Budget Services and Financial Planning
School Fiscal Services
Fiscal Year 2016-17

POSITION WITH INCUMBENT (PWI) REPORT JOB AID

Displays details of all budgeted positions, including related Human Resources data, such as position
control number, employee name, and job title

Position With 0 sit_cor
a‘u‘ersion CMO | Current Modified Version
Incumbent Oz v 2
ltalics = HR Data
0 = Obsolete
@ () 00 0 (0] Q@ © & ®@ @
Position | Position Description P34 (P5SGrp |Person#/ID Incumbs | Employes Subgroup |Emp Smws | Start HrsiDay |FTE Salary Amount
Job Job Title Prog [P35 Level | Last Name, First Name Descripton Pos Status |End DaysWk |Fund % | [w/ Benefits)

Report Field Descriptions

Fund Center Description — Fund Center and Fund Center Name
2. Version:
a. CMO = Current Modified Version (Current Maintenance)
b. FNO = Adopted Final Version (Budget Development)
3. Fiscal Year
Position & Job
a. Position — 8 digit number that represents the position number.
b. Job -8 digit number that identifies the job code of the position.
5. Position Description & Job Title
a. Position Description — identifies the position name.
b. Job Title — identifies the job name of the position.
6. PSA & Program

a. PSA —Personnel Sub Area defines the pay basis (number of days worked per year) and
track.

Key Term - Personnel Sub
Area

Basis Calendar
A= A Basi = Adult School
B= B Basis F= 4-Track (90-30)
C= C Basis G= General Calendar
D= D Basis ﬁ\ii‘(:-ost Calendar

_ s S= Single Track
E= E Basis Calendar
S-track (Concept -

S

N= Non
Emplovee
xX= X Basis
Z= Z Basis Placeholders
Currently not used by the
District

.
b. Program - |dentifies the program code used to fund the position.
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7. PSGrp & PS Level

a. PS Grp - The pay scale group is either the class code for a classified salary table or the
schedule for a certificated salary table.

b. PS Level - The pay scale level represents the step or level from the salary table.
8. Person #/ID, Last Name, First Name, and Incumbs

a. Person #/ID — Person # identifies the PersNo used for the specific position number.
Person ID is the employee’s original employee number. An employee with multiple
assignments/jobs will be assigned a different PersNo for each assignment/job.

b. Last Name, First Name - is the name of the employee filling the position.
c. Incumbs - identifies the number of incumbents in the positon.

i. 1 0of 1 =o0ne position/one incumbent

ii. 1 of2=one position/two incumbents

9. Employee Subgroup & Description - Identifies the status of employee’s assignment, i.e.
probationary, regular, and temporary, intern, retiree, and substitute.

10. Emp Status & Pos Status
a. Emp Status - is the status of the employee.
b. Pos Status — Position Status - is the status of the position.
i. Active
ii. Closed
ji. Suspend
11. Start & End - is the Start and End date of the position.
12. Hrs/Day & Days/Wk — Is the number of hours and days assigned to a position.
13. FTE & Fund %
a. FTE - Full Time Equivalent
i. Classified — 1 FTE =8 hours
ii. Certificated — 1FTE = 6 hours

b. Fund % - is the % budgeted for a position within a program. For multi-funded positions
you will have multiple lines with the same position number but different program codes and
%. The percentage on a position must always total 100%.

14. Salary Amount (w/Benefits) — is the salary amount budgeted for the position based on the PS
Grpl/Level.
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Log on to BTS

Business Tools for Schools

User * |

Password *

* Enter your Single Sign-On (email) username and password to Log In.
e.g. (msmith@iausdki2-caus, mary.smith -

Do not add domain name (@lausd.k12.ca.us @lausd.net)

Account Problems? Get Support

Copyright ® SAP AG. All Rights Reserved w

From SAP Home Page, click “SAP Budget — Schools Front End”

