


























To enter a fund center range, select Value Ranges
in the Show dropdown box. Select “Between”

i the nevt cromdown box and enter your

beginning and ending fund centers. Click OK. S 'alue Ranges ~|
i
|Between j
(I
[ =1
[ ]

Create a Variant

Once you have selected your appropriate fund center(s), it may be helpful to create a variant

although variants are not required. Variants are especially helpful when pulling in multiple fund
centers and ranges.

Click on the Save button to save as a new variant the selections you’ve made.

You are now able to name the variant.
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TIP: Each query or workbook requires a separate variant. The next time you run this

report (or planning workbook), you can select the variant and it will automatically pull
in the associated variables.

[2= Select Values for Variables

Auvailable Varants |Budget&F'a_l.Jroll j = 3 2a-

Common Y ariables
Fund Center Selection(*) |1 47101 E0000;74171000000; Payroll Office; Budget Office

Fund Higrarchy | ﬂ

ok | Cancel Check |A

Click OK to return to the beginning variable box, and click OK again to run the report.

A report similar to the one shown below should appear.

AH E F G H | I ] J K L M N 0 P Q R s
Current FY Budget Changes

Author MCO2 Status of Data 03/6/2008 16:08:51
2z
3 | Chart Filter Irfarmn ation
4
12
13|
Table )
i ¢ s a H . s L] . e v Account|y Dean |y VWice v Budget |y Budge1= Final v New
" Fund Funds Center Commit tem Budget FP.II::ager I;::ctor I;Ir::ndent :;frl,ce Roii Budget ;rundu;;ed
16 1000050008 Op Support [ 1411000000 Budget Office [ 670100 Staff Salaries | § 380,475.98 § 380,475.96
17 Result §$ 380,475.96 5 380, 475.96
18 Result § 380,475.96 5 380,475.96
19 2000011008 Des Method | 1411000000 Budget Office | 670140 Student Wages 53,114.00 53,114.00
20 671000 Travel $1,807.00 $1,507.00
21 672000 M&0 §10,570.61 §10,570.61
22 Result $ 15,591.61 $15,591.61
23 Result § 15,591.61 § 15,591.61
24 Overall Result § 396,067 57 $ 396,067 57
Note: Although BEx Analyzer runs within Excel, the functionality for items such as
moving columns, sorting, adding rows, and using formulas is handled differently.
Rather than using the Excel commands you must use the Analyzer functions for
these types of operations.
Budget Office Phone: 512-245-2376 Email: budget@txstate.edu
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Planning Workbooks

Before you run the planning workbooks, please familiarize yourself with the Budget
Development Instructions, which discuss the budget development process and the
requirements for the planning you will do in the workbooks.

Open a Planning Workbook
As shown above, select Open, then click on Roles and select the following folders to access the
planning workbooks:
>Bl Planning
>Planning Workbooks

Select your level of planning workbook. For this example, we will use the Account Manager FM
Only Planning workbook.

22 Open Workbook |Z||E|E|
Searchin | Planning Workbooks j @ e
—_— Mame | Last Changed On |
1] T 2425 i 231 P
Find DeandDirector FM Only Planning 2/25/2008 2:57 P
Wice Prezident Fi Only Planning 34272008 3:04 Abd
(3
Hiztary

¥

Favorites
L8]
Roles
M arne | Open |
Type |Wu:urkl:u:u:|k Cancel
A
Budget Office Phone: 512-245-2376 Email: budget@txstate.edu
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Enter the fund center or select multiple fund centers by clicking on the button to the right of
the Fund Center Selection field.

[2= Select VYalues for Variables

- O]

Awailable VW ariants
Common Yanables
Fund Center Selection(”]

Fund Hierarchy

- B X w-&

Budaet Office

Eal=!

