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FY10 Key Dates & Contacts  ««p
y

Key Processes and Dates:

® FBSs Hands-on Training Jan 18

® FBSs Proposal Entries Due Feb 15

® Final Data Review Feb 19-22

® Variance Analysis Follow-up Feb 22-27

®* Supplementary Submissions & Crosscuts Mar 14

® *FY10 Submission Due* Mar 14

®* Budget Validation TBD (April/May)

WFO Key Processes and Dates:

® RAPID Proposal/Award Data extract Feb 7
®* Template sent to Field Feb 11
®* Template due to Budget Office Feb 22

Contact Information:

® DOE Direct and FBSs questions: Email FBSsnotify@Ibl.gov or call
Sonya Neely (x6214) or Anastasia Schiller (x4273)

® Work for Others: David Hathaway (x7713)

i
Office of the Chief Financial Officer
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FBSs Internal Work Flow

reecocec| |

BERKELEY LAB

r_____l

IN PROCESS COMPLETE I AUTHORIZED I SUBMIT SENT
P |
Proposals can be created <:\> Proposals can be placed <:\> Proposals can be I I::> Proposals can only be I:> ro'i;;; :gnt to
and edited by anyone in into complete status by I authorized only by the placed into submit status
that division who has anyone in that division Division Director or for submission by the
system access who has system access I authorized designee + Budget Office —

—— — — — |

REJECTED RETURNED
= =
ol 1] O ) O
7
@ 11l WW /
Division Admins Division Admins Division Director Budget Office Budget Office
Resource Analysts Resource Analysts or Designee Analyst SAM

Pl’s

This person is the
proposal creator.
Each person must be
given access to FBS
individually by the
central system
administrator, and
must already have

PI's

Each person must
be given access to
FBS individually by
the central system
administrator

They must already
have FMS access
They will be able to

A list of Division
Directors or their
single authorized
designee will be
maintained centrally
No changes can be
made by the division
after a proposal is

The Budget Office
can change the
proposal status to
allow the division to
make revisions. It
will need to be re-
approved by the
Division Director

FMS access AFFECT all authorized Minor changes (e.g.
He/She will be able to proposals for their spelling errors) can
view and edit all division be fixed at the
proposals for his divisions request
division without requiring
Division Director re-
approval
u.

No changes can be
made to a proposal
after it has been
submitted to DOE HQ

meeesssssssssssssssssssssssssm Office of the Chief Financial Officer =——————————————



FBSs Requirements

Enter into FBSs as a...

~

rrereer ‘m

NNSA No Yes No
Office of Science R&D Yes No Yes
Office of Science Construction No Yes Yes*
Office of Science S&S No Yes Yes
EERE Yes No Yes
Electric Transmission and Distribution No Yes Yes
Fossil Energy No Yes Yes
Civilian Radioactive Waste Mgmt No Yes Yes
Environmental Management No Yes Yes
Environment Safety and Health No Yes Yes
Intelligence No Yes Yes
Crosscuts: No No Email-Budget Office
WFO: Place Holder info entered into an excel template.

* Attach the Project Data Sheet (PDS) for Construction Projects

iii
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l. SECURITY

The Field Budget Submission System (FBSs) is a component of LBNL’s Financial
Management System (FMS). In order to access FBSs you must have a valid FMS User ID
and password and security access to FBSs. First time users should use their LDAP User ID
and password to access FMS. For FMS access issues, contact Aurora Pecoraro at (510) 486-
6439. For FBSs access, contact Sonya Tom Neely at (510) 486-6214, or Anastasia Schiller
at (510) 486-4273.

FBSs production can be accessed through the FMS web site (via Internet Explorer) at:
https://fms/fmsprd

For training purposes, login to: https:/fms/fmstrn

1) Login to FBSs

/4 start EREATDEHY C @ % 62°F Desktop... 7. 4 Intemet.. ~| = 3OracleC.. v/ MERe:F050s.. | ® G:\Finandal... | T FBSsTraining..

A PeopleSoft 8 Sign-in - Microsoft Internet Explorer

File Edit View Favorites Tools Help #

oBa:k = \.) B @ {b psaarch rL'[L\X*Favorltes @ @' ; B D ﬁ ‘ﬁ

Address | @] https://fmssrv2.Ibl.gov:8001/psp/fmsprd/2cmd=login v | Bo Links ™

PeopleSoft.

_/ 1. Enter your User ID,
"*”"- 2. Enter your password, & -
Password: . e "
| 3. Click the “Sign In" button. e
(Note: Use Internet Explorer.)  La
rtugués
Nederlands Svenska
e gaox
© 2003 PeopleSoft, Inc.
All rights reservad. Capyrights to portions of
this software may be ownad by others.
PecpleSoft Propristary snd Canfidential.
PecpleSoft and the PacpleScft logo are
registered trademarks of PeopleSoft, Inc.
&) Done B & Trusted sites


https://fms/fmsprd
https://fms/fmsprd
https://fms/fmstrn

A window similar to the one shown below will appear on your screen:

a Employee-facing registry content - Microsoft Internet Explorer

Fle Edt iew Favortes Tools  Help

@Back @ L) @ @ (h pSearch *Favorites @ Bv ;i_% © LJ .‘3

Address |@ https:fjFmssrvl. bl gov:8401 |pspFESSOAEMPLOYEEERP h ?hab=DEFALLT

PeopleSoft.