Vlelcome BEATRICE LOMELI

FinancialsBudget

Financials Budget

SAP Finncials

Tetedlaiggion " s

Financials - Central Offices

This prvides secure access fr Finance and Budgetfor offce professionals wilzing WinU sobeare. I orderto accass s ou must have the safhware load onto jour desftp computer
HOTE: Fyou byt access tis witiout haing e propr sofhware oaded,vou vl nothave acoess and jou will ez & blank streen andir encounter an emor fsou do nothave e sofw

Financils/Budogt Ofices (inBUl Aocass

Portal Favorites ﬂ

v RHINST Baurnl Fnenddtives-AF, fr Sehe
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1. Click on the Reports tab.
2. Click on Position With Incumbent Report.

| School Budget Planning and Maintenance
|| Menu ) |} [ Back | [ System ] |

School Budget Planning and Maintenance

CmEER Ee
Fund Center &7 o
SACS Fund General Fund .‘? ' E
LaUsD Program | |0 CE-NCLB T1 Schools 8 ‘ 3
go"’-?o c'ra-‘\t‘“1
ListAll Authorized | | 4/ ClearSelection Criteria | | 3! Save Selection Criteria oreet
Task
Version Fiscal Year Locks
| % BudgetFlanning | FNo Final Version ol 2m17 Locked
| 2 Budget Maintenance | cMe  Current Maintena... & 2017
__Q
| MGETEN, Justiication | Administration | Message
| [[H Budget Report | | [ Archive Report | | [d School Resource Allocation |
| Signature Form | | Archived Signature Farm | | (2 General Fund Allocation Reportt |
Signature Form With Print Range | E COFE Budget Report E Staffing and Resources
_E Progress Report | E School Discretionary Programs Rep E School Budget Summary
|~ = Position With Incumbent Report | [H Estimated Rates By Budget ltem | [H Cost Limits |
[d Other Budget Reports | | [H Furlough Savings Report |
|

|
E Employee Assignment Cost |
|

| 4 RPAForm | [H Functional Area Derivation
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3. Enter Version. Click on matchbox to display a list of available versions.

Budget Services and Financial Planning
School Fiscal Services
Fiscal Year 2016-17

a. FNO = Budget Development

b. CMO = Current Maintenance
4. Enter Fiscal Year.
5. Enter Fund Center.

a. Leaving this field blank will run the report for all schools in the system.

b. Clicking on |i| will allow you to enter multiple Fund Centers.

6. Select Display in Form.

Display Options:

a.

Display in Form — Displays a formatted report
b. Display in Grid — Allows for the report to be downloaded as a spreadsheet.

7. Click on Execute.

| SFE - Position With Incumbent Report

I| Menu ] |b [ Save as variant . || Back || Exit |[ Cancel | | System ] | [ Execute || Get Variant.. |

Display Options
= Display in Grid
Display Variant

Incumbent Data
*As of Date

@ ) Displayin Form

07 /15/2016
IPositions without Incumbent (A5 of Date to 12/31/9989)
_Position End Date (Limited to the End of Fiscal Year)

' Download App Server File

Report Characteristics Other Characteristics |, KeyFields , Groups , Budget Attributes

Version

Fiscal Year

Fund Center

Position Mumber

Job

Personnel Area
Personnel Subarea
Payscale Group
Payscale Level
Personnel Number
Personnel ID
Employee Status
Employee Subgroup
HR Payscale Start Date
HR Payscale End Date
HR Payscale Group
HR Payscale Level
LALUSD Program
Pnsitinn Status

to
to
to
to
to
to
to
to
to
to
to
to
to
to
to
to
o

o] o] o] o] o] o] o] o] o] o] o] e] ] o] o] o] ]
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8. The print menu displays. Check your Output device. If BTS printing has not been set up, type in
LPDF.
9. Click Print preview to display report.

| sArP

I| Mmenu ] b [ Save as Variant... || Back || Exit || Cancel | [ System ] | [ Execute || Get Variant... |[ All Selections |[ Chosen Selections || Program Documentation |
I@Prinl:

