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BPS Budget Modifications

Accessing BPS

1. Logonto  work.duke.edu (do NOT type in http://www.)
2. Enter your NetID and password.

3. If your browser displays a security dialog box, click Yes.

| History , Back Forward |§|

4.  Select the BPS tab to display the BPS Map screen (shown below).

5.  Onthe BPS Map, click on Budget Modifications to go to the Budget
Modifications Map.

-
Home Wil
BPS Map | Bucyet

Budget Modifications Map
gl 4
I Detailed Havigation

| Histary , Back Fora

=y Main Layout 7= Move Budget from One Fund to Another Fund
+ Budget Modifications Map quU Use to enter Bucget ‘rJ\J,E,J__J Usge to move a budget fram fund to another in Budget Mods. Bath
X = (&) Modifications for an Org Unit =ED)  funds must reside in your Org Unit.
» Main Layout = =
= Single Fund Layout
=5y Single Fund Layout Budget Modification Reports
'< = Move Budget from One Fund to Ancthe | J U T ———— =
o (gl | Uise to enter Budg
b [0 Budget Mocification Reports L (5) Modifications for a Fund

6. On the resulting Budget Modifications Map (shown above), note the
layouts and descriptions included on this map as follows:
Main Layout; Single Fund Layout; Moving Budget from One
Fund to Another Fund and Budget Modification Reports.
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To Enter Budget Modifications for an Org. Unit (BFR Code)

= € | Budgst Projsctions | Reports | workflow snc
7 Budget Modifications Map
\ Al 4
et ai e Wtain Lavout =, Move Bucget from One Fund to Another Fund
. Budget Modifications Map r;\’"!'J Use to erter Budget ‘r;w}d Use to move & budget from fund to another in Budget
) = (5 Madifications for an Org Unit =0 funcks must reside in yaur Org Unit.
= Main Layout
= Single Fund Layvout
= M B deat from One Fund4n Annthe [ - Sl v L ey Bl MockiGafion Reports

7.  Click on the Main Layout link (if your browser displays a security
dialog box, click Yes).

I

I BPS System Messages (DO HOT CLOSE): i

11

Callc Fringes

ion Budget Mocifications Main | Budget Mads Manusl Spraad

ClE i
Select Org Unit (BFR):
l O wortone v
/ ~ ROOT Organizational plan /
~ 50000000 DUKE Workflow Level, |8 %

* 50000000 DUKE (Leaf)

» 50277526 Duke Medical Strategies I Select Fund Group Range: = 10
» 50310289 Wiashington Duke Inn, LLC
+ 50370502 DAMCO (0013) Fund Group Range, from /
~ 50000021 Duke University tor
- 50000021 Duke University (Leat)
» 50000022 President

» 50000038 Exec YP-Asset Management
» 50000041 Exer Vice-President L
~ 50000276 Provost
+ 50000276 Pravost (Lear)
~ 50000277 Provost
+ 50000277 Pravost (Lear)
b 50000278 Provost Academic Support (PAS)
b v 50000379 Divinity School
b 50000387 Pratt School of Enginesring

Note: Do NOT close the BPS System Messages tray.

8.  Onthe Parameter Selection tab, use the Select Org Unit (BFR) tray

to choose an organizational unit (use [=] Expand tray if needed):

e Open branches of tree to find the desired org. unit level.

e Click once on the desired level to choose that level (a check mark indicates
this level is chosen).

0. Note the Workflow Level that defaults in that field.

10. Enter values in the Select Fund Group Range fields as desired,
such as A to U for all Fund Groups (the default).

11. Scroll to the top and click on the Save button and review the
messages - if successful, the following messages will appear:

I BPS System Messages (DO HOT CLOSE) ]
Refresh | | Calc Fringes Log

@ | The Fringe Calculation has run successfully.

