
Schools Front End (SFE) Training
Budget Maintenance
Presented by: School Fiscal Services Branch



During this training session, you will learn how to use Schools Front End (SFE) during the Budget 

Management period to adjust your school’s budget for the current fiscal year.  

Purpose
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By the end of this session, you will be able to:

1. Understand key budget concepts used in Schools Front End.

2. Understand Schools Front End features and terms.

3. Enter budget adjustments in Schools Front End.

4. Print the School Budget Signature Form.

5. Delete a Work in Progress in Schools Front End.
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Training Objective



Key Budget 

Concepts

Schools Front 

End (SFE) 

Navigation and 

Terms

Creating 

Budget 

Adjustments in 

SFE (Exercises)

Printing the 

School Budget 

Signature Form

Deleting A 

Work in 

Progress (WIP) 

in SFE        

Agenda
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Key Budget
Concepts
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Key  Budget Concepts

Funding Line

Fund Center
1234501

Fund
010-0000

Functional Area
1110-1000-13027

Commitment Item
430010

Fund Center 

(1 + Location Code + Suffix*)

Fund 

(SACS Fund + Resource)

Functional Area 

(Goal + Function + Program Code)

Commitment Item

(General Ledger or GL)

School location code

*The suffix is designated based on 
the school sub-locations

e.g. 01 for the main or regular 
school and 02 for magnet school

Classifies purpose of the funds and 
spending restrictions

Goal – groups costs by 
population, setting and/or 
educational mode or objective

Function – describes activities or 
services performed to accomplish 
the Goal

Program Code – identifies the 
allocation resource

Purpose of spending
e.g. Salaries, benefits, goods or 

services that may be 
budgeted/spent
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The SAP Fund and Functional Area Translator provides a suggested fund/functional area with the 
input of a commitment item or GL Account and a Program Code.

Enter GL Account (also known as Commitment Item)

Enter Program Code

Click Find Suggested Fund and Functional Area

Result displays

Fund and Functional Area Translator

Key  Budget Concepts

1

2

3
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The information below may be used as a general guide to budget positions and supplemental 
salaries.

Fund and Functional Area Guide

Key Budget Concepts
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School verifies 

available funds

Checks balances on 

the Budget 

Availability Report 

and Control Sheet

School enters the 

budget adjustment in 

SFE

Prints the School 

Budget Signature 

Forms (BAR)

Indicates the reason 

for the budget 

modification, 

principal signs the 

BAR 

School requests UTLA 

Chapter Chair’s 

signature for 7S046 

& 7E046 BARs

School routes the signed 

and completed BAR along 

with the SPSA to the Fiscal 

Specialist

BARs for Programs 

7S046 and 7E046 

must be accompanied 

by a signed SPSA

Fiscal specialist reviews 

the BAR and routes it 

for approval

Fiscal Specialist (FS) checks 

availability of funds and 

assigns a log number

Regular BARs are routed 

to the Regional Director 

for review/approval 

7S046 and 7E046 BARs 

and SPSA pages are 

routed to a Compliance 

Coordinator*

*Program Coordinator will 

contact school in case there 
are any revisions or 
additional documentation 
needed

Fiscal Specialist receives 

approved BAR

Fiscal Specialist (FS) 

checks availability of 

funds

Regular BARs are posted

in the system

7S046 and  7E046 BAR 

and SPSA pages are 

routed to the Regional 

Director for review and 

approval. BARs are 

posted upon receipt of 

approval.

Upon posting of the 

BAR, principal receives 

an approval email 

notification

BAR interfaces 

with SAP and 

reflected in the 

Budget Availability 

Report

School updates the 

Control Sheet 

Budget Adjustment Process

Key Budget Concepts
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SFE Navigation     
and Terms
10
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To request access to Schools Front End (SFE) use the SAP Access 
Request Form to request one of the following roles for your cost center:

1. RF705 – Budget Adjuster (SAA, Coordinator and Assistant Principal)

2. RF706 – School Budget Submitter (Principal)

SAP Portal link:  https://bts.lausd.net/irj/portal
Path: Financials/Budget >SAP Budget – School Front End> School Budget Planning Maintenance

SAP Access and Roles

1

2

ABC ELEMENTARY
General Fund

Academic Excellence

3

SFE Navigation and Terms
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SFE Navigation and Terms
12

Choose the Version:

• Budget Planning -FN0 - used    
for Budget Development;    
locked during the remainder      
of the school year.

