BUDGET SERVICES AND FINANCIAL PLANNING
SCHOOL FISCAL SERVICES

BUO42 PAYROLL EXPENDITURES # BY COST CENTER JOB AID

Displays payroll posting details by Posting Period/Fiscal Year and allows for
results to be customized by Person ID, LAUSD Program, G/L Account
(Commitment Item), Job, Fund, Functional Area, hourly rate, number of hours
reported, amount, and other selections.

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 5 —caiEs, mary. smith{EHarsdmet
Do not add domain name (@lausd k12.ca.us @lausd.net)

Account Problems? Get Support

Copyright @ SAP AG. All Rights Reserved. w
Accessing the Report:
1. Go to Reports tab,
2. Click on sub-tab Payroll
3. Click on BU042 Payroll Expenditures # by Cost Center
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Report Variable Entry screen displays
NOTE: More information entered on the variable screen will generate more specific results

Variable Entry

Aovailable Wariants: Sawve | | Save As... | | Delete Show “Wariable Personalization

General WVariables
“Wariable== Current Selection Drescription
= Fiscal " ear (default Current F¥", Selection Re 2013 2018
Posting PericdiFiscal ear (Selection Optiona
10004 122458 ABC School
Tchr Sal-Reg A=s=gnmt 110001
L8 |

Co=st Center Hierarchy (Multiple Single YWalues 1000J 123458

G/L Account (Selection Options, Optional} 110001
Fund (Selection Cptionall

LAUSD Program (Selection, Optional) 13027
Functional Area (Selection Optional}

Grant (Selection Optional)

13027

Internal Order (Selection Optional)
WWBS Element Obj. (Selection Optional)
Person ID (Selection Optional)
Personnel Number (Selection Optional)
Job (Selection Optional)

Position (Selection Optional)

For Period (Selection Optionall

In Period (Selection Optional}

Payroll Area (Selection Optional)
Wage Type (Selection Optional)

QD000 0000000000000

10 Wage Type Group (Selection Optional)

[ ox][check |

=~

Enter Fiscal Year (default is current fiscal year). This is a required field.

9. Posting Period/Fiscal Year - Leaving this field blank will download all posting periods with
payroll expenditures. To view a single or multiple posting period(s) click on the selection
button to selectand add a Posting Period/Fiscal Year. *

6. Enter Cost Center to view.

7. Enter G/L Account (commitment item) - Leaving this field blank will download all
commitment items with payroll postings.

8. Enter LAUSD Program - Leaving this field blank will download all programs with payroll
postings.

9. Click on Check to validate input and check for errors

10. Click on OK to run report

*NOTE: Should the report time out when leaving the Posting Period/Fiscal Year blank, use the
selectign button to select all desired posting periods to retrieve the report details. This will
improve report performance.
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Select values for Posting Period/Fiscal Year (Selection Optional) (ZFICPS0)

Show tool: |Sing\eva|ues v|Sth view |A\I v| Show tool: |Sing\eva\ues v|Shuwview: \AH v\
All Selections All Selections
Maximum Records: [1000 [sekctAl @ B Maximum Records: 1000 [eeectAl @ @
[ 5elect al Type Description [ Selectal Type Description
Fiscal year / period: Key*= [a] Fiscal year / period: Key=- =l = 0012018
¢ ? = o0z2018
0032017 00772007
0042017 008/2007
0052017 00912007
0062017 010/2007
0072017 01172007
0082017 22007
0092017 001/2008
0102017 00212008
01172017 00312008
01272017 (004/2008
a 00172018 D 00512008
0022018 = 0062008 =

Enter a value for Enter a value for

Fiscal year  period :l E| E| Change omﬂE| |§| Fiscalyear { period : E| E| Change OrderE E|

11. Report displays in defaulted format by Person ID for Posting Period/FY (Fiscal Year)

~0p 00"

