: ZHRPCF_PCF_LIST Duval County Public Schools
Date: g8/12/2008 PCF Item List

Time: 12:08:36

PCF Mum It G&tat Ass. lUsers Org.U Position Job Code FTE PSA Pers. Mo Mame Cost Center FA/CI Begin
12784 o D SLOBODZIND Aodd 32012 TEZ22M0 1.08 30030 JENNIFER LEE WHITHMAN 201210008 6100120 O2/04
12784 02 D SLOBODZIND Aodd 32012 TE2EM0 1.08 20520  SUSAN  AWERS 201210008 6200120 OE2/04

B 12142 m D SLOBODZIN Aodd 3012 53004 1.08 30030 JENWNIFER LEE WHITHMAN 301210008 [o=Re)]

Legend for Status Field:

: Draft

: Originator

: Project Manager

: Budget

: Position Cantrol

: Gtaffing

: Gtaffing Complete

mmoTm=oo

We strongly encourage you to follow the PCF’s through the system until the status shows as “E”.
There have been many instances where PCF’s have been submitted to staffing and then returned
back to originator but the originator was not aware. Therefore the employee’s pay was delayed. This
serves as example why you should be following/tracking your PCFs. You are able to do this by either
displaying an individual PCF or displaying the list.
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TROUBLESHOOTING/TIPS

BUDGET TRANSFERS - ADDITIONAL DATA TAB

The tab next to Header data is the Additional Data tab. It is helpful if you put your school number
and, if applicable, any PCF numbers in this field. You may choose to leave it blank.

Budgeting Workbench - Create Document

Document Owerview onioff .;'ﬁ': Hold  Prepost Save Changes @ Long Text Messages log || Messages Per Line
Documents of ... Diocument Status Initial
I» (J Posted
3 Preposted : —
(] Undane Header Data Additional Data |
3 Held
FPerson responsible
Header Text |
Textname
Year Cohort Created by
Fublic Law Created on
Legislation Created at  B0:00:00

FostedilUndone by
Posted/Undane an
PostedilUndone at Oo:o0:on

Budget Transfer-Additional Data

BUDGET TRANSFERS - SOME COMMON ERROR MESSAGES

“ANNUAL BUDGET EXCEEDED BY . USD”_You are attempting to transfer more funds than

are available in the FA/CI. Check your budget to ensure that you are using the correct functional
area and commitment items.

“INITIAL VALUE NOT ALLOWED FOR FUND” - You do not have a fund entered in the “receiver” area of
the header data. See page 7 for help with this error.

“THE DOCUMENT MUST BE BALANCED BETWEEN SENDER AND RECEIVER” - Your sender amounts

and your receiver amounts do not match; the transfer must be in balance to pre-post or post.

By clicking on the error message, additional data will be displayed that may assist troubleshooting.
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“ENTER A NON-ZERO VALUE FOR AT LEAST ONE PERIOD” - You have tabbed or started to input data
into a row and now the system is looking for data in that row. (You would normally see a row number
to the left of your data fields, but with no data in that row. Please be aware that this can even occur
in the bottom row of the BT if you have moved around a lot while inputting on the BT screen).
To correct this error, click beside the row number in the square. Then choose the third icon
(delete) to delete the row. A screen print follows.

Document  Edit Goto ysterm  Help

@
, Overview lumhe
Budgeting| g -others- 1
Document Overview ond
Documents of... | poal @[ & [ F B B2 2=z B]Ca@al=Ea| @ 81 [aoao] =
g ggroesgidste Ty... |Message Text LTt | D ]
2009 HJ| @ |Enter a non-zero value for at least one period @ T
2009
2009 Fisc
2009 | || Bud:
2009 Grat
= [J Undone Fund |
2083
(3 Held
Rece _|
Fisc =]
| o) ) =
B EEE T
Lines
Line -+  |Funds Center Comrmittnent iterm Functional Area Arnount (LSO | Text
000003 (- 30z 510 Ta00 0.01 |testbt DO NOT POST |Z|
| 000004 |+ 3mz2 690 G200 0.01 |testbt DO NOT POST |Z|
| | ooooos |- =
| B
| -]
gl B IL«Jl]
@ Errors occurred (1 errors, O warnings). See details in error log [ ISBP (43 (2200 ksapripasl | OVR %
—
"’ e Bl e I
BEE IBERIEIGEIERS
Lines
Line |-+ |Funds Center Commitment itern Functional Area Armaou
0ooonz |- amz 510 7900
| aooond |+ oz 690 6200
| o
| |[ooooos|-
I
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POSITION CHANGE FORMS - SOME COMMON ERROR MESSAGES

“INVALID COSTCENTER” - Contact your Budget Analyst.