Persanalize Content | Layout
Menu -]

Search:
)

B s ®

Home Add to Fa

[: My Favarites
[: Praject Casting
[: General Ledger

[> Field Budget Submission
[> Grants \

> Customer Corracts \ 4. Click on “Field Budgei

[> Customers S o g q .
b Allocations Submission” which is located in
[> et Up Financials/Supply Chain . . .

I EfiEEiee CHmEETes the navigation window.

[ Warklist

[: Application Diagnostics
[> Tree Manager

[ Reparting Tools

[: PeopleTools

— Change bty Passwiord
— My Personalizations

— Wby Systern Profile

— My Dictionary

" BeopleSoft

@ é 0 Internet




You are now in FBSs.

ternet Explorer

J File Edit Wiew Favorites Tools  Help |J eBack - @ - B @ \é | pSearch E,ILS'Favor\tes = | == & [ J ﬁ 3 | i

JAddress I@ https:f,messer.IbI.gov:SDD1,ipsp,l’Fmsprd,iEMPLO\"EE,I’ERPISJWEBLIB?EOPP?SC.HOMEPAGE.FieldFDrmuIa.IScrithppHP?ptjnam-j Go |J Google “C" = H» R @ Settings~

Search:
® ﬁ Field Budget Submission

[+ Wy Favarites . .
Access for Figld Budget Submission System

[ Manager Self-Service

I Praject Costing ﬁ Administration ﬁ] Proposals ﬁ Processes
[+ General Ledger FES ePME Administration Folder FES Proposal Folder FES Processes Falder
1> Allocations = Program Code FEFBS Propossl Data Entrv ElCreste XML Outout
[- Commitment CGontral = Sub Procram Code = Copy & Propasal EIFTP Transter XML file
=l Division Code ElPlace Holder Data Entry
[ Administration 6 More 3 hiore
[- Propozals
I Processes Repoits
I Reports FBS Report Folder
[ Budget System FElrint Proposals
I Grants =l gummary of Estimates Report
[ Customer Contracts Elprint PP in Crystal
[> Customers
[ “endors

[ Purchasing

[ eProcurement

[+ Services Procurement

[» Accounts Payahle

[> Set Up FinancialsSupply
Chain

[ Enterprise Components

[ Wiarklist

[> Tree Manager

[» Reporing Tools

[ PeopleTools

— Chanoe Wy Password

— bty Personalizations

— hiy System Profile

— bty Dictionary

@ ’_’_’_’_E @) Trusted sites
ﬂstartl J -} =4 | o0 a ”J &P Inbox For ... | B Haverty, ... ”ﬁz Intern...~ [X] Microsoft ... | B FESsTraini... ‘Qﬁ(&)N @O 10:27 am




2) Log out of FBSs

While in FBSs, you may click on the “Sign out” command which is located at the
top right-hand corner of any screen.

jon Page - Microsoft Internet Explorer

J File Edit ‘iew Favorites  Tools  Help |J OBack - \‘) \ B @ :h | ,OSearch ‘},,'L;'Favor\tes = [ ] ﬁ 3 | a"
JAddress@https:f,messer.IbI.gov:8001,ipsp,l’FmsDrd,iEMPLO\"EE,I’ERP;’s,iWEBLIB?EOPP?SC.HOMEPAGE.FieIdFDrmula.IScrithppHP?ptjnam-j Go |J GODSIE“C' j{» R @Settings'
,_\\I $

frecdee r
—

Search:

s

® ﬁ Field Budget Submission

[+ My Favarites . .
Access for Figld Budget Submission System

[ Manager Self-Service

[> Project Costing ﬁ Administration ﬁ] Proposals ﬁ Processes

[+ General Ledger FES ePME Administration Folder FES Proposal Folder FES Processes Falder
> Allocations =l Program Code = FBS Propossl Data Entrr Elreste ¥ML Outout

[- Commitrment Control =l Sub Procram Code ElCopy 2 Proposal EIFTP Transfer XML file

~ Field Bu =l Division Code = Place Holder Data Ertry
[ Administration 6 More 3 hiore
[ Proposals
I Processes ﬁ Reports
I Reports FEBZ Report Folder
[ Budget System EMM_
[ Grants = Summary of Estimatss Repart
[ Customer Contracts lbrint PP in Crvstal
[> Customers
[ “endors
[ Purchasing
[ eProcurement
[+ Services Procurement
[» Accounts Payable
[> Set Up FinancialsSupply .
chan “Sign out” command.
[ Enterprise Components
[ Wiarklist

[> Tree Manager

[» Reporing Tools

[ PeopleTools

— Chanoe Wy Password
— bty Personalizations
— hiy System Profile

— bty Dictionary

@ ’_’_’_’_E @) Trusted sites
ﬂstartl J -} =4 | o0 a ”J &P Inbox For ... | B Haverty, ... ”ﬁz Intern...~ [X] Microsoft ... | B FESsTraini... ‘Q@(&)N @O 10:27 am




Il. PROPOSAL CREATION & MAINTENANCE

1) Add a Proposal

FBSs has two proposal entry options:

e “FBS Proposal Data Entry” which will be used to enter an R&D proposal
that will be submitted to DOE HQ via the interim proposal submission
process. (i.e., For FY10, Office of Science and EERE)

e “Place Holder Data Entry” which has two functions: 1) to submit proposals
to DOE HQ via email for those HQ Programs not participating in the interim
proposal submission, and 2) to record all other proposal types for institutional
summary reporting purposes. (This includes all Construction activity.)

