
ACCOUNT SET-UP (BUD-W003)
SAINT LOUIS PUBLIC SCHOOLS

1.0 SCOPE:  The online version of this procedure is official.  Therefore, all printed versions of this document are unofficial copies.

1.1 This work instruction communicates the process used to set up an account in the SAP system for Saint Louis Public Schools.
2.0 RESPONSIBILITY:  
2.1 Budget Analyst
3.0 APPROVAL AUTHORITY:______________________________________     _____________________
Signature                                                          Date

3.1 Executive Budget Director
4.0 DEFINITIONS:
4.1 SLPS – Saint Louis Public Schools
4.2 SAP – Information system used by SLPS
4.3 FMSA – Create Funds Center in FM Area
4.4 KS01 – Create Cost Center
4.5 FRC3 – Maintain Cost Center to FM Account Assignment
4.6 FM9K – Change Budget Structure
4.7 FM5I – Create Fund
4.8 FMG5 – Generate BS Objects from Commitment Item Group
5.0 WORK INSTRUCTION:
5.1 Sign on to SAP
5.2 Double click on FMSA.
5.2.1 Enter the Funds Center, the other parameters should default.  Enter.
5.2.2 Enter the Location Code description in the “Name” field.
5.2.3 Enter the Project Code description in the “Description” field.
5.2.4 Enter SAP Username in the “Username” field.
5.2.5 Click on the Hierarchy tab and input the 3 digit location code in the “Superior Funds Center” field.
5.2.6 Click save and go to the main menu.
5.3 Double click on KS01.
5.3.1 Type “SLPS” in controlling area pop up box and click the green check mark.
5.3.2 Enter the cost center and the start date of the fiscal year.  Enter.
5.3.3 Type Fund description in the “Name” field.
5.3.4 Type Project Code description in the “Description” field.
5.3.5 Type username in the “Person Responsible” field.
5.3.6 Type L in the “Cost Center Category” field.
5.3.7 Type the Location number in the “Hierarchy Area” field.
5.3.8 Type the Fund number in the “Business Area” field.
5.3.9 Type USD in the “Currency” field.
5.3.10 Click save and go to the main menu.
5.4 Double click on FRC3.
5.4.1 Enter the Cost Center.  Enter.
5.4.2 Type the Funds Center in the “Funds ctr” field.
5.4.3 Click save and go to the main menu.
5.5 Double click on FM9K.
5.5.1 Type the Funds Center in the “Funds Center” field.
5.5.2 Type the Fund-Function in the “Fund” field.
5.5.3 If Fund error occurs:
5.5.3.1 Exit and to the main menu.
5.5.3.2 Double click on FM5I.
5.5.3.3 Type the Fund-Function combination in the “Fund” field.  Enter.
5.5.3.4 Type the Fund description in the “Name” field.
5.5.3.5 Type the Function description in the “Description” field.
5.5.3.6 Type the accurate “Valid from” and “Valid to” dates.
5.5.3.7 Type SLPS in the “Bdgt profile fund” field.
5.5.3.8 Type the Fund number in the “Funds application” field.
5.5.3.9 Check the “Balance update” box.
5.5.3.10 Click save and go to the main menu.
5.5.3.11 Go back to 5.5
5.5.4 Check the “Use BS Templates” box.  Enter.
5.5.5 Type SLPS in the “Bdgt Str Tp” field.
5.5.6 Click save and go to the main menu.
5.6 [bookmark: _GoBack]Double click on FMG5.
5.7 Type the Fund-Function in the “Fund” field; multiple Fund-Function combinations can be entered by clicking the arrow to the right of the field.
5.8 Uncheck the “Test Run” box.
5.9 Click on the Clock with the Check Mark to execute.
6.0 ASSOCIATED DOCUMENTS:
6.1 Account error listing
7.0 RECORD RETENTION TABLE:
	Identification
	Storage
	Retention
	Disposition
	Protection

	Chart of Accounts
	File cabinet
	1 year
	Discard as desired
	Secured office

	
	
	
	
	



8.0 REVISION HISTORY:
	Date:
	Rev.
	Description of Revision:

	11/08/07
	A
	Initial Release

	04/28/09
	B
	1st Revision

	06/13/12
	C
	2nd Revision





***End of procedure***   
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