[image: image104.wmf]                        

[image: image105.png]



Fund MAnagement User MANUAL 




Consultancy for Customization and Configuration of SAP FI and MM at FBR
USER MANUAL

Budgeting
Prepared By: 

Siemens SAP Team





Date:   10-02-2010

Document Number:

	Document Number
	Document date

	 1.0
	10-02-2010


Version History:

	Version Number
	Version date
	Summary of Changes
	Ref: Minutes of review

	 Final Version
	 10-02-2010
	
	


Table of Contents

5Section 1
Original Budging Process

1.1
Budget Preparation (Budget Document Creation
5
1.2
Approving Budget
14
1.3
Budget Approval (DFA/FA Authority)
24
Section 2
Supplementary Budget
31
2.1
Prepare Supplementary Budget
31
2.2
Budget Approval/Change in Budget
42
2.3
Budget Approval/change in Budget (DFA/FA Authority)
57
Section 3
Budgeting: Entry Document
65
3.1
Release Budget
65
3.2
RE-APPROPRIATION/ TRANSFER BUDGET
68
3.3
Surrender/Return Budget
78


Note

This training document does not cover all knowledge areas of SAP ERP System. It has been specifically prepared keeping in view the Business Processes of FBR, therefore, it should be treated as a supplement and/or guide to your daily work and nothing further.

This training document will only provide explanation of the key and mandatory data fields and not of all the fields appearing on the screen.  However, users may use online help facility provided by SAP ERP System by placing the cursor on the field that requires explanation and pressing FI button.
Legend for R/O/C

R = Required field

O = Optional field

C = Check box

Budget Processing Transaction

 Section 1 Original Budging Process
Before the start of financial year every Department (DDO) is responsible to prepare the budget for next fiscal year. Each DDO after getting information from Sections prepare the budget for next fiscal year containing revised estimates for current year budget estimates for next fiscal year. 

1.1 Budget Preparation (Budget Document Creation)
User Input:

Enter Transaction Code ZMOF in Command Field or navigate through tree menu.

On screen MOF Budget-Initial Screen, select the Fresh data entry option.
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Press enter or  [image: image2.png]


  to run the transaction.

On screen MOF Budget-Initial Entry Screen, enter the required information that is specified as below table. 
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User Input:

	SAP Required Fields
	User Inputs Required

	Template 
	

	New Diary No
	Enter diary no or click on “Purpose Diary Number” it will automatic created.

	Old Diary No
	Optional

	Long Text
	Enter Any description 

	General Data
	

	Document date
	Enter date (optional) automatic created current date.

	Year
	Enter year 

	Budget Type
	Select one budget type form given option.

	Fund
	Enter the Fund number

	Function
	Enter Function which are going to proceed

	Fund Center
	Enter Fund Center

	Circle Code
	Optional
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  to run the transaction.

MOF Budget: Detail Entry Screen will be opened. Enter the following information.  
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User Input:
	SAP Required Fields
	User Inputs Required

	Line item Display
	

	Item
	Enter Item one by one which are estimated.

	Item Description
	Description of item (Optional)

	Revised Estimates
	Enter amount

	Budget Estimates 
	Enter amount

	Post
	Optional
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After Putting values, give total amount of revised and budget estimates in Budget item entry.
Press Calculate Major Button.
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Double click on any commitment item in “Major Detail’s box”. 

 It will show more detail.
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Major detail of selected commitment item

Press “Park Document button.

User will be received a validation Prompt.

Click “Yes” to park the document.
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Document has been validated and parked.