Navigation:
> Proposals
> FBS Proposal Data Entry

a Base Navigation Page - Microsoft Internet Explorer

-2 Base Navigation Page - Microsoft InternetExplover ARy
J File Edit View Favorites Todls Help |J QBack - @ - |_] @ \:\j | ):'Search f“—‘ Favarites (4| = P - ii o | :;'
| Address [] htps: ffmssrez.Ibl.gow:a001 fpsp/Frsprd|EMPLOYEE[ERFs/WEBLIE_EQRF_SC.HOMERAGE FleldFormula.IScript_appHFept_famiz| [ Go |J Google‘(}'v j{» » (7 Seftings~

= A
rrrrrrr !II

mm}
[ Manager Self-Service IE] tvisin tenu > Field Budcet 5
[+ Project Costing
I General Ledger Proposals
[+ Allocations
» Carmmitmant Contral e A e
= Field Budget Submission = FBS Proposal Data Entr = Copy a Proposal = Place Holder Data Entr
[ Administration E FEBS Proposal Data Entry Copy & Proposal E Flace Holder Data Ertry
~ Proposals
— EBS Proposal Data Entry
— Copy a Proposal =] Copv a Place Holder = Copy Proposal to Placeholder = Copy Placeholder to Proposal
— Place Holder Data Enry Copy a Place Holder ﬁ Copy Proposal to Placeholder ﬁ Copy Placeholder to Propozal

— Copy a Place Haolder
— Copy Proposal to
Placeholder
— Copy Placehalder 1o
Proposal
[+ Processes
[ Repors
[> Budget Systern
[- Grants
[ Customer Contracts
[ Customers
[ Wendors
b Purchasing 1. Select “FBS Proposal Data Entry”.
[» eProcurement
[- Services Procurement
[» Accounts Payahle
[» Set Up FinancialsiSupply
Chain
[> Enterprise Components
[+ Wiarklist
[> Tree Manager
[> Reporting Tools
[- PeopleTools
— Change WMy Password
— bty Personalizations
— hiy Systerm Profile
— My Dictionary =

[&] ’_’_’_’_E @) Trusted sites
lﬁstartl J a8 =4 SEBEH A »J &P nbox for ... | B Haverty, ... ”@2 intern... [X] Microsoft ... | B FESsTraini... ‘@@(&)N & O 10:38 Am




!4 start ERs2PEHBEc© 6 [Eswr. D71, ~[ @ am. v[ 20 v[®c\A.. [Tiress.. [ Mir...

4 FBS Proposal Data Entry - Microsoft Internet Explorer

File Edit View Favorites Tools Help L
@Eack > |ﬂ @ ;\\ /-" Search _‘:‘:ﬁ Favorites w{_‘} - 1;, % VM_J|ﬂ ‘5

Address| @] hitps://fmssrv2.Ibl.gov:8101 psp/fmstrn/EMPLOYEE/ERP/c/LBNL_ZE.ZE_PROPOSAL.GBLPPORTALPARAM_PTCNAV=ZE_PROPOSAL_GBLBEOPP.SCNode=ERPREOPP.SCPortal=EMPL v | [EJ Go  Links

| search: new window | Heip | &
& My Favorites Proposals

> Manager Self-Service

[ Project Costing 5 ——

> General Ledger Find an Existing Propasal | Add a New Proposal

[ Allocations
[ Commitment Control

| Field Budget Submission LBHL Proposal ID: [Trainos | 2. Select “Add a New Proposql”.
[ Administration e
> Propasals Funding Year: [2010
Proposal Sequence Number:| 1
~ bt 3. Enter an “LBNL Proposal ID".

— Place Holder Data Entry
— Copy a Place Holder
— Copy Proposal to
Flaceholder
— Copy Placeholder to
Proposal
[> Processes
> Reports
(- Budget System
(- Planning
[ Grants
[+ Customer Contracts
[> Billing
[+ Customers
[+ Vendors
[» Purchasing
[- eProcurement

(Maximum 8 characters)

Find an Exidting Proposal | Add a New Proposal

4. The Funding Year field
defaults to the year for a
Budget (On-cycle) proposal.
However, if you're adding a
Funding (Off-cycle) proposal,
you'll need to overwrite the
default with the appropriate
funding year. (See “Proposal
Funding Year” below for a
detailed definition.)