@ | Data was saved
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18 R::;Sh E:TCFngS IBPSSys(emMessages(DOllOTCLOSE): lj 20
12 Parameter Sglaition 15 Main cSet Mods Manual Spregl \\ \
I Create Hew Fund/Commit Rem Line: @ I Update Spreads: @ I Copy Last Rev Bdgt to Rev Bdgt: @
13 *Fund Fund Grp | Org Unit cmimt ftm (il Acct) LI Spread Criginal Budget Last Revized Budget Revised Budget | § Change, Rey. vs. Last Rev
1:2;::‘15 SSLI;(D:\;GX;;i:::::XX Eesun 3280063012 - Stores - Administrat 600000 ADM EFF SUP GEN 1 AAr C 11'912 E SD‘DDE
610000 FRINGE BEMEFITS- 1 | AAA O o 1) 10 450
610100 FR BEN - NON-GOY 1 ALl C 1} 0 ano
544000 HOUSEKEEPMG SaM 1 e | O o 2,060 0
645500 MAINT & SHOP S2M 1 AAA C ] 515 17
2 e | O 0 i /
B46000 OFC SUPPLIESMTL 1 AAL O o 1) 1,500
e | O 515 515 135,47 19
631070 M&R-BLDG REPAIRIGEN 1 A&A O o 1545 1)
681100 MER-REMOV-BULDINGS 1 AsL O 515 15 0
631200 MER-BLDG PAINTIN 1 Ass O a 7210 790
14 2 asn g a a 15,000
\ ' i o) e — ;
681470 M&R SECURITY SYSTEMS 1 AsA C a 15 0
15 \ 581500 | M&R-EXTERMPEST e 2472 2472 0
(5] 51 =l o [ 551 70 51130 I 21 ]
16 > H
12. Click on the Budget Modifications Main tab.
13. Review the columns on the Budget Modification Main screen:
e Fund (with name), Fund Group, Org Unit (with 10 digit BFR code)
e Commitment Item (G/L Account)
e Line Item (LI)
e Spread (contains the spread code for that line)
e Original Budget, and Last Revised Budget
e Revised Budget (used to enter new amounts as needed).
e 3 Change (compares Revised Budget to Last Revised Budget)

14. Review the bottom of the screen to see the number of rows currently
displayed and the total number of rows available (normally 1 to 17 per
page - adjust the To number to scroll through all pages, if preferred).

15. Use the scroll buttons to move up or down the rows as needed, for
example: [X1 line down /=] page down / [Z] bottom.

16. To write a note for any budget modification:

e Click on the radio button for that line.
e Use the resulting white space below the scroll buttons at the
bottom to enter the text for the note and click Save.
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17. To modify the current budget, enter amounts in the outlined fields
under the Revised Budget column (if desired, use the Copy Last
Revised Budget to Revised Budget tray as a starting point).

18. Click on the Save button and review the messages at the top.

19. Note the changes to the amounts in both the Result row amount and
the $ Change Rev vs. last Rev column.

Note: The Last Revised Budget column fields will update
based on the previous month’s entries. The Budget
Office updates that column monthly.

20. If needed, use the three trays to Create a New Fund or
Commitment Item, Update Spreads, or Copy Last Revised
Budget to Revised Budget as outlined in the next pages.

Copy Last Revised Budget to Revised Budget

Budget Mocs Manual Spread
. <
Line: ] I Update Spreads: ] I Copy Last Rev Bdgt to Rev Bugt: C <« 21

Copy Last Revised Budoet |
< 22

“ Use this function to overwrite Revised Budget with Last Revised Budget.

21. Open the Copy Last Rev Bdgt to Rev Bdgt tray (click on [=]).
22. Click on the Copy Last Revised Budget button to copy the budget.

23 — I BPS System Messages (DO NOT CLOSE): |
Refresh | [ Calc Fringes |

Parameter Selection Budget Modifications Main Budget Mods Manual Spread

I Create Hew Fund/Commit ltem Line: Ol I Update Spreads: = I Copy Last Rev Bugt to Rev Bdgt: I}

Fund Fund Grp | Org Unit cmimt fm (GIL Acct) LI Spread Original Bueiget | Last Revised Budget Revised Budget $ Change, Rev. vs. Last Rev
1567971 BUILDING-xxx XXKMXXX Resul 11815 i} 0 0
1568315 v HHOCOOOOOHK U 3260063012 - Stores - Administrat E00000 ADM EFF SUP GEN 1 mas O 0 o 50,000 50,000

10000 FRINGE BENEFITS- 1 lasa O i a 10450 10.450

23. Click on Save.
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Create a Fund or Commitment ltem

Budget Modifications bain Budget Mods Manual Spresad
\ I Create Hew Fund/Commit Rem Line: |f| S . 24
\ \Emer or Select New Fund: 1518211
28 M \Enter o Select New Commitmert e (510500
\Emer or Select MNew Spread Code: Manual (HHH) b
29 : Enter Mew Revised Budget Amount; 10000 25
) Al Mesw Riowe Clear “ariables
30 [

24. Open the Create New Fund/Commit Item line tray (click on =)).
25. As needed, use Clear Variables to clear any previous selections.
26. Enter the seven digit fund in the Enter or Select New Fund field.