BUD42 Payroll Expenditures - by Cost Center
Disclaimer:This information is the property of the Loz Angeles Unified School District and is intended solely for internal use by authorized employees with a reasonable need to utiize t in order to perform those duties assigned by their supervisors. This information is not to be reproduced in any form or viewed |

means, including email, o any authorized persen or This information is subject to conditions set forth in the LAUSD Acceptable Use Policy (Bullefin 999), the LAUSD Information Protection Policy (Bulletin 1077), and relevant Federal and State privacy laws.
| New Analysis H Open H Save As. | Dapay s \Tab\e v\ | Info H Send H Frint Viersion H Export to icrosoft Excel H Hotes \

— 0 Posting PerodFY 0012013
+ Posting Period FY Number=  Amount*=
* Key Figures Person D = Fund=  Functional Area = GIL Account=  Personnel Sub Area=  Job= \Wage Type Group (Symbolic Acct) = Hourly Rate = 3

¥ Rows 010-0000  1110-1000-13027 General Fund Sch Program 110001 2UTKICSXX 11100731 ELEMENTARY TEACHER 1100  Wages and 2alaries 0.00 0000 695281
* Person D Resut 0000 695281
* Fund Resut 0000 65281
* Funclionzl Area 010-0000 1110-1000-13027 General Fund Sch Program 110001 UTKICSXX 11100731 ELEMENTARY TEACHER 1100  Wages and salaries 0.00 0.000 | 679669
* 6L Account Resut 000 679669
® Personnel Sub Area Resut 0000 675669
2 010-0000 1110-1000-13027 General Fund Sch Program 110001 2UTKICSXX 11100731 ELEMENTARY TEACHER 1100  Wages and salaries 0.00 0000 695281
* Wage Type Group (Symbolic Acct) Resut L e
* Hourly Rate

¥ Free characteristics i sl It
oG 010-0000 1110-1000-13027 General Fund Sch Program 110001 2UTKICSXX 11100731 ELEMENTARY TEACHER 1100  Wages and salaries 0.00 0000 6,767.85
S Result 0.000 6,767.85
+ Employee Group Result 0.000 6,767.85
+ Emphyee Subgroup 010-0000  1110-1000-13027 General Fund Sch Program 110001 2UTKICSXX 11100731 ELEMENTARY TEACHER 1100  Wages and salaries 0.00 0000 6239395
* Employment Status Resut 000 639395
HE e Resut 0000 638395
+ For Period 0100000 1110-1000-13027 General Fund Sch Program 110001 TKICSKK 11100731 ELEMENTARY TEACHER 1100  Wages and salaries 0.00 0.000 457719
* Grant Resut 0.000 457719
* In Period Result 0000 457719
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12. Free Characteristics can be added to the report using the Drag and Drop feature to
provide additional report details. For assistance with Drag and Drop, see How to Use
Drag and Drop in Reports.

i @ Py Pl (120
* Foging PeidFY Humber=: Aot
* Key Figures Person D = Fund=  Funchional Avea = GIL Account = PersomelSub Area = Job: Wage Type Group (Symhol Acct) = Hourly Rate = §
* faws 010000 00400043027 GenerelFund Seh Program 410001 TKICSIK 100731 ELEMENTARY TEACKER 1100 VWages end selers ] 0 6528
*Person 0 Resut 000 828
*Find Resut k]
* Fnclong rea 00000 4110400013027 BeneralFund Sch Program 410001~ 2UTHICSHK 1100731 ELEMENTARY TEACHER 1100 Wages and saeres 10 000 67969
* BL Accout Resut w0 G
+ Personngl Sub Area Resul L)
i 0000 11000043027 GenerelFund S Program 110001 UTKICSIK 11100731 ELENENTARY TEACKER 1100 Wages and sears 0 R
+ Wage Type Group (Symboiic Acct) Resut 0000 696281
* Hourly Rate
Resut 0000 695281
p— 0100000 1100400043027 GenerelFund Seh Program 110001 UTKICAI 10073 ELEMENTARY TEACKER 1100 VWages and selers (11} 00 67678
e Resut 0 678
ey Resut 000 67618
« Enpyee S T00000 410-4000-13027  GeneralFund Scn Program. 10001~ 2UTKICSXK 11100731 ELENENTARY TEACHER 1100 Wages and seleres 00 0 6M%
* Enplyent s Resut 0 6%
« Fiscal Ve Resul 0 6%
bt 00000 110400013027 GenerelFund Sch Program 110001 UTKICSIK 11100731 ELEMENTARY TEACKER 1100 Wages and seares 1] 0 45T
* Grant Resut 000 45718
* InPeriod Resut 0000 457719