Note: This field will not be
editable after you click “Add’ in

[- Services Procurement

[ Accounts Receivable

[ Accounts Payable

[ Banking

(- Cash Management

(- Set Up Financials/Supply
Chain

[ Enterprise Compoenents

[+ Waorldist

[ Tree Manager

> Reporting Tools

> PeopleTools

— Change My Password

— My Personalizations

— My System Profile

— My Dictionary . “ "
5. Click "Add".
Step 5.
% | Disassions ™ | 1) (B €3 % | 21| @ Discussions not avaiiable on https: /fmssrv2.lbl gov:E101/ @
@ Daone =] ‘:} Local intranet

a. Proposal Funding Year

The “Funding Year” field refers to the fiscal year which will be funded; not the
current fiscal year. This field depends on whether the “Proposal Purpose” is
“‘Budget” (an On-cycle Proposal) or “Funding” (an Off-cycle Proposal)

“‘On-cycle Proposals” are submitted during the Annual Budget Call, and are a
request for funding two years after the year during which the proposal was
submitted.

For example:
Given the following criteria: Current Fiscal Year = 2008

Proposal Purpose = Budget (On-cycle Proposal)

Then, on the “Add a New Proposal” screen, enter the “Funding Year”, 2010.

“Off-cycle Proposals” are submitted outside the Annual Budget Call, and are
typically requests for funding in the current or next fiscal year.

For example:
Given the following criteria: Current Fiscal Year = 2008

Proposal Purpose = Funding (Off-cycle Proposal)
On the “Add a New Proposal” screen, enter the “Funding Year”, 2008 or 2009.



General Information:
(1) The proposal is comprised of 5 main tabs:

Admin
Technical
Budget
Attachment
Status History

abhwb~

(2) Required fields are highlighted yellow. (NOTE: All required fields must be
populated before you can save the proposal.)

(3) Magnifying glasses are lookup tools which provide a data table specifically for its
adjacent field. A data table may be sorted when you click on the column headings.



b. Administrative Information
The following screen appears with the “Admin” tab open:

74 start ERE2EOBS 20 6 0°F Deskt... | [ [Fwd: FW:... 7 4Inteme.. +| % G:\Financi... | [ 3 Micros... & =2 10:01 AM

A FBS Proposal Data Entry - Microsoft Internet Explorer B@”X‘

File Edit View Favorites Tools Help

Quc - © [ A Psown Srrmones @ 2+ 5 B -|E 3 6. Populate all

iejhnps:,‘ffmssrvz.\bl.gov:a101fpspffmstmeMPLUVEE/ERP,’c/LaNL,ZE.ZEJRDPUSAL.GELE!erPath=PORTAL,ROOT,UEJECLLENL,FBS.FES,PROPUS required fields that
) are shaded yellow
and other fields as

search: needed.
[> My Favorites Admin Technical Budget Attachment | Status History Glossary
[ Manager Self-Service
1> Project Costing
[ General Ledger

13 e 22 LR
b Allocations Sub Division" is a

> Commitment Control Proposal ID TRAINOZ  Sequence# 1 Status Authorized Funding 2010 division Ossigned
- Field Budget Submission Year

z‘;‘[‘g:]‘:;*l’:ﬁ“” “Division|| /5 Sub Division Proposal Type R&D FBS Key 000002118 code to help with
| - 3F'rcas:a\DtaEntry u IdenTIfICCITIOn Ond
— Caopy 3 Proposal
— Place Holder Dat Entry primary Pi[0005 17 Wehner,Michael reporting within the
— Copy a Place Holder PRI ..
Division. Thisis a free

— Copy Proposal i
P\Uacen;?dgrsa ’ Contact Name |STHNEE NeelySonya T form non vghdofed
field.

Address

(20 Characters or Less)

*Proposal Short Name |FBS TRAI

— Copy Placeholder to
Proposal
[> Processes
I Reports Secondary Pl
- Budget System
> Planning
[> Granls
> Customer Contracts
[ Billing
[ Customers Program Announce No

[> Vendors 7. The “End Daie” |S

[ Purchasing Program Announce Title

> eProcurement reqUired Ond |S the

[» Senices Procurement

> Accounts Receivable end dOTe Of The

1> Accounts Payable

[ Haneng Estimated Proposal  Begin Date[10/012000  End Date Open Ended projec’r. If there is

[» Cash Management

[> SetUp Fi ials/Suppl q
S none, then leave it

S Ertirae e i Primary B+R [KB040202 88 Inch Cyclotron i
b etz campees blank and click on

[> Tree Manager *HQ Program |SC25 SC26 - Office of Nuclear Physics “ "
> Reporting Tools the Open Ended
I PeopleTools Secondary B +R Info ez

— Change My Password = = CheCk bOX.