Press [image: image12.jpg]


Button to Exit

1.2 Approving Budget
Document can be approved through “Approving Authority of FBR” Process Will as. Select Business Workplace Icon from SAP Easy Access Screen
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On screen “Business Workplace of budget Test, User Path as

Workplace: Budget Test( Inbox ( Workflow 

Select Document which are Parked.
[image: image14.png]Warkplace Edit Goto Folder Environment Sefings  System Help

(4 a[dBICae SHEIDDOD | HA @

Business Workplace of Budget Test

T New message | () Find foider | [TH] Fina document | [T Appoiniment calendar | (@ Distribution fists

mam

b & Outoox

b B Resubrmission

b B Private folders

b @ shared folders

b B Folders subscribed to
& Trash

Business Workplace

DEV (1) 200 3

rhadey

VR





[image: image15.png]Warkplace Edit Goto Folder Environment Sefings  System Help

(4 a[dBICae SHEIDDOD | HA @

Business Workplace of Budget Test

T New message | () Find foider | [TH] Fina document | [T Appoiniment calendar | (@ Distribution fists

= sevwom‘k;;wace Budget Test glel«[el |[FEIS] EREEER ENERE

> Binbox

] Unread Documents 7 Workflow 2
M= B [Tite Siatus_[Creation Da,[Creation_|F[AL_[Co, W

(B workow 2 13
HEmma=n G Document Parked H0-2010-908008 ©  o202000 1e32 5 @
B incorrect eiries 0

b & Outhox

b B Resubrmission

b @ Private folders

b @ shared folders

b B Folders subscribed to
& Trash

% Tips & tricks: Forward work item...

FM Document Parked BO-2010-900100

Description Objects and attachments

No description available « Budgeting Entry Doc: B0-2010-900100

1| oEv (1) 200 B[ forhagev [ ovR





User can view parked Documents.

It can be changed on this stage, as shown below on the screen
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Click on Change Document

· Change any entry which you want

· Check total of Revised and budget estimates values

· Calculate major  

· Press Park Document Button

· Changes will be saved 
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Press button after changing.
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Press Create Button To Add Objects and Attachments. 

Create Document header screen open.

· Select Document type
· Enter tile of document

· Click on import Button give path for saving

· Press enter or  [image: image20.png]


  to run the transaction.
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· Attachment added to work item message received.

· Click on “Approve Document” tag.
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On screen “Display Step in Workflow” click the approve Document option.
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Button to Exit
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Once approved by FA organization the DDO will receive the following information in his inbox
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1.3 Budget Approval (DFA/FA Authority)
Document is approved from DFA/FA Authority of FBR.

Incase of budget approval/non approval, data will be flow as

· Approval ( send Electronic data transfer by the authority(Budget Document(Budget document posting at server.

· Non Approval(FBR Budget data (First parked then posted by approving authority) ( Budget Document(Budget document posting at server.

User Path

SAP(Workplace icon(Workplace: Budget Test( Inbox ( Workflow 
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If user wants to change in budget, then before approving budget, he can change it. Like as

· Change any entry which you want

· Check total of Revised and budget estimates values

· Calculate major  

· Press Park Document Button

· Changes will be saved 
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Document is parked

On screen “Display Step in Workflow” click the approve Document option.
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Button to Exit
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End of Transaction

 Section 2 Supplementary Budget
During the course of the fiscal year if the original budget falls short in any expenditure head, the DDO will prepare the supplementary budget. The supplementary budget is an addition in existing budget which increases the total budget for the DDO.

DDO’s FBR:

2.1 Prepare Supplementary Budget

Enter Transaction Code ZSUP in Command Field or navigate through tree menu.

On screen Supplementary Budget-Initial Screen, select the Fresh data entry option 
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Press enter or  [image: image39.png]


  to run the transaction.

On screen Supplementary Budget-Initial Entry Screen, enter the required information that is specified as below table. 
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User Input:

	SAP Required Fields
	User Inputs Required

	Template 
	

	New Diary No
	Enter diary no or click on “Purpose Diary Number” it will automatic created.

	Old Diary No
	Optional

	General Data
	

	Document date
	Enter date 

	Year
	Enter year 

	Budget Type
	Select one budget type form given option.

	Fund
	Enter the Fund number

	Function
	Enter Function which are going to proceed

	Fund Center
	Enter Fund Center

	Circle Code
	Optional
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  to run the transaction

Supplementary Budget: Detail Entry Screen will be opened. Enter the following information
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User Input:
	SAP Required Fields
	User Inputs Required

	Line item Display
	

	Item
	Enter Item one by one which are estimated.