27. Enter the six digit G/L Account in the Enter or Select New
Commitment Item field.

Note: The above fields contain a Callout button to
search for a value if needed (with SAP search
functions including the use of * wildcards, like 64* to
find all G/L accounts for supplies & materials).

28. Select a new Spread Code (via Drop down list).
29. Enter the amount in the Enter New Revised Budget Amount field.
30. Click on the Add New Row button.

31. Review the layout to verify that the fund or commitment item and
budget amount was inserted as specified.

Note: If a row is added for a Fund / Commitment Item that
already exists, then BPS creates an additional line
with a sequential item number (2, 3, 4, etc.).

32. Click on Save.
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Update Spreads

33. Onthe Budget Modifications Main tab, click on the radio button to
select the line item to be updated.

I Update Spreads:

-+—— 34

Entter or Select New Spread Code; | HHH - Manusl w
D n
36 P [ Update Individual Spread ACT - Prior year Actual -~
BPP
BAT 35
BEE
Cmint bm (G.L Acct) LI |CC - Days per Fiscal Period .

CO& - For Cosl Expencitures Only
EEE - 5 weeks - 4 weeks - 4 weeks
ELE - Electricity

FFF - Equal Over Academic Months
FRB - Fringe Benefit Only ,

34. Open the Update Spreads tray (click on =),

35. Clickin the Enter or Select New Spread Code field (or use the Drop
Down) to select a new spread, such as HHH for a manual spread.

tions 308000 SUNDRY FEES 1

36. Click on the Update Individual Spread button to enter the new
spread, then click on Save (check the save messages).

]| BPS System Messages (DO HOT CLOSE): =
Calc Fringes 37
38 Parameter Selection | Budget Maciificatifig Main
H | Marual

Fund  OrgUnt Cmmt |y Revioed gy Spread AUEUSt Septemker  October  November  December  January  Februsry  March

ftm 2 Spread Spread Spread Spread Spread Spread Spread Spread
Budget

Acet)

1118217 | 6015112100 - Gen Admin Operations 300600 1 O 185,600 0] [ o[ -zozoo]|[-20700] [ -20700] [ -20700] [ -20700][ -20700]|[ 20700

37. To enter or modify any manual spreads (Code HHH), click on the
Budget Mods Manual Spread tab (towards top of window).

38. Enter or change the current manual spreads for July through May,
and click on Save (June cannot be entered and defaults to the
revised annual budget less the sum of the 11 months entered).
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To Return to the Budget Modifications Layout (initial Screen)

A https:/eptest.oit.duke.edu - SAP NetWeaver Portal - Microsoft Internet Explorer

I BPS System Messages (DO NOT CLOSE): [
Calc Fringes

39

Parameter Selection |, Budget Modifications Mein

Spread | HHH | Manual

Fund | Org Unit ot Revised gy Spread August Seplember  October  Novemker  December  January  February  March
tm 2008

Spread Spread Spread Spread Spread Spread Spread Spread
(GL Budgst
Acct)

1118217 B0ME112100 - Gen Admin Operations 200800 1 ) 185600 a] | o[ -20700]/[  -20700]|[ -20700] [ -20700] [ 20700 -20700] [ 20700

39. Click on the Exit button at the top and click Yes to logoff when

prompted (do NOT use the [E4 button in the upper corner to exit the
budget screen).

2 hitps:#eptest.oit. duke.edu - SAP NetWeaver Portal - Microsoft Internet Explorer

40 1M

Connection ta Application Server Was Closed

40. In the resulting screen (shown above), click on the [E9 button to close
(do NOT click on the Start button in the middle of the screen).
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To Modify a Single Fund

41. From the Budget Modifications screen, click on the Single Fund
Layout.

I BPS System Messages (DO HOT CLOSE): (|

T, Budget Modificatians Single Fund | Bud Mods Single Fund Manual Spread

aral Cior
42
| setect org unit @Ry 1 [ o %
~ ROOT Organizational plan
~ 50000000 DUKE - DUKE Selact Funct:
42 _< + 50000000 DUKE - DUKE tLes)
b S277526 71 - Duks Medical Strategiss | worktow Leve: =
« 3101265 13 - Washington Duke Inn, LLe
« SIATO02 13 - DAMCD (0013) Warkliow Level. | %
w 50000021 10 - Duke University
- 50000021 10 - Duke University (Leat) I =
N » 50000022 P - President
¥ 50000038 4 - Exec VP-asset Managemert Fund Group Rangs, mm-

42. Enter a fund in the Fund field and check the other parameters (the
Org Unit selection defaults if previously saved on other screens).