— v Personalizations
- My System Profile Secondary B+R
- My Dictionary

Proposal Purpose | Eudge Proposal Reason| l2wF

(Collaborator Info {Non-US or Foreign Only)

<

X ! Discussions ™ ‘ j_; % 'J gl ﬁl @) Discussions not available on https://fmssrv2.lbl.gov:8101/ (7]
&] Done 5 %4 Local intranet




Scroll down further on the “Admin” tab:

23 FBS Proposal Data Entry - Microsoft Internet Explorer
File  Edi

eBack o \_) @ @ \Lh pSearch :{‘\?Favorites @ F:::(:' :\?,. = J .‘3

Wiew Favorites  Tools

Help

Agdress@https:,l';'Fmssrvl.IbI.gov:8401,l'psp,l'FBSSQAIEMPLOVEEJERPICILENL_ZE‘ZE_PROPOSAL.GBL v BJeo Lnks

PeopleSoft.
Menw B

Search:
)

[ My Favorites

[ Project Costing

[ General Ledger

=~ Field Budget Submission
[> Administration
= Proposals

— Copy a Proposa
[- Processes
[> Grants
[> Customer Contracts
[> Custamers
[» Allocations
[ Set Up FinancialsiSupply
Chain
[+ Enterprise Components
[ Worklist
[ Application Diagnostics
[ Tree Manager
[ Reporting Tools
[ PeopleTools
— Chanoe Wy Password
— My Personalizations

‘Primary B+R. Q <

HQ Program <+—

Secondary B +R Info

Secondary B+R &

FHE

First El 1of 1 El Last

ICollaborator Info {Mon-US or Foreign Only)

[

Collaborator Name |
) Non-US Citizen

Citizenship ’_ Q

() Foreign Collaborator

First 1] 1of 1 [ Last

(Collaborating Organizations

HE

Collaborating Organizations

8. After the
required “Primary
B&R" is entered,
the "HQ Program
is automatically
populated. This
field can be
overwritten.
(Note: An “HQ
Program Manager”
field will be placed
next to the “"HQ
Program.” It will be
optional due to
systemic limitations, but
is required for the
inferim submission.)

— My System Prafile Sub Contractor Information Fingd | isv: First (0 4 o 1 (M Loet
— Iy Dictionary #H[E=
Subcontractor Name
Description Of Work
~N

N

If a Foreign/Non-
U.S. collaborator
Isinvolved in the
project, populate
all collaborator
fields. An
additional field
(Foreign Location)
appears if you
check “Foreign
Collaborator”.

10




Scroll down even further on the “Admin” tab:

) FBS Proposal Data Entry - Microsoft Internet Explorer

File Edit Wiew

eBack - \_) \ﬂ @ __h /l__\J Search \‘_?;:(’Favorites ﬁ} [_:v :\? - _J ';’3

Favorites  Tools  Help

Address |@ hitps:ffmssr1. Il gov:8401 [pspfFESSQAEMPLOYEE/ERP/c/LBNL_ZE.ZE_PROPOSAL.GBL

PeopleSoft.

E

F[E

Subcontracter Name |

Description Of Work

No of Graduate
Students

Undergraduate

Students

No of Postdec

Fellows

=

Check All that Apply

[Jwork involves Human Research

HHS Compliance No

IRM Approva El

[CJwork Involve Animal Research

NIH Compliance No IACUC Approval Date E‘j

O Proposal is included in the Institution Plan

If you check “Human
Research”, you will
need to enter the
Compliance Number
and the Approval
Date.

Similarly, if “Animal
Research’ applies,
then the NIH
Compliance Number
and Approval Date
are required.

If a CRADA applies,
then enter the CRADA

O Proposal includes security Interest

[CIwork is associated with CRADA CRADA Number

fab.

9. Proceed to the “Technical”

& sae | B oty B Al

Update/Display | £ Include History |

Admin | Budget | Technical | Aftachment | Status History | Glassary

|

@ javascript: saveWWarning( TargetContent',null,'_top', https: fffmssry 1 .Ibl.gov: 8401/ psp/FESSQAEMPLOYEE/ERP fw/WORKLIST?ICACtion=1C

é 0 Internet

11



c. Technical Information

istat. E€REZODESCOGC

A FBS Proposal Data Entry - Microsoft Internet Explorer

File Edit View Favorites

@Back M | @ @ Lh /'.’j Search S“;L?Favnr\tes @) [::' L_; "

Tools  Help

U s

S 7me.. <[ TaM. v[Ea0m. v[Meima. [Wovc. - EEUETSNIEY & a00pM

LEK
@

Address %J https://fmssrv2.Ibl.gov:8101/psp/fmstrn/EMPLOYEE/ERP/c/LBNL_ZE.ZE_PROPOSAL.GBL?PORTALPARAM_PTCNAY=ZE_PROPOSAL_GBL&EOPP.SCNode=ERP&

> Wy Favorites

[ Manager Seli-Service

[ Project Costing

> General Ledger

[> Allocations

> Commitment Control

~ Field Budget Submission
[» Administration
= Proposals

- Copy a Proposal
- Place Holder Data Entry
~ Copy a Place Holder
— Copy Proposal to
Placeholder
- Copy Placeholder 1o
Proposal
[ Processes
[ Reports
[ Budget System
[ Planning
> Grants
[ Customer Contracts
I Billing
> Customers
[> Vendors
[ Purchasing
> eProcurement
[ Services Procurement
[> Accounts Receivable
[» Accounts Payable
[: Banking
[» Cash Management
I SetUp Finar pply

Admin Technical Budget Attachment | Status History | Glossary

10. “Work Proposal
Title" is a required
field.