To Add or Remove Total Cost Results
13. Right click on column name to add or remove resuts> Select Properties —— Select

Characteristic
Posting Period/FY  001/2018
@ Number#= ~ Amount*=
Person ID = Fur‘Back """"""" y G/L Account®=  Personnel Sub Area=  Job= Wage Type Group (Symbolic Acct) = Hourly Rate = s
0 ey , ral Fund Sch Program 110001 2UTKICSXX 11100731 ELEMENTARY TEACHER 1100  Wages and salaries 0.00 0.000  £952.31
Change Drildown » 048
Distribute and Export L3 Result 0.000 595281
Re: Save View 0000 B85281
gy Personalize Web Apolication ¥\ oo oo program 110001 2UTKICSXX 11100731 ELEMENTARY TEACHER 1100  Wages and salaries 0.00 0.000 | 679669
Properties ¥ Characteristic Result 0.000 | 679669
Re! Calculations and Translations » 0.000 679669
01( Documents | AllDataCells jam 110001 2UTK/CSXXK 11100731 ELEMENTARY TEACHER 1100  Wages and salaries 0.00 0.000 ©952.81
Sort Fund b Auds Resul 0000 695281
Result 0.000 695281
010-0000 1110-1000-13027 General Fund Sch Program 110001 JUTKICSXX 11100731 ELEMENTARY TEACHER 1100  Wages and salaries 0.00 0.000 | 6,767.85
6635
Result 0.000  6767.85
Result 0.000 | 6767.85
010-0000 1110-1000-13027 General Fund Sch Program 110001 2UTKICSXX 11100731 ELEMENTARY TEACHER 1100  Wages and salaries 0.00 0.000 £393.95
048
Result 0.000  6383.95
Result 0.000  8393.95
010-0000 1110-1000-13027 General Fund Sch Program 110001 2UTKICSXX 11100731 ELEMENTARY TEACHER 1100  Wages and salaries 0.00 0.000  4577.19
048
Result 0.000 | 4577.19
Result 0.000  4577.18
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14. From Display Results, click the dropdown and select Never to remove results OR select
Always to add results. Click OK

Properties of Characteristic Fund (Result Set Context)

General | Attributes | Hierarchy | Sortng = Advanced |

Diszplay: [ Kew (Partially Compounded) -
I Display Results: I He'-fer -
Access Mode for Result Set: | Always
Mewer
With More Than One Value

15. Sample of the results removed from the Fund column.

Posting Period/FY 0012018
Number#  Amount**

Person D = Fundz=  Functional Area = GIL Account*=  Personnel SubArea=  Jobz \Wage Type Group (Symbolic Acct) = Hourly Rate = §

010-0000 1110-000-13027  General Fund Seh Program 110001 TKICSKX 11100731 ELEMENTARY TEACHER 1100  Wages and salaries wm 0000 695281
048

Resut 0000 635281

010-0000 1110-1000-13027  General Fund Sch Program 110001 2UTKICSXX 11100731 ELENENTARY TEACHER 1100  Wages and salaries o 0000 673669

Resut 0000 6736689

010-0000 1110-1000-13027  General Fund Sch Program 110001 2UTKICSXX 11100731 ELENENTARY TEACHER 1100 Wages and salaries o 0.000 | 695281

Resut 0000 635281

010-0000 1110-000-13027  General Fund Sch Program 110001 2UTKICSXX 11100731 ELEMENTARY TEACHER 1100 Wages and salaries o 0.000 | 6767.85
66.35