0|
x|

Cancel Chechk |

If the below error displays stating the query is input-ready and has successfully generated, click

OK.

l== Variable Yalue Errors @

Check Emors
Type | Description |
I:D Clueny iz input-ready; Fizcal pear[FISCYEAR] will be added as a free characteristic
Iﬂ The guery was successiully generated.
Q. '
Budget Office Phone: 512-245-2376 Email: budget@txstate.edu
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Plannable Cell Entry
The planning workbook is displayed much like the reporting query. The main differences are
the buttons above the report and the plannable cells (input cells) that are outlined in blue in
the planning column.

Account Manager FM Only Plan

Wariable Screen

Meszages:

CALCULATE

Chart | Filter | Infarmation |
SAVE
: : : : : . : E Current : Account : New
Fund Funds Center Commit kem Budget Manager Proposed
Plan Budget
1000050008 Op Support [ 1412000000 Human Reszources | §70100 Staff Salaries 5 SE-2,950.E—4| B52-050.54
670190 Comp/Overtime Pay £§,000.00 £§,000.00
Resuft $ 855,960.54 | $ 855,960.54
Result 5 858,960.54 | % 858,960.54
20000110028 Des Method | 1412000000 Human Resources | &70140 Student Wages g 12.E—9| 4—= 1259
671000 Travel $10,500.00 <€8-500.00
672000 M&0 23022727 23022727
Result $ 40,739.86 S 40,739.86
Rezult §40,739.86 § 40,739.86
Overall Result % 899,700.40 % 899,700.40
—

Caution: Filter options are available in planning queries, just as in reporting queries.
Be very careful not to filter out data as this could change your budget totals. Care
should also be taken to ensure Fund is listed as the first column, since budget is
balanced by fund.

TIP: If the plannable cells are not outlined in blue, the report is not input-ready

and thus not available to make changes. Opening the workbook outside of your
planning level’s timeframe will cause this. Additionally, if another user has a

planning workbook open in your fund center, this will lock all other users out for
planning purposes.

Budget Office
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As shown in the example below, to move $1000.00 from M&O to Staff Salaries, enter -1000.00
into the planning cell on the M&O line and enter the offsetting increase of 1000.00 into the
Staff Salaries line.

! l l ! l ! ! .-! Account ! New

¥ ¥ ~ M M . v ¥ Current
Fund Funds Center Commit tem Budget Manager Proposed
Plan Budget
1000050008 Op Support | 1411000000 Budget Office [ 670100 Staff Salaries |5 380,475595| $1,000.00| 5 380,475.56
Rezult $ 380,475.96 S 380,475.96
Result § 380,475.95 5 380,475.96
2000011008 Des Method | 1411000000 Budget Office [ 670140 Student Wages £3,114.00 -5 500000 53,114.00
671000 Travel £1,907.00 5500000 51,507.00
672000 M&Q £10,57061| -%1,000.00f %10,570.61
Rezult % 15,591 61 % 1559161
Result § 15,591 61 5 1559161
Overall Result $ 396,067 .57 S 396,067.57

Calculate and Save
After entering multiple changes, it is important to Calculate and to Save.

First, click the Calculate button, which will update the new proposed budget column with your
changes. Next, click Save. A confirmation message will show “Data was saved.”

essages: @ Data was saved

Account Manager FM Only Plan T —»  CALCULATE

“ariable Screen|

L Chart | | Filter | | Information |

—> SAVE

v Account [y New
Fund Funds Center Cormmit tem Manager Proposed

v v v v v v v
Current

Budget Plan Budget

Caution: If you do not Calculate and then Save, your work will not be saved.

Budget Office Phone: 512-245-2376 Email: budget@txstate.edu
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When exiting Excel and the BEx Analyzer, you may see a message asking if you
want to save changes. This is not the same as the Save button in the workbook. If
you click save when exiting Excel, you only save the spreadsheet to your local hard
drive—not to the SAP Budget Development database.

Microsoft Office Excel

! E Do wou want ko save the changes vou made to 'ZBP_aL002_Po0001 ,xls"?

Yes ] [ Mo ] [ Canicel

Create Documents (Add Comments)
It is important to create documents (comments) to clarify the purpose of the changes that you

make.