(Maximum 300
characters)

*Proposal Short Name [FBS TRAINING (20 Characters orLess)

ProposalID TRAINOS  Sequence# 1 Status In Process Funding 2010
Year

“Division|NS C Sub Division Proposal Type R&D FBS Key NEXT

FBE Training for first time users and those who require a refresher BL
*Work Proposal Title

Category of Work ‘ Research v

11. “Category of
Research” and
“Category of Work”
are also required.

Project Objective  |To train field analysts on how to create proposals in the Field Budget
Description Submission System (FBS) for the Annual Budget Call and off cycle
proposals

The training entails reviewing proposals, place holders, reporting and

*Abstract
the general Annual Budget Call process

Chain
[ Enterprise Components
[ Warklist
[ Tree Manager
[ Reporting Tools
[ PeopleTools
- Change Wy Passward
- Iy Personalizations
- Iy System Profile
— Wy Dictionary

Research Area

Researcnld| Q
@ primary research () Secondary research

Milestone Information

*Projected Wilestone Date 100712008 Byt o) iiestone Date &

,,,,,,, WMilactana Annrnuard [

12. “Project
Objective
Description” and
“Abstract” are
required. (Note:
Each has a
maximum of 1,333
characters. The
system will allow you
to continue typing
beyond the limit, but
will truncate after
moving to another
field.)

|5

9

é
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Scroll Down further on the “Technical” tab.

start ERSZOEBTC©6 [ESFL. £7me. -[03M. v S30m. v ®eEnm. (Hovc. v ERERP 7 40z

A FBS Proposal Data Entry - Microsoft Internet Explorer IEX
File Edit View Favorites Tools Help rf,'

@Eack = \J B @ ih ;) Search Si:( Favorites @ L’i' :\‘ ) @‘ﬂ ﬁ

éj https://fmssrv2.Ibl.gov:8101/psp/fmstrn/EMPLOYEE/ERP/c/LBNL_ZE.ZE_PROPOSAL.GBL?PPORTALPARAM_PTCNAV=ZE_PROPOSAL_GBL&EOPP.SCNode=ERP&EOPP.SCPortal=EMPI ¥ . Go

Links * & -

Address

Add to Favorites

FBS Training for firsttime users and those who require a refresher &
*Work Proposal Title 2

[> My Favorites Basic w
I Manager Self-Semvice St e Ressel ‘ ‘
[» Project Costing Category of Work ‘ReEearch v‘
> General Ledger
[ Allocations

[ Commitment Control Project Objective  [To train field analysts on how to create proposals in the Field Budget
- Field Budget Submission Description Submission System (FB3) for the Annual Budget Call and off cycle

I Administration proposals. 13 There mUS_I_ be O_I,

= Proposals
least one Milestone.
- Copy a Proposal
— Place Holder Data Entry The SySTem defaults
— Copy 3 Place Holder *Abstract The training entails reviewing proposals, place holders, reporting and 8 .
fglngg :r%gnsaltn the general Annual Budget Call process the first milestone of
aceholder

- Gopy Piaceheiderte “Submit Proposal” this
Proposal q

b Processes can be overwritten.

I Reports

EE‘L.:!”Q’,WEI’IIISySIem Add OddlflOﬂCﬂ
< Research Area Find Al First M 4 op1 M) Last milesfones by Using

[> Grants
[ Customer Contracts
[» Billing Research Id Q .E The n+u bUﬂ'Oh.

- Customers () Primary research O Secondary research

[ Vendors \

[> Purchasing
[ eProcurement Milestone Information Find | View Al First 4] 4 of 1 ¥ Last

[ Senvices Procurement
-
> Accounts Receivable “Prajected Milestone Date| 212098 B sct i piestone Date B =

> Accounts Payable i
[ Banking *Milestone Description (2000 Characters or Less) Milestone Approved []
I+ Cash Management For Office of Science proposal milestones, you may enter a single milestone with the

[- Set Up Financials/Supply iption of, "Submit Proposal”

Chain
> Enterprise Components For EERE proposal milestones, the HQ program requires that you enter one milestone for
I Worklist each budget year that you enter on the Budgettab
> Tree Manager
[ Reporting Tools
> PeopleTools
- Change by Password
— My Personalizations
— My System Profile

EvAdd UMDBp\ayl 4 Include History |

- My Dictionary Admin | Technical | Budget | Attachment | Status HISTOr TS .
14. You may now click L
m " =
X | Discussions ™ ‘ ﬁ % fj g ‘ ﬁ‘ BD\smssmns not avaiable on https:/{fmssrv2.lbl.gov:8101/ On the save bUH’Oﬂ. (7)]

& J Local intranet

15. Proceed to the “Budget” tab.
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d. Budget Information

i start CRE2OBT 206 | =50FD. £ 7Me. v 5 3Mo. v £30m. v %G\Fmwe. |@2Mc. v '2:1 4:12PM
A FBS Proposal Data Entry - Microsoft Internet Explorer B@@
[}

File Edit View Favorites Tools Help

@Back ] |ﬂ @ h ;3 Search \;\\?Favorites &} [" :‘,, "a‘ﬂ ﬁ Note:

e a) The budget years are dependent |, .