CutputDevice g My win local printer ||

Page selection

Spool Reguest
Name SMART [LOCL [DLITTON®E1
Title
Authorization |

Spool Control Mumber of Copies
| Print immediately Number 1
|| Delete After Output | Group {1-1-1,2-2-2,3-3-3, )
V| Mew Spool Request
| Close Spool Request Cover Page Settings
Spool retention pd |8_|Day(5) SAP cover page Do Mot Print =]
Storage Mode Print anly E Recipient
Department

@ Printpreview“g Print|

10. SFE will display a PDF document that can be printed and saved.
11. Click Back to return to the previous screen.

€ SAP R3 - Financials - Web Access - Window

@:j = |z https//otslausd.net/i 2 = & || B3| %2|| % | [== SAP Financials - SAP N.. | = sAP R3 - Financials = SAP R3 - Financials - ... X [
| Print Preview of My win local printer
I Menu | |p [ Back Cancel | [ System ] | [ Archive |[ Printand Archive |[ Zoom +10% |[ Zoom -10% |

[

Position With [[Fund Center I I I
| version | CMO | Current Modified Version |
Incumbent [ Fiscal Year | 2016 | |
Malics = HR Dafa
© = Obsolete
Fosmion | Postion Decoription Pea |Psorp |Personesin incumbs | Empioyes Subgroop. e— aatary Amount
iy Job B Prog | es teve | tact Name, First Name Sovew | Fung s | wiBsnents)
20155083 | SECONDARY TEACHER caxx |t vacanT soo|  soa 11a.322.00
11100735 | sECoNDARY TEACHER Tame |3 sooo | sooon
30355084 | GECONDARY TEAGHER Cowx |27 E T sccc | seo Tos.s3.00
11100735 | sEconpany TEAcHER el i Regutaomemanent sooo | snacn
30355085 | SECONDARY TEACHER caxx [z 1 [ soc | sca Tos.sascn
Tiisras reacner preeel R — Soco | smses
30355085 | GECONDARY TEAGHER cox [ o [ sccc| seo Sasnto
11100735 | sEcommany TeachER ey P4 S — sooo | soocn
30385085 | SECONDARY TEACHER cexx [ 1 [ ame | osa Sramioe
11100728 Teacter ppesy . sooo| soooo
30185021 | SECONDARY TEACHER caxx |22 vACANT soo|  aca PR
iiiomras reacuer preeel soco| smsos
30355093 | GECONDARY TEAGHER coxx |27 Tort |82 sccc | seo To1am00
11100735 | sEconDany TEAcHER preeel 4 eropatonary 2 soco | sooon
30368225 | SECONDARY TEACHER caxx 2= vacanT soo | ica e
11100728 TEacHER el b soco| soocn
30363300 | GECONDARY TEAGHER coxx o1 Tort | s | seo om0
11100735 | sEconDany TEAcHER Pl b e e manene soco | sooon
30362302 | SECONDARY TEACHER caxx 2= Tort ez soo | ica Tmame
11100728 TEacHER el P z soco| soocn
30382165 | GECONDARY TEAGHER oo |22 prrEv s | seo =
11100735 | sEconDany TEAcHER 127 | o soco | sooon
30182725 | sEcoNDARY TEACHER caxx |21 ot | sooz | sem prpr
11100735 | sEconDamy TEACHER a7 | Regutavmemanent sooo | snacn
So35222 | sECONDARY TEACHER Zose [2¢ o |2 ssc | ses Teamice
11190735 | sEconamy TEACHER Pl P Propanonary 2 sooo | sooon
30385587 | SECOMDARY TEACHER cox [= e [ s | sem emroe
11100735 | sEconmamy TEACHER el P o — sooo | snacn
35330630 | sEconDARY TEATHER o [ ors [ Seec | ces e
11190735 | sEconaRy TEACHER 1327 |os e — sooo | sooon
30202401 | GECONDARY TEAGHER coxx [ or |2 sccc | seo T=mvoe
11100735 | sEconmany rEAcHER 127 | o eropanonary 2 sooo | sooon
30382738 | SPECIAL SDUCATION TEACHER cexx [z o |2 soo | aoa FEPrTrT
11190748 | zeecaa TEAcHER 1zone |e J—— soco| spocn
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