Budget Services and Financial Planning
School Fiscal Services

COFE BUDGET REPORT JOB AID

Displays budget details from COFE (Central Office Front End), includes all school site program codes including those
in Schools Front End.

Log on to BTS

Business Tools for Schools

User = |
Password
= Enter your Single Sign-On (email) username and password to Log In.

e.g. (msm a—trs, mary.smitt
Do not add domain name (@lausd.k12.ca.us @lausd.net)

Account Problems? Get Support

1) Select the Financials/Budget tab click “SAP Budget — Schools Front End”

Welcome RF7F0E - School Budget Submitter

[ERRY

Detailed Mawvigation Owerview

SAP Financials
SAP Budget
SAP Budget - Schools (version CMO 5 24

Portal Favorites [

2) Under Reports tab, click COFE Budget Report
Scihroof Budget Plarnnmnirnng and Mainterrance

| School Budget Planning and Maintenance |

Fund Center H = 1|
SACS Fund
LAUSD Program
List All Authorized ] [é/ Clear Selection Criteria ] g Sawve Selection Criteria ]
| Task |
Wersion Fiscal vear Locks
[ Budget Planning | FHo [Final Version ~ 20z0 Admin Onhy
[(%* Budget Maintenance | cMo [Current Maintena.. ~| 2020

/I Reports I ification A inistration P Message |

Budget Report \
Signature Form ™~
Signature Form With Print Range

School Resource Allocation
General Fund Allocation Report
Staffing and Resources

Archive Report
Archived Signature Form
COFE Budget Report
School Discretionary Programs Rep
Estimated Rates By Budget Item
Employee Assignment Cost
Functional Area Derivation

Progress Report
Position With Incumbent Report
Other Budget Reports
RP&A Form

School Budget Summanry
Cost Limits
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To display the result in PDF

3) Enter the fields for Version, Fiscal Year, Fund Center, and Program. If the Program field is left blank, all
available programs will be downloaded

Available Versions (click on matchbox to display a list of available versions):
a. BP1=Budget Development (Base allocation based on ECast)
b. FNO = Budget Development
c. CMO = Current Modified Budget
4) Click the button for “Display in Form”

5) Click Execute

) eH ece = @=

SHCOFE - Budget Report
[

Display Options
) Display in Grid ) Display by Budget ol (=) Display in Form I

Display Variant

) Extract to Website Report Edition [a]
2 Dowwnload
File Details
=) Application Server ) Presentation Server
Dowwnload File Mame Sinterfaces/PR1/FM/outbound/ZFBAR1 003/ work/ZFBAR .
-~ Characteristics |- Key Fields "~ Budget Attributes " Major Attributes
Wersion CH0
Fiscal Year 2020
Fund Center e 1234501 to |§|
SACS Fund to [= |
LAUSD Program 13027 to |§|
Line tem Mumber ‘ to |§|
Deleted Line E to |§|
Budget Type to |§|
Budget Document Type to =a
SACS Resource to |§|
SACS Goal to [= |
[
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6) If the print OutputDevice is blank, type in LOCL and press Enter. Output Device should be My win local

printer

sAP
@ (o = 2 G

I OutputDevice I {My win local printer i
Frontend Printer HPF Color Laserlet M651 PCL & (657 -

Page selection

Spool Request

MName SMMLRT LOCL|(|RE7O&E_1

Title
Authorization

Spool Control

[+ Print Mows

[ IDelete After Output

[W|Mew Spool Request

[ | Close Spool Request

Spool Retention [a] Day(s}

Pri onby -

Storage Mode

NMumber of Copies

Mumber 1
[Group (1-1-1,2-2-2,32-3-3 ...}

Cower Page Settings

SAP cowver page Do Mot Print -
Recipient

Department

[(I'j_:l Print prewview ][Igl Print ]E]

-

7) Click on the dropdown icon
8) Select Doro WinGUI PDF Writer
9) Click on Print

on the Frontend Printer

Note: Selecting Print Preview will display the report/form and allow you to only print (not save)

SAP
& [T

]

= &l ]