• Budget Maintenance - CM0 –
used throughout the school 
year to adjust the current  
school year’s budget.

3
2

Click Save Selection Criteria.

Enter Fund Center, Fund, and Program.

1

Budget Version



1. Menu Bar

2. Action buttons 

3. Budget Information

• Fund Center, 
• Program Information, 
• Version and Fiscal Year

4. Change Type/Budget Status

• Allocation Information
• Total Allocation, 
• Total Amount Budgeted, and 
• Total Difference

1234501 ABC ELEMENTARY

General Fund

CE-NCLB T1 Schools

Current Maintenance

1

2
3 4

5

SFE Budget Adjustment

SFE Navigation and Terms
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1234501 ABC ELEMENTARY

General Fund

CE-NCLB T1 Schools

Current Maintenance

SFE Budget Adjustment

SFE Navigation and Terms

6. Add New Item Based Detail Line

7. Validate Detail 

8. Budget Information

9. Difference Column

10. Information Messages76

8

10

9
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- Saves changes and returns the user to the SFE home screen

- Navigates back to the previous screen

- Cancels the last action and navigates back to the previous screen

- Allows user to submit the budget adjustment (available to administrators only)

- Displays incumbent warning (e.g. position being closed is not vacant)

- Displays cost limits based on program guidelines (indirect, PD, IMA, etc.), if applicable

- Allows user to delete a Work in Progress (WIP) and return to the last approved budget

SFE Navigation and Terms

1

2

1

2

15

SFE Budget Adjustment - Actions



1. School and Budget Information - Fund Center, Fund, Program, Budget Version, and Fiscal Year

2. Total Allocation should equal the Total Budget Amount. Total Difference should be zero.

1234501 ABC ELEMENTARY

General Fund

Academic Excellence

Final Version

1

2

When the intent is to move funds between the TSP programs (10552, 10947, 10948, 10949), 
the combination of budget adjustments must result in a Total Difference of zero in order to 
be considered balanced.

SFE Budget Adjustment - Header

SFE Navigation and Terms
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1. New budget lines are added by completing the New Item Based Detail Line area and clicking 
the Add Entry button. 

2. Existing budget lines display in the bottom portion of the screen and may be modified as 
needed. 

2

1

SFE Navigation and Terms

SFE Budget Adjustment – Budget Lines

Information can only be entered in the white-shaded fields.
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Clicking in some fields in SFE will give you access to a matchbox. The matchbox will provide a dropdown menu of options 
for filling in the field.

SFE Navigation and Terms

SFE Budget Adjustment -Matchbox
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Clicking the PStat matchbox will provide the dropdown menu

Position Status:

• Active – activates a position and calculates the cost of 
the position based on its attributes, and effectivity dates  

• Closed – closes a position and releases unused funds 
based on the end date

• Suspend – used to capture salary savings during Budget 
Maintenance (CM0) only. 

SFE Navigation and Terms

SFE Matchbox – Position Status
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1. Clicking on the Line Type matchbox will provide the dropdown menu

2. Budget Line Types for Schools:
• 1POSITN - Positions
• 2OTHS-L - Other Supplemental salary budget lines (Limited) - e.g. teacher x-time, clerical overtime, itinerants
• 3OTH-L - Other Operating expense budget lines (Limited) - e.g. IMA, general supplies, contracts

1

SFE Navigation and Terms

Line Types ending with an M or an O are for central office use only.

SFE Budget Adjustment - Add New Item Based Detail Line

2
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1. SFE uses Item Numbers which can be obtained from the Item dropdown menu or by viewing 
the Estimated Rate Sheet on the School Fiscal Services website.

2. The Goal and Function for the Item are available from the dropdown menu or automatically 
populated for most positions

3. The Position and Temp Position may be used as needed to create or modify positions.

4. Click Add Entry to add the new line to the budget. 

SFE Navigation and Terms

SFE Budget Adjustment - Add New Item Based Detail Line

1 2 3
4

21



SFE B
u
d
g
et A

d
ju

stm
en

t

SFE Navigation and Terms

1
1. Return to List

2. Validate All Detail 
Lines

3. Copy

4. Undo Changes

5. Reset Before WIP

6. Next Entry

7. Entry Detail

8. Position Detail

9. Costs

10. Last Change 

3

2

4

5 6

7

8

9

10

Double Clicking on any line in your budget will take you to the Detail Screen.
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These messages will appear at the bottom of 
your screen and alert you to important issues.