Some important factors concerning documents:
e Documents are attached to the Fund Center. Therefore, one document can be
created at each level (e.g., Account Manager or Dean/Director) for the changes

within a fund center.

e Documents are visible at all levels in planning and reporting queries.
e Documents may be edited at the level they are created.
e Documents can be in the form of text comments as well as attachments.

To create a document, right-click in the planning cell associated with the fund center you want
to attach the document to. Select Goto and then Documents.

: Account = Mews
Manager Proposed
Plan Budget
5 000 " o moe e
51,000 ©°
< 1.000. Back to Skark
| -5 500. Conwerk ko Farrmula
I:.
l > =00. Propertiss. ..
-5 1,000. .
S 1 000 Cuery Properties. ..
w ke Figure Definition
| so.r

Create Zondition 3

TransFer Yalues
Save Yalues

Goko

Budget Office
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Your internet browser will now open with a login box. Login using your normal SAP user ID and
password, which may or may not be the password used to login to the BEx Analyzer.

¥ SAP NetWeaver Portal - Mozilla Firefox

Eil= Edit wiE Hisktorsy EBookmarks Tools Help

- - @ /ﬁ!"ll |_.==--' hkkps: ffepgas.txstate, edu: S0001 firjfservletf/prifporealfpr

Magnolia Login Form

Welcome

Us=ser ID * | |

Passweard * | |

TIP: You will be required to login each time you go to the documents. If you leave
the browser open after completing a document, you will remain logged in.

Click on New and select Comment from the dropdown menu. Selecting Upload will allow you
to upload a document such as a Microsoft Word doc or Excel spreadsheet and attach it as a
comment.

BEx Web

{1 Data in InfoProvider BP_C002 is locked by user RHS0

ey

Formatted Text
Upload

for the zelection

Budget Office Phone: 512-245-2376 Email: budget@txstate.edu
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Document Naming Convention
Please follow the naming convention shown here:

Name: Fiscal Year Fund Center Level (e.g., 2009 1411000000 AM)
Description: Leave blank.

Text: Include in the text of your comment a description and reason for the
budget change, including the fund number as well as the fund center if
moving between fund centers.

Once complete, click the Save button below the text box. You can create one document and
edit it for each change associated with a particular fund center.

P oo B

Marme; * 2009 1411 000000 Ahd |

Description:

11 Mowe F1000 from MEO to fund 2000011003 to Staff Salaries in fund 1000050008 to
cover salary increase of new hire.
271 Mowve F300 from Student Wages to Travel to cover expected future travel in fund
2000011005,
Budget Office Phone: 512-245-2376 Email: budget@txstate.edu
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Viewing and Editing a Document

You can view documents by right-clicking on the query table, selecting GoTo, and then
Documents. To edit an existing document, click on the small black triangle to the right of the

document name and select Details.

Mew ,  Wiew

Mame
2009 1444000000 AM.txt_
Pagel : of 1
Delete
Dizplay
Click on Edit Online.
Mew,  Wiew, |=] 2008 1411000000 AM.txt

Mame : Actions g Settings 4

2003 1411000000 Ak b

Fage Elnf 1

Send Ta...

Lock

odified

3/2am05 2 Edit Locally
Henry, R/ %
Read

Mot Reac

Uplosd

Drawvnlosd

@
-

howe. .

Once editing is complete, click on Save and Unlock.

. Locked By Edit Online
MNew,  Wiew Henry, Reid
Matme

Add to Portal Favorites...

000 204 1t

Crezted

17 Move $1000 from MEC to fund 2000011005 to Staff Salaries in

352808 211 PW cover zalary increaze of new hire.
2003 1411000000 Akt

Henry, Reid

Modified 2) Maowe F300 from Studert Wages to Travel to cover expected fu
Page Elof 1 USSR

3/2EMEZ11PM | 2000011008,

Henry, Reid
Re=d
Mot Readd

THIS DOCUMENT HAS BEEN EDITED.

| Save and Unlock | | Save and Hold Lock | [ Unlock and Discard C
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Caution: When opening a document, do not click directly on the document icon—

use the menu to go to the documents.