on the “Funding Year” entered on I
out

Address !éj https://fmssr2.Ibl.gov:8101/psp/fmstrn/EMPLOYEE/ERF/¢/LBNL_ZE.ZE_PROPOSAL.GBL?PORTALPARAM_F|

the “Add New Proposal” screen of

B Page 7.

b) The dollars entered below are in b
Admin | Technical | Budget | Attachment | StatusHistory | Glossary Thousands.

c) See the budget category
*Proposal Short Name |FBS TRAINING (20 Characters or Less) deﬁniﬁons be'OW.
Proposal ID TRAINOS ~ Sequence# 1 Status InProcess Funding 2010

Year

“Division|NS €, Sub Division Proposal Type RED FBS Key NEXT

.Prinr Year.s CarryOver 2008 2009 2010 M 2012 2013 014 2015

CurrentFY gy 1 CurentBY BY+1  BY+2 BY+3 BY+4  BY+5

Scientific Staffing

16. Enter FTE information for
Tota Direct Staffing “Staffing” to the tenths

Staff Years) 0.0 10.0 125 105 105 105 10.5 deCimOl plcce, Ond CllSO

k budget dollars ($K) for

r
3
M‘
B
ra| o
i I =
]

Other Direct Staffing | | 25 25

P ) [ T [ [ [ a0 B | “Operating” & “Equipment”
Operating Total Costs o | m Tl [ [ ® [ mg [ | [ to the whole number.

Equipment o [ o[ m [ = [ [ w0 [ a0 | | T T T

Obligations

Equipment Costs 180 w [ om0 [ om0 300 200

B save | [=] Notify Y ,_.Ei‘tf

Admin | Technical | Budget | Attachment | Status History | Glossary

The first two columns are designated for budget amounts from “Prior
Years”: the first column automatically sums all prior years’ amounts that
have been entered into FBSs and the second provides the proposal

3 creator with the option to update them. (This is not required 3
[ information.) The “Carryover” column is a calculation of the “Prior P

| Discussions H_; % " (7]
dome | Years” budget data. ]

Note: You must be using IE as your browser for the columns to align correctly

Scientific Staffing = Estimate for Scientific Full Time Equivalents (use FTE’s, not
staffing dollars)

Other Direct Staffing = Estimate for other FTE’s (use FTE’s, not staffing dollars)
Operating Total Obligations = Operating Budget Authority (BA)

Operating Total Costs = Operating Budget Obligations (BO)

Equipment Obligations = Equipment Budget Authority

Equipment Costs = Equipment Budget Obligations

14



Scroll to the right on the “Budget” tab.

Tistartt ©®<EER

@0

2ZI50°F D...

£ 7Inte.. v|7 3 Mo..

3 FBS Proposal Data Entry - Microsoft Internet Explorer

File Edit View Favorites Tools Help

@Back 2 :\_) @ @ ih /':] Search S:ﬁ:( Favarites @ Lj'

v £ 30ra. | & G:\Fina...

3 2 Mic...

4 414 FM

=X
"

Address

==

(20 Characters or Less)
Status In Process Funding
Year

Proposal Type R&D FBS Key NEXT

CarryOver 2008
Current FY

2010

2009
BY -

2010

Current BY

20m
BY +1

= 17. "“Total to Complete Display” will

@ https://fmssrv2.lbl.gov:8101/psp/fmstrn/EMPLOYEE/ERP/¢/LBNL_ZE.ZE_PROPOSA

calculate when you save your entries. If
you wish to change this number, you may
overwrite the calculations by entering the
new fotal in the “Total to Complete”
column. (Note: This is not a required
field.).

ks 2 | @y ~

-

Total to
Complete
Display

2012 2014 2015 2016 2017
BY +2 BY +4 BY +5 BY +6 BY +7

10.0 125 105 105 105 105 845
100 [ 200/ | 250 250 300 300 | [ [ [ [ $1.400
100 I 200 250 = 300 300 | [ \ 51,400
200 o 200 [ 250 250 300 e e [ [ -
190 I 200 | 250 250 300 300 | [ [ [ I $1.400

Total to
Complete

B Add Llpdaleleulayi JE Include History

History | Glossary

<

18. Click on the “SAVE" button which is
always located at the lower left-hand
corner of the screen.

* | Dsassons ™ | 151 By #7 %7 | 121 | @ Discussions not avaiable on htos://fmssrv2.Ibl.gov:8101/

9

@ Done

é \j Local intranet
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e. Attachments

For attachments to work correctly you need to have the POP-UP Blocker turned-off.

On the Microsoft Internet Explorer Toolbar, click on:
» Tools
» Pop-up Blocker

» Turn off Pop-up Blocker.

The “Attachment” screen appears as follows:
< FBS Proposal Data Entry - Microsoft Internet Explarer

Fle Edit “iew Favorites Tools  Help

eBack @ \J @ @ Lh pSearch \E:l'g‘Favorites @ E:;{v :‘\; v J ‘ﬁ

Address |@ https: fiFmssryv . Ibl. gov: 8401 /pspfFESSQAJEMPLOYEESERP/cf/LBNL_ZE.ZE_PROPOSAL, GEL

PeopleSoft.