QutputDevice My win local printer

Frontend Printer I HPe Color Laserlet M&51 PCL 6

3 -

||Doro WinGUT PDF Writer ||
|HP Color Laserlet 4700 (716)

Page selection

Spool Reguest HP Deskjet 450 (598)
Mame
Title

Authorization

Send To OneMote 2010 (238)
Send To OneMote 2016 (444)
Snagit 11 (147)

Snagit 2018 (650)

TOSHIBA 259 (266)
TOSHIBA 756 (619)

Spool Control
[« Print Mowr
[ IDelete After Outy

HP Color Laserlet ME651 PCL & (657

HP Laserlet P4515 UPD PCL 6 (698)
Microsoft XPS Document Writer (858) - !

TOSHIBA e-5TUDIOES56-07554275 (684)

4

[¥|Mew Spool Request

[ Close Spool Request

[a] Day(s)

Print onhy -

Spool Retention

Storage Mode

-
Cowver Page Settings
SAP cover page Do Mot Print -
Recipient
Department

[@ Frint preview llﬁl Print ]I:
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10) Click Create. Report will open and be saved to the default location displayed.

v e e s e e Aoy ey i L arem e a imssrs

7] Doro WinGUI PDF Writer -

PDF File ‘ QR10000476543_1 pdf ‘
| \\Client\CS\Users\beatrice.lomeli\Desktop | El
www the-sz.com Default location I| Create | Cancel |

11) Result is displayed in PDF format and can be saved and/or printed.

Edit View Window Help

Home  Tools PR10000685595_1.. %

® B8 = Q @ 3 MM OO W @ T B Z

BUDGET SERVICES and FINANCIAL PLANNING DIVISION BUDGET MAINTENANCE

BUDGET REPORT Fiscal Year 2020

Central Office Front-End (COFE) Version CMO Current Modified Version
Line Type DerDiv S Grp Fund Fund Functional Cmmt Itm Cl Description Grant Grw  Pos Job PA PS ArlLv Hrs/Day FTE Start Date: Salary F Benefits Total Amt
Line # SubDiv__OpiAd _ Center Rsrc_Area Bud tm BI Fund Pgm cd__ Status PSA  TylGrp _ Daysk Fund% _End Date Health
1POSITH 1234501 010 0000-2700-13027 240001 Office Pers SalReg NOT_RELE D 30358538 24102828 1DXX  DXOT 8.000 100 07012017 38,408 11,594 68,842
000001 ABC School 0000 General Fund Schoo Pr 26288 OFFICE TECHETTIO7 ~ OPRO000D A Office Technician ESXX 012828 5000 100.000 12/31/9999 18,842
1POSITN 1234501 010 1110-1000-13027 110001 Tehr Sal-Reg Assgnmt NOT_RELE D 30352783 11100731 2UTK  UT0 6.000 1.00 07012017 81.401 17,388 17,832
000002 ABC School 1 0000 General Fund School Pr 10027 TCHRELEMCIT28/10  OPRO00DO A ELEMENTARY TEACHER ~ CSXX 02/26 5.000 100.000 12/31/9999 18,842

To download the result in Excel

12) Enter Version, Fiscal Year, Fund Center, and Program
Available Versions (click on matchbox to display a list of available versions):
a. BP1=Budget Development (Base allocation based on ECast)
b. FNO = Budget Development
c. CMO = Current Modified Budget

13) Click the button for Display in Grid

14) Click Execute

COFE - Birdget Reporit
[

Display Optio
|’3‘ Display in grld I ) Display by Budget T Display in Form

Display Wariant

T Extract to Wwebsite Report Edition o
) Dowenload
File Details
= Application Server o Presentation Server
Dowwnload File Mame Jinterfaces/PR1/FM/outbound/ZFBAR1 003 /work/ZFBAR .