SFE Navigation and Terms

SFE Budget Adjustment - Messages

1234501 ABC ELEMENTARY
General Fund
CE-NCLB T1 Schools

Current Maintenance
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Creating Budget 
Adjustments in SFE
24



Program 10947

1. Add a New Item Based Detail Line – Non-Salary – Other Books

2. Move dollars between existing budget lines

3. Add a new position budget line – Teacher Assistant

Entering Budget Adjustments in SFE
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1. Add a new item-based detail line for Other Books:

a. Locate Line Type under Add New Item Based Detail Line. Use matchbox to select “3OTH-L”

b. Use the “Item” matchbox to select the budget item for “OTHER BOOKS”.1

c. Use the “Goal” matchbox to select the goal2.  

d. Use the “Function” matchbox to select the function.3

e. Click “Add Entry”

Helpful Hints:
1     The item number is also available on the Estimated Rates Sheet.
2     Note: The same goal is used for all budget line items in a program.
3     Note:  The Function Job Aide by Program and/or Fund/Functional Area Translator can be used       

to identify the correct function, if multiple options are presented.

Exercise 1 Add a New Item Based Detail Line – Non-Salary in Program 10947

Entering Budgets in SFE

26



2. Enter additional required information on newly added item-based detail line

a. Input the following:

• Start date – 7/1/2024 1

• End date – 6/30/2025

• Total Cost - $1,000 2

b. Click “Validate” 3

3. Move funds from General Supplies

a. Locate the “GENERAL SUPPLIES” budget line item 

b. Click on the “Total Cost” of the “GENERAL SUPPLIES” budget line and reduce to $0

c. Click “Validate”

d. Input the amount from the “Total Difference” field in the “Total Cost” column of the 
“GENERAL SUPPLIES” budget line item

e. Click “Validate”

Exercise 1

Entering Budgets in SFE

Add a New Item Based Detail Line – Non-Salary in Program 10947

Helpful Hints:
1     Dates can also be entered in this format - 070124
2     When inputting dollars, do not enter cents and   

do not use commas.
3     Every time you click validate, check to see if you 

have any warnings.
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1. Zero out the Teacher Assistant Relief budget line:
a. Click on the “Total Cost” of the “TEACHER AST RELIEF” budget line and reduce to $0
b. Click “Validate”

2. Enter the new amount in the Teacher Assistant Relief budget line.
a. Enter $15,000 in the “Total Cost” column of the “TEACHER AST RELIEF” budget line
b. Click “Validate”

3. Zero out the H&W Benefit Adjustment budget line
a. Click on the “Total Cost” of the “H&W WC&PERS BENADJ” budget line and reduce to $0
b. Click “Validate”

Exercise 2 Move funds from H&W Benefit Adjustment and Contract Instructional 
Service to increase Teacher Assistant Relief to $15,000 in program 10947. 

Entering Budgets in SFE
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4. Reduce the Contract Instructional Service budget line
a. Click on the “Total Cost” of the “CONTR INSTRL SVC” budget line and reduce to $0
b. Click “Validate” 
c. The “Total Difference” field should now reflect the amount needed to balance the 

document. Enter that amount in the “Total Cost” field for “CONTR INSTRL SVC”.
d. Click “Validate”

5. Click Save.

Exercise 2

Entering Budgets in SFE

29

Move funds from H&W Benefit Adjustment and Contract Instructional 
Service to increase Teacher Assistant Relief to $15,000 in program 10947. 



1. Add New Teacher Assistant Position

a. Locate “Line Type” under “Add New Item Based Detail Line”. Use matchbox to select “1POSITN”.

b. Enter the item number for a Teacher Assistant Degree Track - 107762.

c. Use the matchbox next to “Goal” to select the goal.  

d. Use the matchbox next to “Function” to select the function.  

e. Click “NEXT” (under “Temp Position”) to generate a temporary position control number. Note the 
temporary position control number.

f. Click “Add Entry”.

Helpful Hints:
• Clicking on the Item matchbox will give the option to search for a position by job code.  The 

item number is available on the Estimated Rates Sheet
• The same goal is used for all budget line items in a program.
• The Function Job Aide by Program and/or Fund/Functional Area Translator can be used to 

identify the correct function.

Exercise 3 Add a New Item Based Detail Line Teacher Assistant Position in Program 
10947.  Balance the budget adjustment with Tutor Teacher x-time.

