INSTRUCTIONS FOR STATIONS

PLANNING IN SAP

1. For those bases on SAP, you will be required to budget (Plan) using SAP. 

2.  In FY-05, the budget will need to be input into Version 1. When finalized, you will forward your completed budgets to your Regions. Installations completing their budgets in SAP will need to have completed versions to their Regions prior to July 1. The SAP planning FY05 Version 1 will be locked on 12 July. If your Region requests you to revise your budgets, you will need to notify Pers-652 to unlock version 1. This is the version that will be forwarded on up to the Working Group and Flag Level Council. 

3. In the SAP Planning module, Transaction code KP06, there will be only one version open to input data, Version 1.  At the stations request, the FY-05 Planning fields can be populated with PY actuals or budget, if data exists.  Otherwise it will be a blank slate.  

4. On Wednesday 21 July, FY-05 Plan Version 1 that was closed and locked on 12 July, will be copied by PERS-652 over to FY-05 Version 0. Your official budget for FY-05 will be Version 0.

5. Once the budget has been approved and copied by PERS-652 to plan FY-05 Version 0, Version 1 will be available for you to use throughout the FY. An additional plan. Version 2 will be unlocked on September 1, 2004 for your use if you would like to do “what if” scenarios for future information.  

6.  Please be aware that budgets prepared in SAP will need to be transferred to the Excel disks. All remaining Tabs in the Excel version, ie. Staffing, Patronage, APF, etc. will need to be completed and submitted. 
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