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Introduction 
 
This self-paced learning guide will show you how to: 
 

 Log into SAP and Navigate to the Budget Availability Report (pg. 1) 

 Create Available Variants (pg. 4) 

 Print the Budget Availability Report (pg. 6) 

 Export the Budget Availability Report to Excel (pg. 7) 

 Customize the Report using Drag and Drop (pg. 8) 

 Customize the Report using the Navigation Pane (pg. 12) 

 Customize the Report using Filtering (pg. 14) 

 Sort Columns and Rows (pg. 20) 

 Navigate to the Previous Report Screen (pg. 21) 

 Create a Personalized Report View at Login (pg. 22) 
 

Log into SAP and Navigate to the Budget Availability Report 
 
 

 Click on Portal Link: 
https://bts.lausd.net 
 

 Enter your Single Sign-
On (SSO) user id in the 
User field  
 

 Enter your Single Sign-
On (SSO) password in 
the Password field 
 

 Click Log On 
 

 
 
The screen shot below displays tabs, links, and data customized to your level of access. 
 

 Click Reports tab 
 
 

 

https://bts.lausd.net/
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 Click Funds 
Management 
 

 Click ▪FM007 Budget 
Availability Report link 

 

 

 Click on Fiscal Year field 
 

 Type in the fiscal year 
 

(Example: For Fiscal Year 
2013-14 enter 2014) 
 

 Skip to the next page for 
directions in entering the 
Funds Center  

 

Or 
 

 Click Fiscal Year filter 
selection button located 
at the right of the Fiscal 
Year field  

 

 
 
 

 Select the year and click 
OK  

 
(Example: For Fiscal Year 
2013-14 enter 2014) 
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 Click on Funds Center 
field 
 

 Type in your cost center 
 

 Skip to the bottom of the 
page for directions in 
entering other fields  

 
Or 
 

 Click on the Funds 
Center filter selection 
button located at the right 
of the Funds Center field 
 

 

 Type your cost center in 
the Enter a value for 
Funds Center field 
 

 Click Add 
 

 Click OK 

 

 Enter Commitment Item, 
Program, and Grant 
field. You are not required 
to populate these optional 
fields. 
 

 Fiscal Year and Funds 
Center fields are required 
and must be entered 
 

Then 
 

 Click Check to ensure all 
selected fields are 
entered correctly  

 

 Click OK to view your 
budget report 
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 Click arrow buttons 
located at the bottom of 
the page to navigate to 
the next page  

 

Create Available Variants  
 
You can save your search criteria by using Available Variants. 
 

 Populate the Current 
Selection fields from 
previous steps above 
 

 Click Save As 
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 Check Save As User 
Variant 
 

 Type the name of your 
variant in the Description 
field 

 

 Click OK 

 

Select Available Variants 
 
By selecting an Available Variants you are automatically populating the Current Selection fields. 
 

 Click on the Available 
Variants drop down 
menu 
 

 Select the name of the 
available variant that you 
have saved previously as 
your search criteria. In 
this case Christopher EL 
Budget is to be selected. 

 
 
 

 Click Check to make sure 
all selected fields are 
entered correctly 

 

 Click OK to view your 
budget report 
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Print the Budget Availability Report  

 Click Print Version 

 

 Click OK to print using 
default settings 
                Or 

 Click Center dropdown 
menu under Header then 
select Free Text. Type a 
title for the report in the 
Center field. The field will 
display the title at the top 
of the report page 
 

 Click Right dropdown 
menu under Footer then 
select Date, Time, and 
Page 1 of ?. This will 
print the date, time, and 
page number at the 
bottom right corner of the 
report 

 Click OK  
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 The budget availability 
report will open in PDF 
format within a new 
browser 

 

 Click Ctrl-P to print 
 

 

Export the Budget Availability Report to Excel 
 

 Click Export to 
Microsoft Excel 

 

 Select the location to 
save your document 
 

 Type the new name for 
the document in the File 
name field 

(ZANALYSIS_PATTERN_
WEB.xls is the default 
name given to this report.) 
 

 Click Save 
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Customize the Report using Drag and Drop 
 
Columns and rows can be rearranged and removed by dragging and dropping the headers from the 
report. 

