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BUSINESS PLUS FINANCIAL SYSTEM

What is BusinessPLUS? 

❑BusinessPLUS is the official Financial system of the District
❑The system tracks all budgetary and financial information 

How to gain access to BusinessPLUS 
❑Download and complete form on website “BusinessPLUS 

Access Request Form” https://www.slps.org/Page/23540
❑Email completed form to:  BusinessPLUShelp@slps.org
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Logging into BusinessPLUS:

http://bp.slps.org/ifas7/home( Microsoft Edge only)

Locked out of BusinessPLUS?:
Contact the District’s helpdesk at 345-5757 or helpdesk@slps.org

Budget Reports & Transactions:
❑GL_5000: Budget to Actual Report
❑Create Budget Transfer - GLBUBAUB

Procurement Reports & Transactions:
❑PO3001: Purchase Order Status Inquiry Report
❑Enter Purchase Requisition – POUPPR
❑Create Contracts & Amendments – CMUPCM
❑Receive on Purchase Order – POUPRC

Schedule one-on-one BusinessPLUS Training
Contact Jason.Davis2@slps.org

BUSINESS PLUS FINANCIAL SYSTEM
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AGENDA
❑ Review GL5000 Budget to Actual Report  

❑ Enter a Budget Transfer (video)

❑ Enter a Requisition (video)
❑General requisition

❑Blanket requisition

❑Contract

❑ Review Steps for Entering a Goods Receipt 

❑ Voucher Processing Procedures

❑ Review PO:3001 Purchase Order Status Inquiry Report

❑ Enable attachment feature and view mode



BUDGET TO ACTUAL  REPORT
❑ How to access the report:



BUDGET TO ACTUAL  REPORT

4. Click on the “GL5000_SLPS:  General Budget to Actual with 

Encumbrances” report and the below box will appear:

Short Cut Help

To view GOB Funds: To view Grant Funds:

For Fund Enter:  110, 210, 410 Funds to exclude:  110, 210, 410



BUDGET TO ACTUAL REPORT

Object Description: This object code is a 6 digit number that describes the type of expenditure e.g. 641101- supplies 
Original Budget: This represents the adopted original budget that was approved by the board
Current Budget: This  represents adjustments to the original budget e.g. budget transfers, etc. 
Ecumb (Encumbrances): A dol lar amount held (committed) to pay for goods or services. 
Actual: shows the dollar amount that was actually paid from your budget 
Available Balance: indicates the dollar amount available to spend. Current Budget minus Encumbrances/Actuals = Ava ilable Balance 

ACCOUNT STRUCTURE

Fund Function Object Location Project Fiscal Year

110 1111 634302 4000 000000 00



BUDGET TO ACTUAL REPORT

❑ Check budget report prior to completing a budget 
transfer or entering a purchase requisition

❑Questions about your budget to actual report,  contact 
your assigned Finance Analyst

❑Any negative available budget, contact your assigned 
Finance Analyst to help resolve



BUDGET TRANSFER

❑ In some instances, you may need to move budget from 
one object code to another object code to complete a 
purchase requisition or voucher

General 
Supplies

Uniforms



BUDGET TRANSFER WORKFLOW

School enters Budget 
Transfer

Principal approves Budget 
Transfer

Budget Transfer is routed 
to assigned Finance 

Analyst

The Budget Transfer is 
routed to the Budget/Grant 

Manager final approval

The Originator at the 
School will receive 

confirmation

School enters Budget 
Transfer

Principal approves Budget 
Transfer

Budget Transfer is routed to 
the Network Superintendent

Budget Transfer is routed to 
assigned Finance Analyst

The Budget Transfer is routed 
to the FMO for final approval

The Originator at the School 
will receive confirmation

Less than $5000 Greater than $5000



BUDGET TRANSFER VIDEO



BUDGET TRANSFER

❑ All budget transfers will be approved by Financial 
Management Office (FMO)

❑Confirm budget availability prior to entering a budget 
transfer

❑Budget transfers from GOB funds to Grant Funds are 
not allowed



PURCHASE REQUISITIONS

❑A purchase requisition is used to purchase goods or 
services through an SLPS authorized vendor, examples 
include the following:
❑Supplies
❑Technology supplies
❑Furniture