“FTE” - Please enter a value > 0 and <=1 for item 01 - In general your FTE will be 1
indicating a whole position but in the case of an itinerant for example it could be .2.

“End Date is_Invalid” - Any full-time position being deleted will a show an end date of
12/31/9999. That date must be corrected to the actual end date.

“The begin date for item 1 is not in fiscal year 2009” - Be sure your beginning and ending
dates fall within the fiscal year shown in the Header data.

SAP TRANSACTIONS DISCUSSED IN THE BUDGET MANUAL

e View a school’s budget: Y_SED_05000006

e Budget Transfers: ZFMBB

e Organizational Structure: PPO4

o Display HR Master Data: PA20

e Create a PCF: ZHRPCFC

e Change/Delete a PCF: ZHRPCFU

e Display a PCF: ZHRPCFD

e Display the PCF Item List: Y_SED_95000329
TOGGLE BETWEEN SCREENS

There will be times when it will be helpful to you to have more than one screen open if you need to
work with multiple screens. If you are not familiar with this process, the following may help you.

As you can see from the screen print of the task bar below five different screens are open.
You are able to open Outlook, multiple sessions of SAP, Word, Excel, etc.

m— E@® -8 F_- Inbox - Micros... [ "W 58P Logen 710 T user manual_S... = = Budgeting Wor. i=h CF

To work between screens you can either click on the icon on the taskbar (see “WORD button
depressed” on task bar above) or you can “TOGGLE” between screens

To “TOGGLE” you will hold the “ALT” key and hit the “TAB” key one time. This will open a
window which shows all sessions you have open. While still holding the “ALT” key hit the
“TAB” key as it highlights each session. When the session you want to toggle to is

highlighted, let go of the keys.
blle] & .4 4414
D

IMy Yahoo! -
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SCREEN PRINT

Sometimes when you encounter an error message or other difficulty with an SAP transaction it is
helpful for us to see your screen. Often we ask for screen prints to be emailed to us. That may
enable us to identify the problem. If you are asked to send a screen print, open a new email
message and address it to your Budget Analyst. Place the cursor in the body of the message. Then

g0 to the screen where the problem is occurring, and
1) Hit the “Print Screen” key on your keyboard next to the F12 key on your top row of

Print
keys, OR %

'ﬁ‘

2) Hitthe “Ctrl” and “C” keys at the same time. Either of these will “Copy” your screen.

c

3) Return to the body of your email message and hit the “Ctrl” “V” keys at the
same time. This will paste your screen.

saoaajaaaalanns:

(O JEE T X e T =)
0 o O
a0 0 0 G O O 0 G el
R 0 0
I EJE e )
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FUNCTIONS (Functional Area)

BASIC EDUCATION 7300 |SCHOOL ADMINISTRATION
EXCEPTIONAL EDUCATION 7400 |FACILITIES ACQUISITION & CONSTRUCTION
WOCATIONAL EDUCATION 7500 |FISCAL SERVICES
PREKINDERGARTEN EDUCATION FOOD SERWICES
OTHER INSTRUCTION (NON-FEFP INSTRUCTION] 7700 |CEMTRAL SERVICES
PUPIL PERSONMEL SERVICES 7800 |PUPIL TRANSPORTATION SERVICES
) INSTRUCTIOMAL MEDLA SERWVICES 7900 |OPERATION OF PLANT
63 INSTRUCTION & CURRICULUM DEVELOPMENT 8100 |MAINTENANCE OF PLANT
g4 INSTRUCTIOMAL STAFF TRAINING SERVICES 2200 |ADNINISTRATNWE TECHNOLOGY SERWICES
8500 |INSTRUCTION RELATED TECHNOLOGY 5100 |COMMUNITY SERWICES
7100 |SCHOOL BOARD 5200 |DEBT SERWICE
T2 GENERAL ADMINISTRATION

OBJECTS (Commitment ltems)

ADMINISTRATOR SALARY 510 SUPPLIES
CLASSROOM TEACHER SALARY 520 TEXTBOOKS
OTHER CERTIFIED INSTRUCTIONAL SALARY 521 COUNTY FREE
PERMAMNENT SUBSTITUTE TEACHER SALARY S22 STATE FREE
PARAPROFESESIONAL SALARY 523 FLEXIBILITY