this can cause a critical error and the BEx Analyzer will close. Always right-click and

= = v = = . - current | Account |y New
Fund Funds Center Commit kem Budget Manager Proposed
Plan Budget
1000050003 Op Support [ 1411000000 Budget Office [ 670100 Staff Salaries | 5 380,475.96 $1,000.00{ §381,475.96
Rezult §380,475.96| $1,000.00) §381,475.96
Result § 380,475.96 $ 1,000.00| § 381,475.96
2000011003 Dez Method [ 1411000000 Budget Office [ 670140 Student Wages $3,114.00| -5500.000 52614.00
G71000 Travel F1,807.00)3 S§500.000 52407.00
672000 M&D $10,570.61|[7 -5 1,000.00] 59,570.61
Rezult $15,551.61)(79 -5 1,000.00) 514,591.61
Result $15,591.61| -51,000.00] 3§ 14,591.61
Qverall Rezult % 396,067.57 5 0.00 | % 396 067.57

Adding a Budget Line
To add a new budget line, for instance moving permanent salary savings to a new staff salary
group item, use the blank line located at the bottom of the workbook. Enter the fund, fund
center, commitment item, and dollar amount. When you press the calculate button, the new
line will be added to the display and another blank line will be available at the bottom of the
workbook.

| Chart |

Account Manager FM Only Plan

_Filter |

L Information |

Variable Screenl

CALCULATE

= = v = = _ v current | Account [y New
Fund Funds Center Comrnit ftem Budget Manager Propo=sed
Plan Budget

1000050008 Op Support [ 1411000000 Budget Office | 670100 Staff Salaries | § 380,475.896|[ -8 5,000.00| § 381 475.96

Rezult $380,475.96|(7 %1,000.00| §381,475.96

Rezult 5 380 47556 5 1,000.00| 5 381,475.56

2000011008 Des Method [ 1411000000 Budget Office | 670140 Student Wages S3,114.00(7 s0.000 S2514.00

871000 Travel E1,807.00|73 F0.000 S2407.00

872000 WED §10,570.81|7 $0.000 §85570.81

Rezult 515591611 -51,000.00] 514,591.61

Result % 15,591 .61 -5 1,000.00] %14,591.61

Owerall Result $ 356,067.57 5 0.00 | 5 355,067.57
1000050008 1411000000 670198 5000

T

T

T

T
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Multiple Changes in One Planning Cell

When entering budget adjustments to a cell that already contains an adjustment, you must add
the new adjustment amount to the existing amount and enter the total of the two. Your new
entry will overwrite the existing amount.

For example, the screenshot shows an existing adjustment to M&O of -$500.00 with a
corresponding increase in student wages. If you need to adjust M&O again to increase travel by
$500.00, you must replace the -$500.00 for M&O by typing over it with -1000.00 and enter a
500.00 adjustment to travel.

Here is the first $-500.00 adjustment to M&O.

v = = = v . v * Ccurent |7 Account |y MNew

Fund Funds Center Commit kem R Manager Propo=ed

Plan Budget
1000050008 Op Support 1322000000 Coll Buginezs Admin [ 670084 Fac Sal -Adjunct | 528 767.68 52576768
670100 Staff Salaries 2412119.27 F412118.27
Result 5 441 886.95 $ 441 886.95
Result 5 441 886595 5 44188685
2000011008 Des Method 1322000000 Coll Buginess Admin [ 670140 Student Wages %1,082.86 $500.00f §1,582.88
671000 Travel §3,000.00 % 3,000.00
672000 M&0 § 30,086.51 -5500.00) 529,586.51

Here is the second.

