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• Budget Calendar

• Review Budget Calendar Cycle

• Overview of SAP Budget Reports

• Overview of various SFE Budget Reports

• Hyperlink Control Sheets

• Monitor and track program balances to ensure 

accuracy within the planned budget

• Manual Budget Adjustment (BAR) Request

• For funding programs not available in SAP





SCHOOL BUDGET TIMELINES

FEBRUARY

• E-CAST enrollment is available

• Estimated Rate Sheets (estimated costs of budget items) is available 

• Carryover memo is issued

• Budget development resources available at http://achieve.lausd.net/sfs

• Meeting with school’s stakeholders

MARCH

• School budget development appointments begin

• Allocations become available

• Schools budgets are implemented in School Front End (SFE)

APRIL

• School budget development appointments continue

• Budget development ends and SFE closes for budget planning

MAY-JUNE

• Deadline to purchase items; refer to annual memo issued by Procurement Services Division

• Process “Good Receipts” online to enable Account Payable to pay the vendors

SEPTEMBER

• Actual carryover funds in schools accounts

• Norm Day

• Enrollment and Staffing Dashboards are available

NOVEMBER – JANUARY

• Norm Day Settle-up process; adjustments to norm-based resources

• Alignment of budgets to actual position costs

MEM-6016.6_18-19_Year-End_Closing_Dates.pdf
http://achieve.lausd.net/sfs
MEM-6016.6_18-19_Year-End_Closing_Dates.pdf
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BUDGET

REPORTS IN

SCHOOL

FRONT END
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SAP—SCHOOL FRONT END COMMONLY USED 
REPORTS
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POSITION WITH INCUMBENT

DISPLAYS DETAILS OF ALL BUDGETED

POSITIONS
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Location Code SCHOOL NAME
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COFE REPORT

DISPLAYS BUDGET DETAILS FROM

CENTRAL OFFICE FRONT END (COFE) 

AND INCLUDES ALL SCHOOL SITE

PROGRAM CODES
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Your Location Code

Your School Name

Your Location Code

Your School Name

Your Location Code

Your School Name

Your Location Code

Your School Name

Your Location Code

Your School Name

Your Location Code

Your School Name
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SCHOOL SIGNATURE FORM

DISPLAYS THE SITE’S BUDGET WITH

SIGNATURE PAGE FOR REQUIRED

APPROVALS



zYour Location Code/School

Your Local District



Your Location Code/School

Your Location Code/School

Your Location Code/School

Your Location Code/School
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BUDGET REPORT

DISPLAYS BUDGET DETAILS BY

BUDGET LINE, INCLUDES BUDGET

ITEM DESCRIPTION, PROGRAM

CODES, AND TOTAL COST
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HYPERLINK

CONTROL SHEETS

• TYPES OF TRANSACTIONS TO

BE POSTED



SUPPLEMENTAL SALARIES

Certificated
▪ Replacement Time
▪ Auxiliary
▪ PD Regular
▪ X Time
▪ Training Rate
▪ Differentials
▪ Teacher Release Time
▪ Administrator Z Time
▪ Nurse X-Time
▪ PSA X-Time
▪ Day to Day Sub Days

Classified
▪ Clerical OT
▪ Custodial OT
▪ Clerical Relief
▪ Custodial Relief
▪ Clerical Z Time
▪ TA Relief 



zOPERATIONAL EXPENSES

NON-SALARY

TRANSACTIONS

▪ Budget Adjustments 

▪ Additional Allocations

▪ Shopping Cart

▪ IMA

▪ General Supplies

▪ Contracts (Toshiba copiers, 

webpage, etc.)