- Characteristics }- Key Fields - Budget attributes = Major Attributes

Wersion I'crao]

Fiscal YWear 2020

Fund Center @ 1234501 o =
SACS Fund to =
LAUSD Prograrm f1soz27ic3] to =
Line Tterm Mumber T i to =P
Deleted Line = ] to [ ] =
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15) Click Speadsheet

COFE - Budget R

2T & @ ) TF i [lg BE <3 og  [i] «oDisplay Selection Criteria

COFE - Budget Detail

Version~ “Year Funds Ctr” Funds Center Descr.  SACS Fund” Fund Text  Program Program Description

CMo
CMo
CMo
Mo
CMo
Mo
CMo
CMo
Mo

2020 .
2020 .
2020 .
2020
2020 .
2020
2020 .
2020 .
2020

010 General Fund 13027  General Fund School Program 000A
010 General Fund 13027  General Fund School Program 000A
010 General Fund 13027  General Fund School Program 000A
010 General Fund 13027 General Fund School Program 000A
010 General Fund 13027  General Fund School Program 000A
010 General Fund 13027  General Fund School Program 000A
010 General Fund 13027  General Fund School Program 000A
010 General Fund 13027  General Fund School Program 000A
010 General Fund 13027 General Fund School Program 000A

16) Click the button for Select from All Available Formats
17) Select Excel (In Existing XXL Format) from the dropdown

18) Click Continue

[= Select Spreadsheet = 1

Forrmats:

1 Excel (in MHTML Format)

T 0penOffice (in OpenDocument Format 2.0)
(=) Select from Al Available Forma

‘Excel (In Existing XXL Format) @@

ISAP Internal XML Format

| Excel (in Office 2007 XL5X Format)
Excel (In Existing XL Forrmat)

Excel {in Office 2003 XML Forrmat)
OpenOffice (in OpenDocument Format 2.0)
Excel {imn MHTML Format for 2000497

Excel {imn MHTML Forrmat)

Ls

19) Click the button for Table
20) Click Continue

An XL list object is exported with
9 lines and 76 columns
Choose a processing mode:

'Pivot table

e
e
e
G
e
G

S

T =1 = =T =

Nurmber of Lines

Prog.Cat. Program Cate

GEMERAL PRC
GEMERAL PRC
GEMERAL PRC
GENERAL PRC
GEMERAL PRC
GENERAL PRC
GEMERAL PRC
GEMERAL PRC
GENERAL PRC

8/2019

Page 5



Budget Services and Financial Planning
School Fiscal Services

21) Export list object should be Microsoft Excel; click Continue

IEE:gMicmsnFt Excel |
21
3]

22) File opens in Excel. Save file to your computer and close the Excel download.
Note — The download version of Excel has limited functionality. It is best to close this Excel download after it
is saved and open the version saved on your computer.

Worksheet in Basis (1) - Excel

File Home Insert Page Layout Formulas Data Review View Q Tell me

A B T D E F G H | J

1

2 |CMO 2020 1234501 ABC SCHOOL General Fund 13027  General Fund School Program GENERAL PROGRAM -

3 |CMo 2020 1234501 ABC SCHOOL 010 General Fund 13027  General Fund School Program 000A GENERAL PROGRAM - SCH
4 |CMO "2020 1234501  ABC SCHOOL 010 General Fund 13027  General Fund School Program O000A GENERAL PROGRAM - SCH
5 |CMo "2020 1234501 ABC SCHOOL 010 General Fund 13027  General Fund School Program 000A GENERAL PROGRAM - SCH
6 |CMO "2020 1234501  ABC SCHOOL 010 General Fund 13027  General Fund School Program 000A GENERAL PROGRAM - SCH
7 |CMo "2020 1234501  ABC SCHOOL 010 General Fund 13027  General Fund School Program 000A GEMNERAL PROGRAM - SCH
8 |CMO "2020 1234501  ABCSCHOOL 010 General Fund 13027  General Fund School Program O000A GENERAL PROGRAM - SCH
9 |CMO "2020 1234501  ABCSCHOOL 010 General Fund 13027  General Fund School Program O000A GENERAL PROGRAM - SCH
10 |cmo "2020 1234501  ABC SCHOOL 010 General Fund 13027  General Fund School Program 000A GENERAL PROGRAM - SCH
1
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