= = = v v . w * current | Account |y New

Fund Fundz Center Commit tem Budget Manager Proposed
Plan Budget
1000050008 Op Support 1322000000 Coll Business Admin [ 670034 Fac Sal -Adjunct | 325 787.68 2976768
670100 Staff Salaries 5412,119.27 5412,118.27
Result $ 441 885.95 § 441,8856.95
Result 5 441 88695 5 441 88695
2000011008 Des Method 1322000000 Coll Business Admin [ 670140 Student Wages %1,082.86 2500.00f 5158288
671000 Travel $ 3,000.00 §500.00f 53,500.00
672000 M&D $30,088.51| -%1,000.00f $2508551
Budget Office Phone: 512-245-2376 Email: budget@txstate.edu
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Change Workbook Variables

By selecting the “Variable Screen” button, you will be able to change which fund centers are shown in
the report.

Account Manager FM Only Plan CALCULATE

Variable Screen

Chart | Filtar | Information |

SAVE

le= Select Values for Variables

Available Varants | ﬂ B % Q@'
DATA PROVIDER_1 - ZBP_ALDDZ_POOOM
Fund Center Selection(”) |141TDDUDUU ﬂ Budget Dffice

Fund Hierarchy | ﬂ

ok | Cancel | Check |

e ————————
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Additional Report Functionality - Optional

Remember: Although BEx Analyzer runs within Excel, the functionality for items
such as moving columns, sorting, adding rows, and using formulas is handled
differently. Rather than using the Excel commands you must use the Analyzer

functions, described below, for these types of operations.

Change the Order of Columns
Right-click on the column you want to move.
Select Exchange With and choose the column you want to move to.

This report will now be automatically resorted with fund center first.

Table
= & & &
i v v v
Fund r Fund=z Center
" 100005000 Back Budget Office | &7
Back ko Start R
Zonyvert to Formula
200001100 Budget Office | &7
Transfer Yalues 67
Save Yalues 67
R
Select Filker value. .,
el Exchange Fund ‘With Commit Tkem |
add Drilldawn According Ta # Emploves
Remove Drilldawn Functional area
kev Figures
Sort Fund r ?. . ?
Position
Properties, ..
Juery Properties, ..
aoko k
Table
L] r ) [ [
kd v v v L
Funds Center Fund Commit tem
1411000000 Budget Office | 1000050008 | Op Support [ 670100
Rezult
{:.'I 2000011008 | Des WMethod | 670140
671000
672000
Result
Result
Overall Result
Budget Office Phone: 512-245-2376 Email: budget@txstate.edu
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Change Sort Order
Right click on the column to be sorted.

Choose Sort and then select the type of sort you want.

Fund

" 10000500

20000110

Result

[
v

.
v

Commit fkem

Back
Back ko Start
Convert ko Formula

Transfer Yalues
Save Yalues

Select Filker Value, ..

Exchange Fund With »
add Drilldown According To #
Remove Drilldown

Swap Axes

Sork Fund

Propetties...
Query Propetties, ..
Goto 4

[
L

I

¥ Current

Budget

Staff Salaries | 5 380, 475.96

5 350 475.96

Student Wages 3 3,114.00

Travel 5 1,%07.00

WM&0 5 10,570.61

% 15,591.61

5§ 396,067.57

5 396,067.57

Sort Ascending by Text
Sort Descending by Text

Sort Ascending by Key

Sort Descending by Key N

Change Display Options (Key and Text)
Right-click on the column to be changed and select Properties from the popup menu.
In the Presentation dropdown box, select how you want to display the data.

Key and Text is the most common choice, but if you do not need to see both, selecting one or
the other can help minimize the number of columns displayed and saving viewing space.

2= Properties for Characteristic Commit Item

General l Aftributes ]

| Mewer ﬂ
Rezult Acess
| Drefailt ﬂ

Prezentation Text Tupe
|Ke_l,l and Text |Default Text ﬂ
Sort Direction
Test and Key |Eu:ummit [tem ﬂ |.-'1'«$|:enu:|ing ﬂ
T et 8

Budget Office
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Change Result Rows (Subtotals)

Right-click on the column to be changed and select Properties from the popup menu.
In the Suppress Result Rows dropdown menu select one of the following:

Never = Never Suppress = Always Show
Always = Always Suppress = Hide Results/Subtotals
Conditional = Results show unless there is only one item

m

Gerneral l Attributes ]