▪ P-Card

▪ Conference Attendance

▪ Curricular Trips

▪ Imprest Checks



Summarizes balances available in hours/days for supplemental 
salaries

TABLE OF CONTENTS



USING COFE REPORT TO SET UP SALARIES CONTROL SHEETS

Click hyperlink to open 

Salary Control Record 
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a. Enter employee name

b. Enter employee number

c. Rate/Hour-Not required.  Formula will use District average rate if left blank

d. For budget adjustments amounts (positive or negative)

e. Enter total hours worked by month

a b d e

Click to go 

back to Table 

of Contents



Summarizes balances in dollars for operational expenses
TABLE OF CONTENTS



USING COFE REPORT TO SET UP

OPERATIONAL EXPENSES CONTROL SHEETS

Click Hyperlink to open 

Control Record
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a. Enter date

b. Requested by- Enter who requested the transaction

c. Enter Vendor Name

d. Requisition or Imprest Check # - Enter purchase order number, Imprest check #, PCard 

Transaction #, or Budget Adjustment

e. Activity Description-Enter details that will help identify what the dollars were used for

f. Expenditures in dollars – Enter amounts charged for transaction

g. Adjustment in Dollars – Enter budget adjustment amounts (positive or negative)

a d e f gb c



MANUAL BUDGET ADJUSTMENT REQUEST

A manual Budget Adjustment Request (BAR) is required for:

• Programs that are not in SAP 

• Restricted items that required additional approval



EXERCISE #1

Create a Manual Budget Adjustment to move $5000.00 from curricular trips to Other 

Non-Instructional Contract budget line.

Information Needed:

Program: 13027—General Fund School Program

Curricular Trips Other Non-Instructional Contract

Budget Item: 50174 Budget Item: 50003

Commitment Item: 580012 Commitment Item: 580002

Fund: 010-0000 Fund: 010-0000

Functional Area: 1110-1000-13027 Functional Area: 0000-2100-13027

Enter data required for Manual Budget Adjustment Request.
1. Budget Line Item:  

2. Fund Center & Fund Center Name

3. Funding Line –(Use Fund/Functional Area Translator)

4. Budget Item, Commitment Item, and Item Name

5. Date –07/01/XXXX to 06/30/XXXX; (for positions items, dates must be the actual start and end date of the position)
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Where to Find 
Data Need to 
Complete the 
Manual Budget 
Adjustment

Fund and 
Functional Area: 

Use the 
Fund/Functional 
Area Translator

Program Name: 
Fund/Functional 

Area 
Translator/COFE 
Report, School 
Signature Form 

Budget Item and 
Commitment 

Item: 

Estimated Rate 
Sheets, COFE 
Report, School 
Signature Form

Item Name:

Fund/Functional 
Area 

Translator/COFE 
Report, School 
Signature Form 



Exercise #1

1. Enter Budget Line 

Item: 3OTH

2. Enter Fund Center 

and Fund Center 

Name

1 2

Create a Manual Budget Adjustment to move $5000.00 

from Curricular Trips to Other Non-Instructional Contract 

budget line



Exercise #1- Continuation

3. Enter Fund:  Fund and Resource

4. Enter Functional Area: Goal, Function, Program

5. Enter Program Name

3

5

4



Exercise #1-Continuation

6. Enter Budget Item

7. Enter Commitment Item

8. Enter Item Name

6 7

8



Exercise #1--Continuation

9. Enter Date -- for non-position 

items (2OTHS-L & 3OTH-L) 

Start and End date is 

07/01/XXXX to 06/30/XXXX

Required Only for 

Positions

9



Exercise #1--Continuation

10.Enter From: $$ amount to move 

from this budget line item

11.Enter To: $$ amount to move to 

this budget line item

12.Enter reason for budget 

adjustment– write the reason 

and be specific.

10 11

12

Write reason-be specific



Exercise #1--Continuation

13.Obtain required signatures

Send signed BAR to your Fiscal Specialist for Approval

13



Sample



RESOURCES

LOCATION WEB ADDRESS SERVICES

Organizational

Excellence

Classified Training

www.oetraining.net 

Classes, Employee Recognition, College 

Programs, Employee Resources.

Call us for your training needs:  (213) 

241-3440

MyPLN https://achieve.lausd.net/mypln

View class offerings and enroll in classes, 

assessments, check your class history, 

etc.

School Fiscal Services https://achieve.lausd.net/Page/794

Budget Development

Budget Maintenance

https://achieve.lausd.net/mypln


Rocio Espinoza,

Classified Training Representative

213-241-4954

rge90792@lausd.net

Organizational Excellence 
Classified Training Branch

213 241-3440

mailto:rge90792@lausd.net