OTHER SUPPORT PERSONMEL SALARY 530 PERIODICALS
BOARD MEMBERS & ATTORMEY SALARY S40  QIL AND GREASE
EWMPLOYEE BEMEFITS 550 REPAIR PARTS
210 RETIREMENT 580 TIRES AMD TUBES
220 50C1AL SECURMTY 570 FOOD {For Food Service Program}
230 GROUP INSURANCE 580 COMMODITIES
231 HEALTH INSURANCE 550 OTHER MATERIALS & SUPPLIES
232 LIFE INSURANCE 510 LIBRARY BOOKS
240 WORKER'S COMPENSATION 511 LIBRARY BOOKS, NEW LIBRARIES
250 UNEMPLOWMENT COMPENSATION §12 LIBRARY BOOKS, EXISTING LIBRARIES
2590 OTHER EMPLOYEE BEMEFITS 820 AUDIO WISUAL MATERIALS(MON-CONSUMABLE)
254 FLEX BENEFITS 521 AW MATERIALS 5750 OR MORE
298 TERMIMAL PAY - ADMINISTRATORS g§22 AW MATERIALS LESS THAN S75
257 TERMIMAL PAY - TEACHERS 530 BUILDINGS & FIXED EQUIPMENT
2598 TERMIMAL PAY - OTHER CERTIFIED 540 FURNITURE, FIXTURES, EQUIPMENT
255 TERMIMAL PAY - OTHERS 541 EQUIPMENT 5750 OR MORE
PROFESSIONAL & TECHNICAL SERWVICES 5§42 EQUIPMENT LESS THAN §75

311 PROFESS & TECH 5V CS (Man SUB-AGREEMENTS) 43 COMPUTER HARDVWARE 750 OR MORE

]
s

312 PROFESS & TECH SUB AGREE (in excess of §25,000) COMPUTER HARDVVARE LESS THAM 75

= |

314 PROFESS & TECH SUB AGREE (first 225 000} &50 JOTORVEHICLES
312 SUBSTMUTES - CONTRACTED 551 BUSES
320 INSURANCE & BOND PREMIUMS 852 MOTOR VWEHICLES OTHER THAN BUSES
330 TRANEL 860 LaND
331 IN-COUNTY 870 IMPROWEMENTS OTHER THAN BUILDINGS
232 QUT-OF-COUNTY 571 CAPTAL IMPROVEMENTS OTHER THAN BLDG
233 QUT-OF-STATE 872 NON-CAPMAL INPROVWEMENTS OTHER THAN BLDG
234 CONFERENCE REGISTRATION FEES &80 REMODELING AND RENOVATIONS
350 REPAIRS & MAINTEMNANCE 881 CAPMTAL REMODELING AND RENOWATIONS
350 RENTALS 582 NON-CAPMAL REMODELING AND RENOWATIONS
370 COMMUMNICATIONS 890 COMPUTER SOFTWARE
271 POSTAGE 891 SOFTWARE 5750 OR MORE
2372 CELLULAR PHOMNES 582 SOFTWARE LESS THAN 575
373 TELEPHOMES 710 REDEMPTION OF PRINCIPAL
PUBLIC UTILMY OTHER THAN ENERGY SERWICES 720 INTEREST
382 RECY CLING 73 DUES AND FEES
283 GARBAGE 740 JUDGMENTS/SETTLEMENT OF LITIGATION
385 WATER & SEWER 75 OTHER PERSONAL SERVICES (Temp employess]
385 WATER 780 MISCELLANEQUS SERVICES (Incl indirect cost)
380 OTHER PURCHASED SERWICES (Non SUB-AGREEMENTS)
391 OTHER PURCH SWCS SUB AGREE (first 25,000)
352 OTHER PURCH 5WCS SUB AGREE (in excess of 25,000)
400 ENERGY SERWVICES
410 NATURAL GAS ITEMS INDENTED are considered subojects or
420 BOTTLED GAS subcommitment items. PLEASE BUDGET FUNDS TO THE
430 ELECTRICTY OBJECT, BUT EXPEND TO THE SUBOBJECT.