Entering Budgets in SFE
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2. Enter the additional required information on the newly added item-based detail line

a. Input the following:
• Start date – 7/1/2024
• End date – 6/30/2025
• Hours per day - 6
• Days per week - 5
• Fund % - 100% 

b. Click “Validate” and the system will generate the total cost for the position

3. Move funds from Tutor Teacher x-time
a. Locate the “TUTOR TCHR X TIME” budget line item 
b. Click on the “Total Cost” of the “TUTOR TCHR X TIME” budget line item and reduce to $0
c. Click on “Validate”
d. Input the amount in the “Total Difference” field in the “Total Cost” column of the “TUTOR 

TCHR X TIME” budget line item
e. Click “Validate”

4. Click “Save” to return to the SFE Home Page.

Exercise 3

Entering Budgets in SFE

Helpful Hints:
1     Dates can also be entered in this format - 070124
2     When inputting dollars, do not enter cents and   

do not use commas.
3     Every time you click validate, check to see if you 

have any warnings.

Add a New Item Based Detail Line Teacher Assistant Position in Program 
10947.  Balance the budget adjustment with Tutor Teacher x-time.
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Entering Budgets in SFE

a dc

Instructions
1. Add a new item-based detail line for Other Books:

a. Use the “Line Type” matchbox”      to select 3OTH-L 

b. Use the “Item” matchbox     to select the budget item for “OTHER BOOKS”

c. Use the “Goal” matchbox      to select the goal

d. Use the “Function” matchbox      to select the function

e. Click “Add Entry”

eb

ABC ELEMENTARY

General Fund

Academic Excellence

Current Maintenance

1234501

Helpful Hints:

To view the matchbox 
for a cell, click 
anywhere in the cell.

32

Exercise 1



Entering Budgets in SFE

a

Instructions
2. Enter the additional required information on the newly added item-

based detail line:
a. Input the following:

• Start date – 07/01/2024
• End date – 06/30/2025
• Total Cost - $1,000

b. Click “Validate”. 

a

b

ABC ELEMENTARY

General Fund

Academic Excellence

Current Maintenance

1234501

33

Helpful Hints:

Note the change in 
the Total Difference 
and the system 
message that 
indicates “All budget 
entries are valid”.

Exercise 1



Entering Budgets in SFE

c

a
Instructions
3. Move funds from General Supplies:
a. Locate the “GENERAL SUPPLIES” budget line
b. Delete the amount in the “Total Cost” column 
c. Click “Validate”

b

ABC ELEMENTARY

General Fund

Academic Excellence

Current Maintenance

1234501

Helpful Hints:

Note the change 
in the Total 
Difference and the 
system message 
that indicates “All 
budget entries are 
valid”.

Exercise 1
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Entering Budgets in SFE

Instructions
3. Move funds from General Supplies (continued):
d. Input the amount in the Total Difference field in the “General Supplies” 

“Total Cost” column
e. Click “Validate”.

d

ABC ELEMENTARY

General Fund

Academic Excellence

Current Maintenance

e

Helpful Hints:

Note the change in 
the Total Difference.  
When the Total 
Difference is zero, the 
budget adjustment is 
balanced.

1234501

Exercise 1
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Entering Budgets in SFE
ABC ELEMENTARY

General Fund

Academic Excellence

Current Maintenance

1234501

Exercise 2

Instructions
1. Zero out the Teacher Assistant Relief budget line:
a. Click on the “Total Cost” of the “TEACHER AST RELIEF” budget line  and reduce to $0
b. Click “Validate”

2. Enter the new amount in the Teacher Assistant Relief budget line:
a. Enter $15,000 in the “Total Cost” column of the “TEACHER AST RELIEF” budget line
b. Click “Validate”
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Entering Budgets in SFE

Instructions
3. Zero out the H&W Benefit Adjustment budget line:
a. Click on the “Total Cost” of the “H&W WC&PERS BENADJ” budget line and reduce it to $0
b. Click “Validate”

ABC ELEMENTARY

General Fund

Academic Excellence

Current Maintenance

1234501

Exercise 2
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Entering Budgets in SFE

Instructions
4. Reduce the Contract Instructional Service budget line:
a. Click on the “Total Cost” of the “CONTR INSTRL SVC” budget line and reduce to $0
b. Click “Validate” 
c. The “Total Difference” field should now reflect the amount needed to balance the document. 