=% Properties for Characteristic Commit ltem

Prezentation Text Type
|Ke_l,l and Text j |Defau|t Text j
Sort According ta Sart Direction
|Ke_l,l j |I:0mmit Item ﬂ |Ascending ﬂ
Suppress Result Rows
|Never -
Alvaaps
IConditionaI |
Hide a Column Chart [ Filter
Right-click on the column.
Choose Remove Drilldown.
Filter
Unhide a Column
Select the Filter button. Commit tem
Right-click on the name of the column to Employee
. Functional area
unhide. Fund
Choose Drill Commit Item Down. Funds Center
Key Figures
Po=ition

Filter Table

Fund

I " rung

Infarmation
Table
F
w
Fund
1000050008
2000011008

Owerall Result

Commit tem Back

Employes Eack to Start

Functional area

Fund Transfer Yalues

Funds Center Save Yalues

Key Figures

Position Select Filker Value, .,
Drill Commit Ikem Down
Drill Cormmit Ikem Across k
Sork Commit Ikem L4
Properties...
Query Properties, ..
Drill Corrit Ikem Across Sheets
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Filter by Available Figures
In the Filter box, right-click on the column name to be filtered.
Chose “Select Filter Value....”

Filter

Cornrmit tem

Employes Back.
Functional 8l Back ko Start
Fund

Fundz Cents  Transfer Yalues

Key Figures Save Yalues
Position

Select Filker Yalue, .

Remave Drilldawn k
Drrill Cammit Tkem Across

Sart Cormmit Ikem 4
Properties. ..
Query Propetties, ..

Select single values or value ranges, move to the right box, and click OK.

[22 Select Values For Commitment item

Show |Sing|e alues QEJ <

Histu:ury.
Search Favourites Selection = @ @

Cammitment itw‘-:falue Hianges i
ﬂ Staff Salanes
ﬂ Student ' ages
ﬂ State Longevity Pay
ﬂ Travel =}
=|mz0 J
|
Diirect Input [=] [«] Change Order [+] [=]
Ok | Cancel | Help | < Less |
A
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Change Report Variable Values
In the BEx toolbar, select Change Variable Values.

AFMBRTYToFde PR BED
ZREPaEE QD

T Custom Toolbars

Choose the desired new variables.

[z2 Select \"a'k-les for Variables

Awailable Variants | ﬂ [B K é@ bl
DATA_PROVIDER_1 - ZBP_MOO1_RO0004

Fund Center Selection(*] |1411UUUDUU ﬂ Budget Office

Fund Hierarchy | j

Ok | Cancel Check |.4$I

Save as Spreadsheet

It is possible to save the BEx Analyzer report as a static Excel spreadsheet. Choose Save or Save
As from the Excel menu, or when closing Excel, you will be asked if you want to save your
changes. Choose a location to save at and a name for the file unless you want to accept the
default filename.

Microsoft Office Excel

I "_'. Do wou wank ko save the changes vou made to 'ZBP_AL00Z_PQO0001 ., xls'?

[ Yes ] [ Mo ] [ Cancel ]

Remember: Saving to a spreadsheet on your local drive is not the same as
Calculate and Save, which saves your work in the Budget Development system.

Do not use the save button in the BEx Analyzer toolbar.

AMBToFEFY e PR BEE
E%@E&EH@

Custom Toolbars
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Save Report or Workbook as Favorite

You can add a frequently used report or workbook to your Favorites folder by right-clicking and
selecting Add to Favorites.

Search in |Hep0rting Queries ﬂ A | @ s Sg-
Mame | Lazt Changed On |
ES FEFP_MO01_RQ0002] Current Bud Dewcol B N - o

(5 [FEF_MO01_RQ0004] Curent Bud|  =2t0 b Byzeso008 1200 ..

Fird
" EH =P _MO01_FRQO007] Curent Budy == Level Up 4272008 920 A
Delete
m‘l—

Historyg

[— Refresh

l Displaw Properties
Berreiics Display Object Mame As... F

Sork by Column »

Foles
M arne | Open |
Type (18 ]| Cancel
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