440 HEATING QIL

450 GASOLINE

4250 DIESEL FUEL

450 OTHER ENERGY SERWVICES
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Budget Contacts by School:

3006 Martina 3076 Emilie
3012 Julieta 3077 Julieta
3014 Martina 3078 Julieta
3015 Severina 3079 Julieta
3016 Emilie 3080 Emilie
3018 Emilie 3081 Martina
3019 Julieta 3082 Emilie
3020 Emilie 3083 Emilie
3021 Emilie 3084 Emilie
3025 Jennifer 3085 Julieta
3030 Julieta 3086 Susan
3031 Jennifer 3087 Emilie
3032 Susan 3088 Emilie
3033 Susan 3089 Emilie
3035 Susan 3090 Susan
3037 Julieta 3091 Emilie
3038 Susan 3092 Jennifer
3039 Martina 3093 Emilie
3040 Martina 3094 Julieta
3041 Martina 3095 Emilie
3043 Martina 3096 Susan
3044 Martina 3097 Severina
3045 Emilie 3098 Emilie
3046 Julieta 3099 Emilie
3048 Emilie 3106 Julieta
3049 Martina 3107 Susan
3051 Julieta 3116 Severina
3057 Julieta 3124 Severina
3059 Severina 3128 Severina
3062 Jennifer 3141 Julieta
3063 Jennifer 3142 Severina
3064 Severina 3143 Julieta
3065 Julieta 3144 Emilie
3066 Jennifer 3145 Susan
3068 Emilie 3146 Jennifer
3069 Jennifer 3148 Severina
3070 Jennifer 3149 Severina
3071 Severina 3150 Severina
3072 Julieta 3152 Jennifer
3073 Severina 3153 Susan
3074 Julieta 3154 Jennifer
3075 Susan 3155 Jennifer
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3158 Julieta 3230 Emilie
3159 Severina 3231 Julieta
3162 Severina 3232 Severina
3163 Severina 3233 Julieta
3164 Julieta 3234 Severina
3165 Susan 3235 Emilie
3166 Julieta 3236 Severina
3168 Jennifer 3237 Susan
3169 Emilie 3238 Jennifer
3170 Julieta 3239 Julieta
3176 Martina 3240 Julieta
3181 Martina 3241 Susan
3182 Martina 3242 Severina
3185 Martina 3243 Severina
3198 Martina 3244 Jennifer
3202 Severina 3245 Severina
3203 Severina 3246 Julieta
3205 Emilie 3247 Julieta
3206 Julieta 3248 Susan
3207 Jennifer 3249 Severina
3208 Julieta 3250 Severina
3209 Julieta 3251 Severina
3210 Severina 3252 Emilie
3211 Jennifer 3253 Jennifer
3212 Jennifer 3254 Jennifer
3213 Jennifer 3255 Severina
3214 Emilie 3256 Jennifer
3215 Emilie 3257 Julieta
3216 Jennifer 3258 Severina
3217 Julieta 3259 Jennifer
3218 Severina 3260 Susan
3219 Jennifer 3262 Emilie
3220 Severina 3263 Julieta
3221 Emilie 3264 Emilie
3222 Severina 3265 Susan
3223 Susan 3266 Severina
3224 Susan 3267 Jennifer
3225 Julieta 3269 Emilie
3226 Julieta 3270 Severina
3227 Emilie 3279 Jennifer
3228 Emilie 3280 Susan
3229 Severina 3285 Susan




Budget Directory:

Michael Perrone
Executive Budget Director
perronem@duvalschools.org

Karen Jones
Budget Manager
jonesk@duvalschools.org

Susan Dugan 390-2097

Secretary

dugans@duvalschools.org

Susan Avera 390-2098

Budget Analyst
averas@duvalschools.org

High Schools, Florida Teacher Lead

Julieta Camacho 390-2406
Budget Analyst
camachoj@duvalschools.org
Elementary Schools, Food Services

Severina Camacho 390-2652

Budget Analyst
camachos@duvalschools.org

Elementary Schools, School Improvement
Funds, AP & IB Funds, Internal Service
Funds

Martina Douglas 390-2479

Budget Analyst Lead
douglasm2@duvalschools.org
Alternative & Charter Schools, General
Funds, School Recognition, FTE

Emilie Newman 390-2994

Budget Analyst
newmane@duvalschools.org
Elementary Schools, Capital Projects

Jennifer Whitman 390-2651
Budget Analyst
slobodzinj@duvalschools.org
Middle Schools, Federal Projects

Martha Williams 390-2978
Budget Analyst
williamsm@duvalschools.org

Kimberly Mattox 390-2097
Budget Clerk
hitek@duvalschools.org

Lynn White 390-2974
Director
whitel@duvalschools.org
Financial Training

Celine Smith 390-2911
Technical Manager, Financial
smithc4@duvalschools.org
Financial Training

Rebecca Bishop 390-2911
Technical Manager
bishopr@duvalschools.org
Financial Training
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