Departmental Financial Planning Spreadsheet Upload Quick Reference

I. Type your datainto a spreadsheet file using the following format:

Cost Object Fy 1 FY 2
A B C Note: Do not type in the column
letters or row humbers. They are
1 | 1670800 07/01/2001 | 07/01/2002 | «—  Start Dates shown for clarity only.
2 06/30/2002 | 06/30/2003 |€——— End Dates
3 [400025 250 2575
4 | 400770 1000 1030
5 600108 >* 10927 11250 & P|an Amounts
6 | 490200 2445 2518
7 | 400350 \ 4000 4500
\
G/L Account
Col Rows Description Rules
A |1 Cost object (7 digits) Enter the cost center, internal order, or WBS element.
Note: You can enter only one cost object per spreadsheet.
2 Leave blank.
3-7 G/L account (6 digits) Type in the G/L account / cost element.
B 1 Start date Enter the beginning fiscal month, day, and year. Must be within the begin and
(mm/dd/yyyy) end dates of the cost object. You can use a two-digit year such as 00.
2 End date Enter the fiscal month, day, and year. Same rules as for Start date.
(mm/ddlyy)
3-7 Amount Enter the plan amount for each G/L account. Format as follows:
® No plus signs (+), minus signs (-), or dollar signs ($)
® Commas and decimal points are optional.
® Each amount must line up with the G/L account listed in Col. A.
C Next fiscal year Enter plans for the next fiscal year if desired. Use the same format as in Col. B.
(optional) You can enter additional years in Cols. D and E.

II. Save your file as type: DIF (Data Interchange Format).

lll. Upload your file in SAP.

From the SAP User Menu screen follow the navigation path or use the transaction code below:

Navigation path: User Menu =» Role ZMIT = Planning/Budgeting = Create/Change Plan = Spreadsheet Upload
Transaction code: /nzpup

1. Type in your file name or use the Matchcode button [l & SF5 (1) (030)

(PC ) tO f|nd |t Program E:jit Goto System Help
. . Ig e DHE an
2. Enter your plan version. Do NOT use plan version 0, U 1
%

the Institute budget iplbad Dept. Financial Planning (only ONE co yject per sp

2
3. Select the appropriate company code from the i TS S B
Matchcode list. o i /’*‘“"/
4. Choose Pre-validation Only if you want to check the Company Code cuR 3
file for errors but not post the transactions to SAP yet. BEJEERE RN St
@ Pre-Validation Only }4 @
Select Post to SAP to check the file for errors first, O Postto SAP
and if error-free post the transactions to SAP. s Gt
5. Choose Processing in Background for files over 100 ©) Processing in Background }; @
lines. Run a background job in the SAP Production-3 ® fmceting Immedistely

or Production-Batch environments.

}ﬂsm(ﬂan) pine OVR J—,‘

“

Processing Immediately is for files 100 lines
or less (recommended option).

6. Click the Execute button.




IV. Check the results of the upload.

Help

BHE ODhOoO @
Graphical display of spool request 22808 in system SF6

If you chose Processing Immediately:

7. The results of the upload appear immediately on your DRSS (G| B2 2D | settinos. |G g9 Raw| &y Hex|
screen 02/09/2001 Upload Dept. Financial Planning (only ONE cost ob[~]
File Name: /usr/bridges/tstl/saptnp/dbudngi.0lZ,20010209092614 EI
ersion: VOO
For Pre-validation only, there is a message that the S ‘ |
) fThis is a simulation only: update is NOT made!
update is NOT made. For Post to SAP a message at the
" . " Cost Object: 1777900 | Cost Center )
bottom of the screen reads "Update is successful." If
errors are found, correct them in the spreadsheet and oeran o baransanea
redo the upload. al smasne 4 aoce 2, 3dauod
3 400770 1,000.00 1,030.00
. . 4 490200 2,445.00 2,518.00
8. If no errors are found and you chose Pre-validation only, 5 500108 10,927.00 11,250.00 L

redo the upload and choose Post to SAP in Step 4. If ]
errors are found, correct them in the spreadsheet and i) [ 57601y 030) 4 magnatia 'ﬂm -
redo the upload.
O="——————Sf(1l=——~—"——"FH8
If you chose Processing in the Background: I (T ® SEm GHE
& 18 e0e DHR anaa @
9. The Information dialogue box displays the background job Simple Job Selection
number. Write down the job number. Click the Enter N, Execute [ Extended job selection [ Information
button . fob name .
User name NGIFT
10. To see the results of your upload, check the background TR
jOb after eXBCUtil’lg |t Sched. Released Ready Actlmlshed Canceled
Follow the menu path: System>>Services>>Jobs>>Job
overview.
Job start condition /
11. The "Simple Job Selection" screen appears. " E errosszoon e %”mmm
Type the job number from Step 9 in the Job name field, or

leave the asterisk (*) to list all your jobs.

Make sure the date range in the Job start condition area ——sF6 () (©30)
includes the date of your job. . "“" % YT
12. Click the Execute button. Job Overview
i {7 Release (@ @ Spngl 2y Joblog 5® Step | [ Application servers Bg [T
13. The "Job Overview" screen appears. R R e N g
When the job is finished, click the selection box next to e amemEn o B
the JOb name' | Scheduled + Released + Ready W Btive + Finished v Canceled
vent controlled wen :
14. Click the Spool List button & seeo!
JobName Ln| Job CreatedBy|Status Start date|Start time|Duration(sec
15. The “Output controller...” screen is displayed. Click the ZEWD012-020209 | @ wa1FT FRiZRER | 02/09/2001 091 261 15 2
selection box next to the spool number. oo g (e 1
| | 2BUD015-010209| @ NGIFT Finished| 02/08/2001|09:39:04 1l |
16. Click the Display button. summary s%
gl ol
17. The “Spool: Requests” screen displays your job results. D JSFECT) (030 FT magnatia [N J77

Scroll down to see all of the job results.

For Pre-validation only, redo the upload and choose oA,
Post to SAP in Step 4. If errors are found, correct Output Controller Li€t of Spool Requests
them in the spreadsheet and redo the upload. agoale ﬁg{g A nEasE R TS %
Spool no. |Type|Date Time |Status|Pages|Title [
% 22B0B 02/09/2001| 09:26 - 2 |Upload Departmental Budget E
ga > | sF6 (1) (030) = magnolia HEJ_/;
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