47 % e € T ST e MUTOT IO, ™ 50
Refresh | [ Calc Fringes
und:
49 P st s (EEEE 7 45
& <
I Create New Fund/Commit ltem Line: b e =] l Update Spread: « @ I Copy Last Rev Bidgt to Rev By |§|
44 q Fund | 1568315 | s XHKHHKKHKHKK 46
Cmmt tm (GIL Acct) Spread LI Org Unit Fund Grp Original Budget Last Revised Budyst Revised Budget $ Changs, Rev. vs. Last Rev e
600000 | ADM EFF SUP GER ASA 1 3280063012 - Stores - Adminstrat U O i i 50,00 50,000
10000 | FRINGE BENEFITS- AS4 1 3280063012 - Stores - Administrat | Ul O ] 0 10450 10,450

43. Click on the Budget Modifications Single Fund tab to view the
commitment items for that fund.

44. Note that the fund chosen displays in white; the first column lists the
Commitments Items (G/L Accounts) for that fund; and other
columns are similar to the Main layout, as follows:

e Original Budget, and Last Revised Budget
e Revised Budget (used to enter new amounts as needed).
e $ Change (compares Revised Budget to Last Revised Budget)

45. As desired, open the appropriate trays and follow the steps previously
outlined in the Main Layout to do the following:
e Create New Fund/Commitment Item row
e Update Spread (use Add a New Row or Update Individual Spread buttons)
e Copy Last Revised Budget to Revised Budget
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46.
47.
48.

49.

50.

Enter changes in the outlined fields of the Revised Budget column.
Click on Save or Refresh to update as needed.

To modify an existing manual spread, click on the Bud Mods Single
Fund Manual Spread tab, enter the new spreads, and Save.

Use the Fund tray to enter and select another fund in the Select
Fund field (click Refresh to view and modify the fund selected).

As a reminder, to return to the main screen, click on Exit (NOT lﬂ);
click Yes to logoff; then click on the [E3 button (NOT Start).

To Move the Budget from One Fund to Another Fund

51.

52.
53.

54,
55.

From the Budget Modifications screen, click on the Move Budget
from One Fund to Another Fund layout.

/ I BPS System Messages (DO HOT CLOSE) i
55
I Select Org Unit (BFR): i}
— I Worlkflow Level: 5
= ROOT Organizations! plan
~ 50000000 DUKE - DUKE Morktiow Level: |8 v
7| - S0000000 DUKE - DUKE (Leaf)
» 50277526 71 - Duke Medicsl Stratedies
= 50310258 12 - Washington Duke Inn, LLC I = I e T 2= il
- 50370502 13 - BAMCO (0013)
e o pacocs) —— 53
- 50000021 10 - Duke University (Leat) s
» 50000022 P - President
52 '< » 50000038 & - Exec VP-Asset Management I Enter Funds & Repost =
» SO000041 E - Exec Vice-Presitent
~ 50000276V - Provost Enter or Select ld Funct
* S0000276 ¥ - Provost (Lear) Erfer or Select Neg Fund
~ 50000277 B000DD000D - Provost ey < pem— 54
+ 50000277 000000000 - Frovost (Leat)
. » S0000276 BO0G000000 - Provost Academic Sup

Ensure all other parameter selections are made (Org. Unit, etc.).

In the Enter Funds and Repost fields, enter the old and new funds.
Note: Both funds (budget moving from and budget moving

to) must reside in your Org. Unit (BFR Code).
Click on the Re-Post Fund button.

Click on the Save button (must be done before editing the
budget).
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To Review Budget Modification Reports:

Note: Many reports contain the YTD Actual amounts. If
needed, use those reports to review this data before
making modifications.