	Item Description
	Description of item (Optional)

	Budget Estimates 
	Enter amount
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Press Calculate Major Button
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Major detail of selected commitment item

Press “Park Document button.

User will be received a validation Prompt.

Click “Yes” to park the document.
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Document has been validated and parked.

Press [image: image51.jpg]


Button to Exit

2.2 Budget Approval/Change in Budget
Approving Authority FBR will be doing this activity then budget will transfer to FA/DFA Authority.  
User Path:

Select Business Workplace Icon from SAP Easy Access Screen
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On screen “Business Workplace of budget Test, User Path as

Workplace: Budget Test( Inbox ( Workflow 

Select Document which are Parked.
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User can view parked Documents.

It can be changed on this stage, as shown below on the screen
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Click on Change Document

· Change any entry which you want

· Check total of Revised and budget estimates values

· Calculate major  

· Press Park Document Button

· Changes will be saved 
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Press button after changing.
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Press Create Button To Add Objects and Attachments. 

Create Document header screen open.

· Select Document type
· Enter tile of document

· Click on import Button give path for saving

· Press enter or  [image: image61.png]


  to run the transaction.

[image: image62.png]systen  Help

IEE @&

[ Creats Document Header

]

Tite

1| oEv (1) 200 B[ forhagev [ ovR





[image: image63.png]systen  Help

=lalie

(- Create Document: Headj (& Choose Document Type
Type o[ [ete

Tite

~ ffyou are working on a PG,

You can also specify a valid

eis
Coeats JoJ ]| i extnsion  cationto

the specified types
(Example: DOC"for WiniWord)

Cla_[Type Description
PPt powerpntexe
Ptf winword.exe

sap_sapguiexe
txt notepad.ere
wri_wordpad exe

xcel.exe

aD]

DEV (1) 200 3

rhadey

VR





[image: image64.png]=E
System_Help SAPZ -

IEE @&

[ Creats Document Header

Tyne «1s[®

Tite Proforma_d

Import... (Ctri+F1) 1| Bup_TEST [8] forhadev | ovR





[image: image65.png]SAP

systen  Help

[ Creats Document Headsr

Importfile

3 My Docaments

Ey pitures

iy videos
sAPTutorCache

eporkDir
Vypress Chat His

w0001

ser Training Manual

My Received Files

tory

File pame:

PerforamC

Files of ype:

AlFies ()

DEV (1) 200 3

rhadey

VR





· Attachment added to work item message received.

· Click on “Approve Document” tag.
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Approve or Reject document # REG-2009-900070

Choose one of the following alternatives

Choose one of the decision options given. This completes the processing of this step

Before you make a decision. you can display the attachments and objects which have been attached
to the user decision. You can also create your own attachments,

ffyou choose Cancel. the user decision remains in your inbox for processing





On screen “Display Step in Workflow” click the approve Document option.

Press [image: image67.jpg]


Button to Exit
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2.3 Budget Approval/change in Budget (DFA/FA Authority)

User Path

SAP(Workplace icon(Workplace: Budget Test( Inbox ( Workflow 
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If user wants to change in budget then before approve it, he can change it. Like as

· Change any entry which you want

· Check total of budget estimates values

· Calculate major  

· Press Park Document Button

· Changes will be saved 
[image: image73.png]systen  Help

Supplementary Budget - Detail Entry Screen

Year DTye  Diayno  FundCode GrantNo Funcion  F.Center BudgetEstimates
2003 [REG ganara| [F21ces | (844 CBR1011205] [1D1834 88,000

