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1. Click on the Reports tab.
2. Click on Position With Incumbent Report.

School Budget Planning and Maintenance

| School Budget Planning and Maintenance

: GWEIED 3o
SACS Fund [ ] S )
LAUSD Program [ ] 53 ‘ ' _%‘
-9%% nb\ue

[ List All Authorized ] [é/ Clear Selection Criteria l [E' Save Selection Criteria l oF ko

| Task |

Version Fiscal Year Locks
%  BudgetPanning | Fmo [Final Version ~| 2020 Locked

(% Budget Maitenance | Mo [Current Maintena. ¥| 2020

Reports Justification " Adrministration | Message |

| == Budget Report | == Archive Report | | == School Resource Allocation |
| Signature Form | Archived Signature Form | |§§ General Fund Allocation Report |
Signature Form With Print Range J IEE COFE Budget Report I IEE Staffing and Resources ‘
E’ Progress Report IEE School Discretionary Programs Rep I IEE School Budget Summary ‘

‘ == Position With Incumbent Report | == Estimated Rates By Budget Item | | == Cost Limits |
ES Other Budget Reports | £ Employee Assignment Cost | | EE Furlough Savings Report |
[EE RPA Farm J IEE Functional Area Derivation I
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3. Enter Version. Click on matchbox to display a list of available versions.
Available Version:
a. BP1 =Budget Development (Base allocation based on ECast)
b. FNO = Budget Development
c. CMO = Current Maintenance
4. Enter Fiscal Year.
5. Enter Fund Center.
a. Leaving this field blank will run the report for all schools in the system.

b. Clicking on & will allow you to enter multiple Fund Centers.
6. Select Display in Form to display result in PDF

Display Options:
a. Display in Form — Displays a formatted report in PDF
b. Display in Grid — Allows for the report to be downloaded as a spreadsheet.
7. Click on Execute.

FE - Position With Incumbent Report

[
Display Options B
7 Display in Grid

P—

Display Variant

Incurmnbent Data
) As of Date 02/23/2019
| Positions without Incumbent (As of Date to 12/31/9909)
") Position End Date (Limited to the End of Fiscal Year)

) Download App Server File

Report Characteristics | Other Characteristics + Key Fields  Groups | Budget Attributes

Version [+

Fiscal Year 4]

Fund Center to I

Position Mumber to 5

Job to |?|

Personnel Area to |?|

Personnel Subarea to |?|

Payscale Group to |?|

Payscale Level to |?|

Personnel Number to |?|

Personnel ID to |?|

Employee Status to |?|

Employee Subgroup to |?|

HR Payscale Start Date to |?|

HR Payscale End Date to |?|

HR Payscale Group to |?|

HR Payscale Level to |?|

LAUSD Program to |E| :
“«» S <
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8. If the print Output Device is blank, type in LOCL and press Enter. Output Device should be My win local printer

OutputDevice

My win local printer |

Frontend Printer

Page selection

| Spool Request

|HP Color Laserlet M651 PCL 6 (608) ~|

MName
Title

Authorization

Spool Control

[sMnrT |[LocL|mrE706 1
[ 1

1

| Mumber of Copies

[+ Print Mow

Mumber 1

[ Delete After Qutput
[« Mew Spool Request
|| Close Spool Reguest
Spool Retention

Storage Mode

[Group (1-1-1,2-2-2,3-3-3,...)

| Cover Page Settings

[2] Dayl(s) SAP cover page |Do Mot Print -
[ Print onty -| Recipient
R |
Department

(@3 print preview |[= Print |[3€]

9. Click on the dropdown icon

on the Frontend Printer

10. Select Doro WinGUI PDF Writer

11. Click on Print

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

SAP
& [ W& B E]
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[IDelete After Quty
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Snagit 11 (from BD-44329C4390178) in sess
Snagit 2018 (from BD-4439C4390178) in se
TOSHIBA 359 (from BD-4439C4390178) in se
TOSHIBA 756 (80)

TOSHIBA e-STUDIOBS56-07554275 (647)

HP Color Laserlet M651 PCL 6 (from BD-4439C4390178 -~ )

b

Spool Retention

Storage Mode

[+ |Mew Spool Request
[ IClose Spool Request

| Cowver Page Settings

[2] Day(s) [Do Mot Print -~

| Print anky - |

SAP cowver page

Recipient

Department

[a3® print previewl@ Print )| 3¢
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12. Click Create. Report will open and be saved to the default location.