❑General requisition purchases entered in BusinessPLUS
must be greater than $25



REQUISITION WORKFLOW

School enters purchase 
requisition

Principal approves purchase 
requisition

Requisition is routed to Fiscal 
Control Dept. for approval

Requisition is routed to 
Procurement for Final Approval

The Originator at the School 
will receive confirmation

GOB Purchase < $5000

School enters purchase 
requisition

Principal approves purchase 
requisition

Requisition is routed to 
Network Superintendent for 

approval

Requisition is routed to FMO

Requisition is routed to Fiscal 
Control Dept. for approval

Requisition is routed to 
Procurement for Final 

Approval

The Originator at the School 
will receive confirmation

Purchase > $5000



PURCHASE REQUISITIONS

❑The maximum number of lines on a requisition is 10 lines

❑External vs Internal attachments
❑External attachment will route to the vendor
❑Internal attachment will route to the Procurement Dept.

❑If known, shipping charges need to be included on the PR

❑Never include a PO number on the entry screen

❑ALWAYS include the quantity and unit of measure e.g. box, 
carton, PU(services)



Internal Attachment



PURCHASE REQUISITIONS VIDEO



BLANKET REQUISITIONS

❑Blanket requisition is used when creating requisitions 
that require multi-lists such as, library books, 
maintenance supplies, textbook and services that are 
not contract related

❑Examples of when to complete a blanket requisitions:
❑Field Trip Transportation expenses (e.g. First 

Student)



BLANKET REQUISITIONS VIDEO



CONTRACTS

A contract requisition is used when seeking professional 
services, service agreements, maintenance services, 
professional development workshops, etc. 

❑ Step by Step instructions are included in the BusinessPLUS 
Finance Division Training Manual, page 35

BusinessPLUS Finance Division Training Manual

https://www.slps.org/cms/lib/MO01001157/Centricity/Domain/12/BusinessPLUS%20Finance%20Training%20Manual%20FY20.pdf


GOODS RECEIPT ON PURCHASE

❑ Items ordered and received by the school must be confirmed

❑ The “Receive on Purchase” transaction in BusinessPLUS is the school’s 
confirmation that all items requested via the Purchase Order have been
received

❑ If the “Receive on Purchase” transaction is not completed, Accounts 
Payable will not issue a vendor payment

Purchase Order 
entered and 
approved in 

BusinessPLUS

Invoice 
received and 
entered by 

SLPS Accounts 
Payable

Schools/Central 
Office enter 
“Receive on 
Purchase” in 

BusinessPLUS

Check sent to 
vendor

$ Check $



GOODS RECEIPT ON PURCHASE



GOODS RECEIPT ON PURCHASE



VOUCHER PROCESSING PROCEDURES



VOUCHER PROCESSING PROCEDURES



VOUCHER PROCESSING PROCEDURES



VOUCHER PROCESSING PROCEDURES

https://www.slps.org/Page/46295

https://www.slps.org/Page/46295


PURCHASE ORDER REPORT

To check the status of a Purchase Order review the PO:  3001 
Purchas Order Status Inquiry Report, page 52

❑ Step by Step instructions are included in the BusinessPLUS 
Finance Division Training Manual:

BusinessPLUS Finance Division Training Manual

https://www.slps.org/cms/lib/MO01001157/Centricity/Domain/12/BusinessPLUS%20Finance%20Training%20Manual%20FY20.pdf


ATTACHMENT FEATURE

❑ Attachment feature will allow you to attach supporting 
documents, for example: vendor quotes



ATTACHMENT FEATURE



CHANGE TO ADD VIEW

❑ Change the view to “add”, for example: vendor quotes



CHANGE TO ADD VIEW

3. The below screen will appear:

4. Click on “Screen Specific”
5. Click on “Initial Screen Mode”

❑ Click on “Initially in Add” 
6.  Click on “Apply Changes” 



Questions???

Don’t remember what we just covered??

Our page may have the answer for you.  Visit our webpage at 

https://www.slps.org/Page/23540

BUSINESS PLUS FINANCIAL SYSTEM
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THANK YOU

SLPS Finance Division
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