Resut 0000 6767.85

010-0000 1110-000-13027  General Fund Seh Program 110001 2UTKICSXX 11100731 ELEMENTARY TEACHER 1100 Wages and salaries o 0.000| 639395
048

Resut 0000 638335

010-0000 1110-1000-13027  General Fund Sch Program 110001 2UTKICSXX 11100731 ELEMENTARY TEACHER 1100 Wages and salaries o 0000 457719
04

Result 0000 457719
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System Default Report Format

Posting PeriodFY 00172018

Number**  Amount**

Person D = Fundz  Functional Area = GIL Account*  Persomnel SubArez = Job = Wage Type Group (Symbolic Acct) = Hourly Rate = §
(10-0000 1110-1000-13027 * General Fund Sch Program 110001 TKICEXX 11100731 ELENENTARY TEACKER 1100 Wages and salaris 00 000 | 695281
14
Resut 0000 682251
Resut 0000 | 633251

Commonly Used Report Format (Customized)

This format can be achieved by using the Drag and Drop feature.

For assistance with drag and drop, refer to the How to Use Drag and Drop in Reports
job aid for additional information.
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Print Report in PDF
16. Select Print Version

O g

BU042 Payroll Expenditures - by Cost Center
Diclaimer:This information s the property of the Los Angeles Unified School District and s i lely for infernal use by authorized employees with a reasonable need to utiize t in order to perform those duties assigned by their supervisors. This information is not to be reproduced in any form or viewed
means, including emai, to any authorized or unauthorized person o organization. This informat ject to condtions et forth in the LAUSD Acceptable Use Palicy (Bullstin 999), the LAUSD Information Protection Poicy (Bulletin 1077), and relevant Federal and State privacy laws.

—
|NewAnarysisH0nenHSaveAs \ mu\hh\e v| \\nquSend H PﬂntVersmn|ExpnrttnM\cmsnﬁExce\HNntes\
 Coluns Posting PeriodFY 0012018
+ Posting PeriodFY Numbers=~ Amount=*
+ Key Figures Person [ = Fund=  Functional Area = GIL Account**  PersonnelSub Area=  Jobz Wage Type Group (Symboic Acct) = Hourly Rate = §
 Rows 110-0000 110-1000-13027  General Fund Sch Program 110001 TKICSXX 11100731 ELEMENTARY TEACHER 1100 Wages and salaries i} 0000 | 685281
* Person D 045
* Fund Resut 000 | 6%281
* Funcional Ares 0100000 1110-1000-13027  General Fund Sch Program 110001 2UTKICSXX 11100731 ELEMENTARY TEACHER 1100 Wages and salaries 000 0000 67969
PlLAER Resit 000 67969
e U000 1000013027 General Fund Seh Program 110001 AT TH00T31 ELEVENTARY TEACKER 1100 Wages and selaizs 00 000 E8E26
= Resut 000 E8E26H
* Wage Type Group {Symbolic Acct) 7
10-0000 1190-1000-13027 - General Fund Seh Program 110001 UTKICSKK 11100731 ELEMENTARY TEACHER 1100 Wages and salarizs m 0000 | 676785
* Hourly Rate
8635
¥ Free characteristics
Resut 0000 | 676785
* Account Type
e 110-0000 1110100013027 General Fund Sch Pragram 110001 UTKICSKX 11100731 ELEMENTARY TEACHER 1100 Wages and salaries 1m0 0000 | 639395
+ Employee Group i
« Employee Subyroip Reaut 0000 | 630385
* Enployment Sttus 010-0000 1110-1000-13027  General Fund Sch Program 110001 2UTKICSKK 11100731 ELEMENTARY TEACHER 100 Wages and salaries i} 0000 | 457719
* Fiscal Year 0%
ol Resut 0000 | 457719
* Grant