Rearrange Columns 
 

 Click Commitments 
column 

 

 Drag the column until the 
Carry Over box is 
highlighted 

 

 Drop the Commitments 
column to position in front 
of the Carry Over column 
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Rearrange Rows 
 

 Rearrange row/column by 
dragging the selected 
row/column to the 
highlighted row/column 
destination 

 

 Click K12 Norm Tchrs-
Sal row 
 

 Drag the row until the 
Princ, Asst Princ & 
Deans box is highlighted. 
Then drop the row at this 
location 

 

 

 The row/column being 
dragged will be positioned 
in front of the highlighted 
row/column destination 
 

 The K12 Norm Techrs-
Sal row is now positioned 
above the Princ, Asst 
Princ & Deans row 
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Remove a Column from the 
Report 
 

 Click the Carry Over 
column 
 

 Drag the Carry Over 
column to the left until the 
“x” appears.  

 

 Drop the column at the 
“x” location 

 

 This action removes the 
Carry Over column from 
the report 
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Remove a Row from the 
Report 

 Click on the Princ, Asst 
Princ & Deans row 
 

 Drag the row to the left 
until a “x” appears 

 

 Notice when removing 
FundsCenter 
 
Do not drag out the 
FundsCenter number 
from the report if there is 
only one fund center. 
Instead, drag the 
FundsCenter header to 
remove the column. 
 
You can drag the 
FundsCenter number out 
of the report if there are 
more than one funds 
center. 
 

 

 Drop to remove the 
Princ, Asst Princ & 
Deans row from the 
report 
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Customize the Report using the Navigation Pane 
 
You can rearrange the columns and rows by using the navigation pane that is located on the left side of 
your web page. The three sections of the navigation pane are Columns, Rows, and Free 
Characteristics. Each section contains reporting elements that must reside under the Columns or Rows 
to be displayed in the report. For example, the FiscalYear reporting element in the Free Characteristics 
of the navigation pane has to be dragged and dropped under Rows before it can be displayed in the 
Budget Availability Report. 
 
Swapping a Free 
Characteristics Reporting 
Element  
 

 Click FiscalYear 
 

 Drag FiscalYear to 
FundsCenter until it is 
highlighted 

 
 

 

 Drop FiscalYear to 
replace FundsCenter 

 
 

 

 FundsCenter 
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Adding a Free 
Characteristics Reporting 
Element to Rows 
 

 Click Funded Program 
 

 Drag Funded Program in 
between two items until a 
line appears 

 
 
 
 
 

 

 Drop Funded Program in 
between FiscalYear and 
Program 
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Customize the Report using Filtering 
 
Use filtering to customize your Budget Availability Report by displaying the data that you need.  
 
 

 Click Filter link located at 
the upper right corner of 
the report 

 

 

 Select a reporting 
element to filter 
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Filter Funded Program 
Reporting Element 
 

 Click Funded Program 
drop down menu 
 

 Click Edit 
 

 

 Highlight Funded 
Program items to include 
in the report 

 

 Click Add  
 

 



 

 

Page 16 of 22 

Budget Availability Report 

Created: 5/14/2013 

 Click OK 

 

 The report displays 
selected Funded 
Program items from 
above 
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Filter Key Figures Reporting 
Element 
 

 Click Key Figures drop 
down menu 
 

 Select Edit 
 

 

 Highlight Key Figures 
elements located on the 
left column to include in 
the report 
 

 Click Add  
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 Click OK 
 

 

 The selected Key 
Figures elements from 
above are displayed in 
the report 

 
 
 
 
 

c 
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Remove Key Figures 
elements from the Report 
 

 Select by highlighting Key 
Figures elements located 
on the right column 
 

 Click Remove to remove 
Key Figures element 
from the report 

 
 

 

 Click OK 
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 The selected Key 
Figures element from 
above has been removed 
from the report 

 

Sort Columns and Rows 
 
You can sort columns by ascending or descending alphanumeric order by clicking on the triangle located 
next to the column header name. 

 Click the triangle next to 
FundsCenter to sort 
column in ascending 
order. Click again to sort 
in descending order 

 
Then 

 

 Click any triangle next to 
header name to sort 
column in ascending or 
descending order 
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Navigate to the Previous Report Screen 
 

 

 Right click on the report 
 

 Select Back from the 
menu selection 

 

 Select Back One 
Navigation or Back to 
Start 

 

 When Back One 
Navigation Step is 
selected the report 
returns to its previous 
display 

 

 When Back to Start is 
selected it returns the 
columns/rows to the 
default report view as it 
appears when you first 
log into the Budget 
Availability Report 
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Create a Personalized 
Report View at Login 
 

 Right click on the report 
 

 Select Personalize Web 
Application 

 

 Select Personalize. This 
selection will set your 
current screen as your 
default view at your next 
login. 

 

 To delete your 
personalized report first 
right click on the report, 
then select Personalize 
Web Application, and 
finally select Delete 
Personalization. 

 

 
 


