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

SCHOOL DISCRETIONARY PROGRAMS REPORT JOB AID

Displays a summary by program grouping (Categorical or Regular programs) and includes budget item
description, total cost, and full time equivalent of positions for School Front End program codes.
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Report Field Descriptions

Name of the report.

Version/Year

Fund Center

Budget Item number and Description

Commitment item number

Program Name, Program Code, FTE, and amount budgeted

Total FTEs and amount budgeted for a specific budget item across all programs.
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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.
€.g. (msmith@tausdki2cats, 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”
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1. Click on the Reports tab.
2. Click on School Discretionary Programs Rep

| School Budger Planning and Maintenance
| Menu | [k [Back | [ System] |

School Budget Planning and Maintenance

Fund Center |

LREIED e,
LAUSD Program

SACS Fund £ ' %
3
5 ‘ 3
9"3«_,? «\E‘{
List All Authorized | I “e

. =
& Clear Selection Criteria ] o Save Selection Criteria F eaus

Task
Wersion Fiscal Year Locks
| %7 Budget Planning ] EnNG  |Final Wersion = 2017 Locked
| 2 Budget Maintenance | CcMB Current Maintena... =) 2017

_@ Justification I Administration I Message

[H Budget Report

[H Archive Report

[H School Resource Allocation

Signature Form

Archived Signature Form

[EH General Fund Allocation Report

Signature Form With Print Range

[EE COFE Budget Report

[H sStaffing and Resources

[H Progress Report

5 Position With Incumbent Report

School Discretionary Programs Rep
stimate ates By Budget kem

[H School Budget Summary

EH CostLimits

[H Other Budget Reports
EH RPAForm

[H Employee Assignment Cost

[EH Furlough Savings Report
[H Functional Area Derivation

3. Enter Version. Click on matchbox to display a list of available versions.
a. CMO = Current Maintenance
b. FNO = Budget Development

4. Enter Fiscal Year (ex. 2017)

5. Enter Fund Center.

a. Leaving this field blank will run the report for all schools in the system.
b. Clicking on E will allow you to enter multiple Fund Centers.
6. Select a Programs Grouping by clicking the matchbox Ll

| School Discretionary Programs Report by Budget tem
| [Menu] [} [Save as variant.. || Back || Exit || Cancel | | System ] | [ Execute |[ Get variant... |

Display Options
() Display By Fund Center

) Display In Grid ' Print The Form ) Email The Form

Select Options

Version 4

Fiscal Year 4

Division to =

Fund Center 6' to |

Budget ltem to o>

Programs Grouping @ Categorical F'rogramsl

Email Parameters
Send To
CCTo
|| Add Attachments From Desktop
|| Edit Message Before Sending
Email Title

School Discretionary Programs Budget Report Form
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7. Select from one of the following report options:
Categorical Programs | = Restricted/Specially Funded Programs
Regular Programs = Unrestricted/General Fund Programs

III:}'F'rintGmup Desc. (1)

» Search Criteria

vig]

ModGrpVar. Print Group Description
ooo

000 Categorical Programs
000 [ Categorical Programs
001 o

ooz Categorical Programs |l

5 Entries found

8. Select Print the Form.

Display Options:

Display in Grid — Allows for the report to be downloaded as a spreadsheet.

Print the Form- Displays a formatted report to print or save.

c¢. Email The Form — Allows you to email the report. Complete Email Parameters to utilize

oo

this options.
Email Parameters
Send To
CCTo

| Add Attachments From Deskiop
| Edit Message Before Sending
Email Title School Discretionary Programs Budget Report Form

9. Click on Execute.

| School Discretionary Programs Report by Budget item
| [menu ] [F [Save as variant.. |[ Back || Ext |[ cancel | [ system | |/ [ Execute |[ Get variant...

Display Options
' Display By Fund Center " Display In Grid 0 " Print The Form " Email The Form

Select Options

Version KX

Fiscal Year e e d

Division to
Fund Center peeeeey| o
Budget Itermn to
Programs Grouping Categorical Programs |

Email Parameters
Send To
cCTo
| Add Attachments From Desktop
| Edit Message Before Sending
Email Title School Discretionary Programs Budget Report Form
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10. The print menu displays. Check your Output device. If BTS printing has not been set up, type in
LPDF.
11. Click Print preview to display report.

| SAP
|| Menu | [b [ Save as variant.. || Back |[ Exit |[ Cancel | [ System | | [ Execute |[ Get Variant... |[ All Selections |[ Chosen Selections |[ Program Decumentation |
III:' Print:

OutputDevice @ Py win local printer =]

Page selection |

Spool Request
Name SMART |LOCL |DLITTONBE
Title
Authorization |

Spool Control Mumber of Copies

|| Printimmediately Number 1]

|| Delete After Qutput ] Group (1-1-1,2-2-2,3-3-3,.))

[v| New Spool Request

[ Close Spool Request Cover Page Settings

Spool retention pd |8_|Da],r(s) SAP cover page Do Mot Print el

Storage Mode Print only b Recipient
Department

@ Print preview [ Print/3¢|

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

= Web Access - Windows Internet Explorer provided by CITRIX —
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