17. From Export Dialog, go to Alignment — select Landscape Format —— Click OK

Export Dialog

Scaling Factor
o ) Page
=) Fit to Page Width
Repeat column headers Theme: [standard sap ~ |
() Fit to Page Size: |44 210 x 297 mm -
) Poster o | slignment] [Portrait Format
peat lead columns Portrait Format
mn headers Land=scape Format
Header
Margins
in_mm - Left: |N|:|r|e vl
Center: [Mone -]
Top: Right [Mone ~]
Bottom:
Left:
Right: reoter
Left: [Mone -]
Center: [Mone -]
Right:  [None ~ |
o Ok Cancel
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18. File opensin PDF and can be saved or printed
£ ZANALYSIS_PATTERN_WEB pdf - Adobe Reader

File Edit Yiew Window Help
ESE|® [J: 08

HEH 22|

Posting PeriodFY 0012018

Number Amount
Person D% .FmdQ Functional Area il Account Pempusmms.ns Wage Type Group (Symbolic Accl) s Houry Rate s $
:moomo 1110-1000-43027 General Fund Sch Program 10001 2UTKICSXX 11100731 ELEWENTARY TEACHER. 1100 .Wagumﬂs&iiﬁ 000 0.000 | 695281

048
Result 0.000 695281
010000 1110100013027 General Fund Sch Program 10001 2UTKICSXX 11100731 ELEMENTARY TEACHER. 1100 .Wa;amsakiﬁ 00 0.000 | 673669
Result 0000 673683

Download Report to Excel
19, Click on Export to Microsoft Excel

BU042 Payroll Expenditures - by Cost Center
is information is the property of the Lo Angeles Unified School District and is intended solely for ME@V authorized employees with a reasonable need to utiize it in order to perform those duties assigned by their supervisors. This information is not to be reproducad in any form or viewed
tio

1g emai, to any authorized ized person o ization. This information is subject to condi forth in the LAUSD Acceptable Use Policy (Bulletin 939), the LAUSD Information Protection Policy (Bulletin 1077), and relevant Federal and State privacy laws.
 —
] onen | Save As. | mispyts [Tanke | [ Info || Send || Print Version || Export o Microsoft Excel || Notes |
H———{
Posting PeriodPY 00172018
| PerindlFY Number==  Amount=
ures. Person D = Fund=  Functional Area = GIL Account*=  Personnel SubArea=  Job= Wage Type Group (Symboic Acct) = Hourly Rate = H
0100000 1110-4000-43027  General Fund Sch Program 110001 ATKICSXK 11100731 ELENENTARY TEACHER 1100 Wages and salaries (1] 0000 | 695281
D 4
Resut 0000 | 685281
nl Area 010-0000 1110-1000-43027  General Fund Sch Program 110001 ATKICSXK 11100731 ELENENTARY TEACHER 1100  Wages and salaries 000 0000 679669
cout Resut 0000 | 679669
B 010-0000 1110-1000-43027  General Fund Sch Program 110001 ATKICSXK 11100731 ELENENTARY TEACHER 1100  Wages and salaries 000 000 685281
Resut 000 685281
s e Ao 010-0000 1110-1000-43027  General Fund Sch Program 110001 ATKICSXK 11100731 ELENENTARY TEACHER 1100  Wages and salaries 00 0000 676745
R
ate s
racteristics
Resut 0000 67785
1t Tvoe
20. Click on Open. The file can also be saved to a specific location using the save option.
Do you want to open or save ZANALYSIS_PATTERN_ WEB.xls from bijavalausd.net! @ Open || Save (7| Cancel |
21. Click on Yes to open the file.
-
Microsoft Office Excel

L The file you are trying to open, ZANALYSIS_PATTERN_WEB.xs' is in a different format than spedfied by the file extension. Verify that the file is not corrupted and is from a trusted source before opening the file. Do you want to

open the file now?
@ Yes | No | Help |
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22. File opens in Excel and can now be saved as an Excel Workbook.
Note: Some formatting features may not work if the file is not saved before you begin
formatting.