Line tem Display

401 Employee Related Expense 88,000
w011 Pay 75,000

=
5

4811-1 Pay of Officers 75,000,

481101 Basic Pay Officer 10,000,

481103 Special pay 8,080

401105 Qualfication Pay 12,000

401108 Special Pay E

401108 Command Pay 15,000

4812 Allowances 13,000,

4812-1 Regular Allowances 13,000,
=
=

1401205 Dearess Allowance 5,000
401208 Dress Allowance 8,000

Running Total 88,000
Total Recoveries [

1| ADEEL B | orhadev [ ovR







[image: image74.png]systen  Help

Supplementary Budget - Detail Entry Screen

Year DTye  Diayno  FundCode GrantNo Funcion  F.Center BudgetEstimates
2003 [REG ganara| [F21ces | (844 CBR1011205] [1D1834 88,000

Line tem Display

Employes Related Expense
w011 Pay 75,000

=

£l
4811-1 Pay of Officers 75,000,
481101 Basic Pay Officer 10,000,
481103 Special pay 8,080
401105 Qualification Pay 12,000,
481108 SPECIAL PAY 28,000,
[Bmmand Fay 15,000
4812 Allowances 13,000,
4812-1 Regular Allowances 13,000,

=

5

1401205 Dearess Allowance 5,000
401208 Dress Allowance 8,000

Running Total 86,000
Total Recoveries [

1| ADEEL B | orhadev [ ovR





[image: image75.png]systen  Help

Supplementary Budget - Detail Entry Screen

Year DType  Diayno  Fund Code

GrantNo

Function

F.Center

Budget Estimates

2003 [REG ganara) [Fe21cas

044

CBR1011285

101834

86,000

Line tem Display

[Snloyee Related Expense 85,000
011 pay 73,000
A011-1 Pay of Oficers 73,000
401101 Basic Pay Offcer 10,000
401103 pecial pay 8,000
401105 Qualification Pay 12,000,
401108 Special Pay 28,000
481108 Command Pay 15,000,
4012 Alowances 13,000
4012-1 Regular Allowances 13,000
401205 Deamess Allowance 5,080
401208 Dress Allowance 8,000

Running Total

86,000

Total Recoveries

Park Document (F6)

ADEEL B

rhadey

VR





[image: image76.png]=E
System_Help SAP;

Baoaoon HE @B

Supplementary Budget - Detail Entry Screen

IR
Year DTye  Diayno  FundCode GrantNo Function  F.Center  BudgetEstimates
2003 [REG aa0e7e] [Fo21cos | [oks CeR1011205] 101034 a5, 600
Line ftem Display [ vaiidation Prompt

EWPLOYEE RH @)  Validats Document Befrs Parking 7 =

par =

PAY OF OFFICH

Sreonrw| e I e Jx canel ]

ceEouL eay X caree ]

QUALIFICATION PAY 12,000

SPECIAL PAY 28,000

COMMAND PAY 15,000

LLOWANCES 13,000

REGULAR ALLOWANCES 13,000

DEARNESS ALLOWANCE 5,000

DRESS ALLOWANGE 8,000
o
=

O e
Running Total 95,000
Total Recoveries o

1| ADEEL B | orhadev [ ovR





[image: image77.png]G 00 NNDCEeIEHE DL BRI @B

Approve or Reject document # REG-2009-900070

Choose one of the following alternatives

Descript Objects and attachments
Choose one of the decision options given. This completes the processing of this step « Ofice Document: Proforma_d

Before you make a decision. you can display the attachments and objects which have been attached
to the user decision. You can also create your own attachments,

ffyou choose Cancel. the user decision remains in your inbox for processing






Document is parked

On screen “Display Step in Workflow” click the approve Document option.
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Button to Exit
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After approving data document will be sent to MOF/AGPR/Sub Offices

End of Transaction

 Section 3 Budgeting: Entry Document
3.1 Release Budget 

Using the same command and steps which are mentioned above, go to budget workbench: Create document screen and enter information for release budget.
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· Select “Released” as BCS value Type.

· Select “RL (Released Budget)” as Document Type

· Select “RELE” as Budget type.
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Enter Fund center, commitment item and amount for release budget.

Press [image: image82.jpg]


button to save the task. 
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Document is created as for Release budget in FBR code.

Press [image: image84.jpg]


Button to Exit.