56. From the Budget Modifications screen, click on the Budget
Modification Reports layout.

Home il

ment | Budget Modifications | Budget Projections | Reports | vio

Report Map | History , Back Forward
[4]r] |

‘rﬂ;(ailetl Havigation

= Budget Modifications Map
= Main Layout

i) M1 Bud Mod Summary by Commitment tem Grou .'5'.'1-9.:' 44 Bud Mod Sumimary by Commitment tem

50) Includes the VTD Acutal, Current vear Original — —{(50) Includes the YTD Acutal, Currert Year Original Budget,
= Budget, Currert Year Revised Budget and Dollar 100 Current ¥ear Revized Budget and Dollar Change
Change.

= Single Fund Layout

57

» Mowe Budget from One Fund to Ancthe:

i) M2 Bud Mod Summary by Fund .-g . -1_u:- 145 Bud Mod Workflowe by Org Unit
_< ~ [3 Budget Modificstion Reports y Includes the YTD Acutal, Current Year Criginal ) Displays Level 5 through Level 11 (Latest and
= Report Map

2 / Budget, Current Year Revized Budget and Dollar IJ Grestest). Includes variance that compares submitted

Change. lewvel to Level 10 (Official version).
= M1 Bud Mod Summary by Commitme

= M2 Bud Mod Summary by Fund

g ) M3 Bud Mod Summary by Fund and Commitment tem @ I.:{n:'. MME Bud Mod Spreads by Fund Commit ferm and Month
= M3 Bud Mod Summary by Fund and = 3y Includes the YTD Acutal, Current Year Criginal = "5_6\‘ Displays annual total and budget by manth for Budget
i = Budget, Current Year Revised Budget and Dollar 100 5 g
» hid Bud bod Summary by Commitme = get, ot =2 Modifications' Revised Budget
N * 5 Buel Mod Warkflow by Org Unit Changs.

= ME Bud Mod Spreads by Fund Comn

57. Click on the desired report (see descriptions under each link).

Variables for BPS M2 Mod Summary by Fund

@\Nurkfluw Level (User Entry) (*) 7 7
@Fiscal Period (Bud Mod Period User Entry) (*1 1 1
@Fund Group Selection = |w # NUl assigned Include |+
= v [A |7 |#llocated Funds Include v
= v C | F|Pooled Cash and Securtiies Include |+
58 < = v E | 7 [Endowment Funds Include |
= W (] Agency Funds Include
= v | Pooled Investmerts Include |+
= | L Luan Funds Include v
= v P | T |Prart Funds Include |+
= |» R | Fjcurrent Restricted Funds Include |+
\ = = U Curram Unrestricted Funds Include |+
(Morg Unit (suthorization) 50000379 T 6016000000

59 [ PEenis]cren]

58. Enter the selection variables for the chosen report such as:
Workflow level

Fiscal Period

Fund Group selection (click the dropdown to Select All)

Org Unit.

59. Click on the Execute button to run the report.
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hitps:Heptest.oit.duke.edu - SAP NetWeaver Portal - Microsoft Internet Explorer

= Select Characteristics

Fund Grp

£ 3
Board Reporting | ] B,
BB

Fund Class

Fund Programmatic
a B3
Fund Catagory i i
Cmmt ttm (GAL acct) B B,

~ M2 Budget Mod Summary by Fund
Fund Current ¥TD Actual Original Budget |Last Revised Budget Revised Budget § Change
60 1113000 DIVINITY SCHOOL - STUDENT FEE REVENUE $-15,000.00 $-1500000  $-15,00000 E L
1118200 DIVINITY SCHOOL $-5,560,00000  §-6,560,000.00 % -5,550,000,00 -

1118205 ADMISSION DEPOSIT FEE FORFEITED-DIVINTY §-2,55800 §-2,588.00 § 2,565 00
nnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnn & 447 naa nn % 447 n04NN | ® 147 noA o0

61

=1=] &1 =]=ls]

60. In the resulting report, review the budget modification data.

61. Use the Select Characteristics section to rotate and modify the
report (refer to the BPS Guide for more on reporting if needed).

62. To exit the report, click on the [E3 button in the upper right corner.

To Exit the Budget Modification Tool When Done:
wekoma7_som7.som =S 111100

[y BPS
BPS Map | Budget Development | Budget Modifications | Bud

BPS Map | History , Back Forward [S)

=z Budget Developmert Reporis

63 |

Buseet Mocdfications wiorkflow and Approvals
. ==

63. On the main screen, click on the Log Off button (upper left corner).
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