\ ™ B ZANALYSIS_PATTERN_WEBxIs - Microsoft Excel

e R
Swirap Text General - :ﬁ;? Normal Bad Good

—) Home | Insert  Pagelayout  Formulas  Data Review  View

‘Hj im calbri e W T
) 3 copy

e v [B 1 W[ Or A (B B Tvereaconer [ - o o [ 5] rsd romes Neurrl
Clipboard P Font I Alignment P Mumber P Styles
Al - %] i
A B F Fi F G H I J K L M N

4 |BU042 Payroll Expenditures - by Cost Center

5

6 Pasting PerodPY 00172018 00172018
7 Number  Amount
8 Person D Fund Functional Area GIL Account Pergonnel Sub Area Job \Wage Type Group (Symbolic Acct) Hourly Rate 5
9 010-0000 1110-1000-13027 General Fund Sch Program 110001 | 2UTKICSXX "I1100731 ELEWENTARY TEACHER 1100 Wagesandsalares 000 0.000] 895281
10 010-0000 1140-1000-13027 General Fund Sch Program 110001 2UTKICSKX "1100731 ELEMENTARY TEACHER 1100 Wiages andsabries | 048

1 0100000 1110-1000-13027 General Fund Sch Program  Resut 0,000/ 695281
12 010-0000 1110100013027 General Fund Sch Program 110001 | 2UTKICSXX "1100731 ELEWENTARY TEACHER 1100 Wagesandsalares | 000 0.000] 679669
13 0100000 1110-1000-13027 General Fund Sch Program  Result 0000 679663

Ov |- Desktop v - ml Search Desktop 2
Organize ~ New folder B~ @
[* Microsoft Office Excel — (7" Libraries } Lomeli, Beatrice —
|yl System Folder % System Folder

0 Favorites p ! | Computer & Network

B Desktop L | System Folder == Systemn Folder

L| Downloads | Created Work Favorites

[ File folder | File folder

& Librari .|
e Forms 051710 Freeze Information

3 Documents M 4l Fiefolder | File folder

&' Music

e IN PROCESS Log Book

B

I Ficures b File folder Bl Fite folder

E Videos

l;| MiSis L PP Rate Calc
' File folder [} Filefolder
1% Computer ﬂ b ﬂ
File name: I Payroll Expenditures j
Save as type: ISingIe File Web Page (* mht;* mhtml) j

Authors:
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Posfing PeriodFY 0012018 0022018
Number** Amount** Humbers= Amount**
Person D = Fund=  Functional Area = GIL Account = Personnel Sub Area=  Job= WWage Type Group (Symbolic Acct) = Hourly Rate = $ 5
010-0000  0000-2700-13027  General Fund Sch Program 240002 1SXX00KK 24102500 SCH ADMINISTRATIVE ASSISTANT 1100 Wages and salaries 679 56000 150035
360201 1SN0 24102500  SCH ADWINISTRATIVE ASSISTANT 1323 Workers Compensation ER 0.00 0.000 41.26

Resut 56000 154181

Report Fields Descriptions

Amount = Amount charged for time reported
For Period = Year and month time reported (201511 = November 2015)

Fund = Fund used to time report hours. Includes a 3 digit Fund number and a 4 digit
Resource number, 010-0000

Functional Area = Accounting string used to report hours. Includes 3 groups of
numbers, Goal- Function-Program Code (1110-1000-13027)

G/L Account = Commitment item charged for time reported. Composed of 6 digits that
represent all things whether goods or service (ex. Salaries, employee benefits, supplies,
contracts and equipment)

Hourly Rate = Hourly rate charged for the employee that was time reported

Job = Job Code and Job Description

LAUSD Program = 5 digit program code used to time report

Number = Number of hours reported

Pay Date (For) = Date reported hours are paid

Personnel Sub Area = Personnel Area (Bargaining Unit) and Sub Area (basis and track)
Person ID = Employee number and Name

Position = Position number employee is assigned to

Posting Period/FY = Fiscal year month and year of time reporting posting (006/2016 =
December 2015)

Wage Type = Specific description of time reported

Wage Type Group = General description of wage type for time reported

1 —
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