Enter that amount in the “Total Cost” field for “CONTR INSTRL SVC”.
d. Click “Validate”

ABC ELEMENTARY

General Fund

Academic Excellence

Current Maintenance

1234501

Exercise 2
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Entering Budgets in SFE

a dc

Instructions
1. Add New Teacher Assistant Position

a. Locate “Line Type” under “Add New Item Based Detail Line”. Use the matchbox to select “1POSITN”.

b. Enter the item number for a Teacher Assistant Degree Track - 107762.

c. Use the matchbox next to “Goal” to select the goal.  

d. Use the matchbox next to “Function” to select the function.  

e. Click “NEXT” (under “Temp Position”) to generate a temporary position control number. Note the 
temporary position control number.

f. Click “Add Entry”.

eb

ABC ELEMENTARY

General Fund

Academic Excellence

Current Maintenance

1234501
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Exercise 3

f



Entering Budgets in SFE

a

Instructions
2. Enter the additional required information on the newly added item-based detail line:
a. Input the following:

• Start date – 07/01/2024
• End date – 06/30/2025
• Hours per day – 6
• Days per week – 5
• Fund % - 100

b. Click “Validate”. 

a

b

ABC ELEMENTARY

General Fund

Academic Excellence

Current Maintenance

1234501

Exercise 3
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Entering Budgets in SFE

c

a
Instructions
3. Move funds from Tutor Teacher x-time:
a. Locate the “TUTOR TCHR X TIME” budget line
b. Delete the amount in the “Total Cost” column 
c. Click “Validate”

b

ABC ELEMENTARY

General Fund

Academic Excellence

Current Maintenance

1234501

Exercise 3
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Entering Budgets in SFE

Instructions
3. Move funds from Tutor Teacher x-time (continued):
d. Input the amount in the Total Difference field in the “TUTOR TCHR X TIME” “Total Cost” 

column
e. Click “Validate”.

d

ABC ELEMENTARY

General Fund

Academic Excellence

Current Maintenance

e

1234501

Exercise 3

42



Printing the School 
Budget Signature 

Form

43



1. From the School Budget Planning and Maintenance screen, click Reports
2. Click Signature Form

Printing the School Budget Adjustment Form

ABC ELEMENTARY

1

2

44



3. Enter the following:

Version – CM0 

Fiscal Year – e.g. 2025

Fund Center – Cost Center

Fund – 010

LAUSD Program - 10947

4. Select WIP Version

5. Select Print the Form 

6. Click Execute

ABC ELEMENTARY

3

4

5

6

Printing the School Budget Adjustment Form
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7. In the Output Device, select My win local printer

8. Click Print Preview

ADOE0001

7

8

Printing the School Budget Adjustment Form
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Budget Status:

 Before WIP (Work in Progress)
 Status of the program budget prior to any changes

 Work in Progress (WIP)
 Indicates unapproved budget changes that have been saved in SFE awaiting approvals
 An “unofficial” saved changed to the budget

 Submitted
 Indicates that the budget adjustment has been reviewed at the school level and submitted 

for Local District approval

 Approved 
 Indicates that the budget adjustment has been reviewed at Local District level and 

accepted in SFE by the fiscal specialist

W

1234501    ABC EL
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CM0 / 2025

RN                 REGION NORTH
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CM0 / 2025

RN                 REGION NORTH
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CM0 / 2025

RN                 REGION NORTH
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CM0 / 2025

RN                 REGION NORTH
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Deleting WIPs     
in SFE

52



A WIP can be deleted anytime before the approval process.

1. Click Delete WIP

Deleting the Work in Progress (WIP)

1

1234501 ABC ELEMENTARY

53



2

54

2. Click Yes

1234501 ABC ELEMENTARY

Deleting the Work in Progress (WIP)



Result

55

Deleting the Work in Progress (WIP)



Manual Budget Adjustment

Key Concepts



Tips and Reminders

• Enter only whole numbers, no cents
• Get in the habit of saving your entries. If it is left idle for a long 

period of time, entries will be lost
• Information can only be entered in white fields. Blue fields are 

locked and cannot be edited.
• Use the Estimate Rates Sheet to look for item numbers. Filter by job 

code.
• Slashes are not necessary when entering dates
• Use the Warning and Cost Limits features or buttons in SFE, if 

applicable
• Verify available balances against the Budget Availability report 

and Control Sheets prior to processing a budget adjustment
• The total funding percentage of a position should be 100% across    

programs
• Budget adjustments must balance, Total Difference should be zero.
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Regional Fiscal Staff

Contacts58



Questions?
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