3.2 RE-APPROPRIATION/ TRANSFER BUDGET 

Enter Transaction Code FMBBC in Command Field or navigate through tree menu.

	Via Transaction Code
	FMBBC

	Menu
	Accounting(Public Sector Management(Fund Management(Budgeting(Budgeting Control System(Entry Documents(Create


[image: image85.png]Menu Edit Favorites Extras System Help

@ NAHCee BHR nhan BHE @

SAP Easy Access

BE &l EEEE

O Favorites
< €3 SAP menuy

Office.
D (3 Cross-Application Components
Logistics.

< €3 Accounting

Financial Accounting

Financial Supply Chain Management
Cantralling

Enterprise Controlling

Strategic Enterprise Management
Investment Management

Praject System

Real Estate Management

€3 Public Sector Management

dvvvovvos

< €9 Funds Management

Master Data
= €3 Budgeting

= €3 Budget Control System (BCS)

D (3 Planning
~ €3 Entty Documents

I FESC e

& FMEDD - Display
b (3 Version
b (3 Tools
b (3 Former Budgeting

b (] Posting
Addiional Functions
Information System
Environment
b (3 Grants Management
b (] Functions forthe US Federal Government
b (J Human Resources
Information Systerms.
b (3 Tools

) FMBB - Budgating Workbench
& FMPEP - Multiple Budget Entry

Addiional Functions German Government (Former Budgeting)

ADEEL B

rhadey

oR|[

staj





On sap screen, enter Layout variant or copy it from copy menu, default layout selected and press enter. 
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Copying step is shown below on the screen.
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Press enter or  [image: image89.png]


  to run the transaction.

On screen Budgeting workbench: Create Document”, enter the information in the field which are specified below table.
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User Input:

	SAP Required Fields
	User Inputs Required

	BCS Value Type 
	Select “Budget” from list

	Process
	Select “Transfer” From List

	Budget Category
	Select “Payment” From List as Budget category

	Document Type
	Select “TB-Transfer Budget” From List as type

	Sender

Fiscal Year
	Enter year

	Budget Type
	Enter budget type or copy from list

	Fund
	Enter fund for sender 

	Receiver
	

	Fiscal Year
	Enter year for budget 

	Budget Type
	Enter budget type or copy from list

	Fund
	Enter fund for receiver 
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 .A drill down list will be open and select required option. Transfer Budget is selected from list that is shown below on the screen.
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Press enter and Putting values which shown below.
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No sender Line/ receiver line message come. It will confirm from user to allow automatic then press enter and allow it.

Lines are automatic generated. Enter funds center, commitment item and amount.
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Press [image: image96.jpg]


 button to save the task.

[image: image97.png]Document Edit Golo_Exias System _Help
(4 aladiICee DHE SDo8 B
Budgeting Workbench - Display Document

(2] Provost ][ Long Tox [ wessages og [ wessages per e |

Process Transfer =] Total Sender 10,000.00
Version o |
Document type. TB (Transfer Budget) ¥ Document Date 13.02.2010

11034 Anii0z
2 11034 AD3902

© Dosument 300000032 has been sreated sussessiuly n FM area FBR document year 2008 U [ADEEL B frhader | OVR





Document has been created. Note its number 
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button to Exit 
3.3 Surrender/Return Budget

Using the same command and steps which are mentioned above, go to budget workbench: Create document screen and enter information for Return budget.

[image: image99.png]Document Edit Goto Exras  System Help

Status Initial

BCS Value Type. Budget 2
Process Eer A Tow o.00
Salanced Enty Ve [
Camy Over
Documenttpe |C &) Documentpate[13.02.2010
Fiscal Year e Inr it Perion i )
BudgetTyps [Transier
£und Supplement

N|EDEE IR

1| ADEEL B | orhadev [ ovR





· Select “Return” as BCS value Type.

· Select “RB (Return Budget) Document Type

· Select “RTN” as Budget type.
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Enter Fund center, commitment item and amount for release budget.
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button to save the task. 
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Document has been created as for Return budget in FBR code.
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Button to Exit.
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