PDF File QR10000476543 1.pdf]

I ‘_\.\_\CIient\_\Ci‘_\Users\_\beatrice.lomelixDesld:ogl
www.the-sz.com Default location Create

13. Result will display a PDF document that can be printed and/or saved.

Edit View Window Help

Home  Tools QR10000476543_.. %

B e e xQ ®© s DO =BT B L

POSltlon Wlth Fund Center 1234501 | ABC School

Version CMO | Current Modified Version

Incumbent Fiscal Year 2020

o

ltalics = HR Data

0 = Obsolete
Position | Position Description PSA [PSGrp |Person#/iD Incumbs | Empioyee Subgroup | Emp Status | Start HrsiDay | FTE Salary Amount
Job Title Prog [PS Level | Last Name, First Name Description Pos Status | End DaysWk | Fund® | (wl Benefits)

30345207 | ELEMTCHR Coxx 23 1of 1 [R1 Active 0712018 £.000 1.00 99,790.00
11100731 | ELEMENTARY TEACHER 13027 |10 Regular/Permanent | Active 12/31/9999 5.000 | 100.00

30345885 | ELEMTCHR Ccexx (27 1off [R1 Active 0712017 £.000 1.00 117,519.00
11100731 | ELEMENTARY TEACHER 13027 |14 Regular/Permanent | Active 12/31/9999 5.000 | 100.00

30346159 | ELEM TCHR CeXx (25 1of 1 [R1 Active 0712018 £.000 1.00 89,153.00
11100731 | ELEMENTARY TEACHER 13027 104 RegularPermanent | Active 12/31/9999 5.000 | 100.00
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Report Field Descriptions
Position With o [
a‘.'ersion CMO | Current Modified Version
Incumbent O v e
ltalics = HR Data
0 = Obsokete
@ @ 00 0O © @ 0 @ @ 0
Position | Position Description P54 |P5Grp |Person#/ID Incumbs |Employee Subgroup |Emp Smows | Hart HrsiDay (FTE Salary Amount
Job Job Title Prog |P5 Level |LastName, First Name Description Pos Status |End DaysiWk |Fund % | (w/ Benefits)

Fund Center Description — Fund Center and Fund Center Name
Version:
a. CMO = Current Modified Version (Current Maintenance)
b. FNO = Adopted Final Version (Budget Development)
Fiscal Year
Position & Job
a. Position — 8 digit number that represents the position number.
b. Job -8 digit number that identifies the job code of the position.
Position Description & Job Title
a. Position Description — identifies the position name.
b. Job Title — identifies the job name of the position.
PSA & Program

a. PSA —Personnel Sub Area defines the pay basis (number of days worked per year) and track.

Key Term - Personnel Sub
Area

E= E Basis

S= Single Track

Calendar
3-track (Concept -

N= Non
Emplovyee
X= X Basis

Basis Calendar
A= A Basi = Adult School
B= B Basis F= 4-Track (90-30)
C= C Basis G= General Calendar
D= D Basis \Ji::ost Calendar

S)

Z= 7 Basis Placeholders
Currently not used by the

District

b. Progrém — |dentifies the program code used to fund the position.

7. PS Grp & PS Level
a. PS Grp - The pay scale group is either the class code for a classified salary table or the schedule for a
certificated salary table.
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b. PS Level - The pay scale level represents the step or level from the salary table.
8. Person #/ID, Last Name, First Name, and Incumbs

a. Person #/ID — Person # identifies the PersNo used for the specific position number. Person ID is the
employee’s original employee number. An employee with multiple assignments/jobs will be assigned a
different PersNo for each assignment/job.

b. Last Name, First Name - is the name of the employee filling the position.
c. Incumbs - identifies the number of incumbents in the positon.

i. 1 0of 1=one position/one incumbent

ii. 1 of2=one position/two incumbents

9. Employee Subgroup & Description - Identifies the status of employee’s assignment, i.e. probationary, regular, and
temporary, intern, retiree, and substitute.

10. Emp Status & Pos Status
a. Emp Status - is the status of the employee.
b. Pos Status — Position Status - is the status of the position.
i. Active
ii. Closed
jii. Suspend
11. Start & End - is the Start and End date of the position.
12. Hrs/Day & Days/Wk - Is the number of hours and days assigned to a position.
13. FTE & Fund %
a. FTE - Full Time Equivalent
i. Classified — 1 FTE = 8 hours
ii. Certificated — 1FTE = 6 hours

b. Fund % - is the % budgeted for a position within a program. For multi-funded positions you will have
multiple lines with the same position number but different program codes and %. The percentage on a
position must always total 100%.

14. Salary Amount (w/Benefits) — is the salary amount budgeted for the position based on the PS Grp/Level.
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