Division Status FBS Key NEXT

19. Choose a category which
best describes the attachment.
(FBSs allows for one attachment
per category. The “Other”
category is an exception and
may be selected multiple times
tfo add multiple files. )

It is acceptable to attach a
single PDF of the entire proposal
package under the category
“Proposal”

Tip: Add an attachment by clicking on the paper clip !
Attachment

o‘ Category Atizziied File
S Il

First [« 1af 1 0 Last

e

o2
Customize | Find | ¥

20. Click on the
paper clip to attach
the file. Use the “-"
button to delete an
attachment.

21. Click “Save”

B Save otify B Add

Update/Display | Z Include History |

Admin | Budget | Technical | Atachment | Status History | Glossary

1=

€

é O Internet
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f. Status

When a proposal is created, the status is defaulted to “In Process”.
Tistart E€READESE GG S0°F Desk.. | B Re:FBST.. 2 4. -| 8 GiFnanci. |@Fesstron. —|[RSESESEFY &) .

A FBS Proposal Data Entry - Microsoft Internet Explorer |;\@X
File Edit View Favorites Tools Help "?f

eﬂack e \J B @ 1_h ;1 Search i\?Favumtes @ Ljv :\; = D‘ﬁi ﬁ

Address a https://fmssn2.1bl.gov:8101/psp/fmstrn/EMPLOYEE/ERP/c/LBNL_ZE.ZE_PROPOSAL.GBL?PORTALPARAM_FTCNAV=7ZE_PROPOSAL_GBL&EOPP.SCNode=ERP&EOPP.SCPortal=EMPL ¥
o) ﬂ

—
Search: 22. When the EHEL

4 722 AM

Go Links * | @ -

Worklist Add to Favoriies

[ My Favorites Admin Technical Budget Aftachment | Status History Glossary p ro p OS O I IS re O d y
I Manager Self-Senice fOI’ CIppI’OVO| f|rST
Eg:"fl:?mcf;d“;‘; *Proposal Short KameiW‘ (20 Gharacters or Less) . "‘ "
e Proposal ID Sequence # Status In P| Fundir C“Ck On The +
> Commitment Control T TRAINGS 1 n Process ing 2010 .
- Field Budget Submission Year Slgﬂ TO Odd a

b Administration “Division|NS ,  Sub Division Proposal Type R&D FBS Key 000002118

new status row.
Then, change
the status to

— Copy a Proposal
— Place Holder Data Entry
— Copy a Place Holder

— Copy Proposalto HE2008 B |
Placenolder Hieciwe e Sequence Co

~ Copy Placeholderto *Status " —rFr

Proposal Status

Proposal (Completed).
[ Processes Proposal Status Changed by
> Reports

[> Budget System Employee ID 013489 Meely,Sonya T

> Planning
» Grants User ID STNEELY

DC_u_stomerCom(ads Date and Time 0116/08 3:35:11PK 23' YOU mOy Odd
s comments for the

> Vendars Comments

Siihizsing < designated
[ eProcurement PR
[ erices Procurement leISIOﬂ Opprover
[ Accounts Receivable
[» Accounts Payable here .
> Banking

[» Cash Management

> Set Up Financials/Supply

Chain

b Enterprise Components ) save | 24. Click “"SAVE" to implement the

[ Warklist

[ Tree Manager Admin | Technical | Budget | Atachment | Status History | Glossary
N = S status change.

I PeopleTools

|- Change Wy Password
- Iy Personalizations
— My System Profile

- My Dictionary

5 ‘ Discussions = | 1] [T bo o (=) | @ Discussions nat available on https://fmssrv2.lbl.gov:8101/ (7]
&) 2 %) Local intranet
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The completed proposal will appear as follows:
'!_;gtart ERC2AODBECEO G | 50F Desk... | o Re:FBST.. 7 4Intern.. +| B Gr\Financi.. | [ 2 Micros.. €.

3 FBS Proposal Data Entry - Microsoft Internet Explorer X
File Edit View Favorites Tools Help ﬂ'

@Back it \_J @ @ th /'.(j Search *Favnmtes @ Lj' :\E‘ "@‘ﬂ 3

éj https://fmssrv2.Ibl.gov:8101/psp/fmstrn/EMPLOYEE/ERP/¢/LBNL_ZE.ZE_PROPOSAL.GBL?PORTALPARAM_PTCNAV=ZE_PROPOSAL_GBL&EOPP.SCNode=ERP&EOPP.SCPortal=EMPL ¥

Fr

Address Bco |Lnks > &~

! ﬂ
i Workist Add to Favorites
Search: Mew Window | Helo | Customize Page Saved
[ My Favorites Admin Technical Budget Attachment | Status History Glossary
[ Manager Self-Service
- Project Casfing “Proposal Short Name [FBS TRAINING (20 Characlers or Less)
[ General Ledger
[ Allocations
[ Commitment Contral Proposal ID TRAINOS  Sequence# 1 Status Completed Funding 2010
~ Field Budget Submission Year
> Administration “Division|NS O Sub Division Proposal Type R&D FBS Key 000002112
= Proposals

— FBS Proposal Data Entry
— Copy a Proposal
- Place Holder Data Entry Proposal Status

- Capy a Place Holder - Q
- oo poosa Efective Date [7117/2008 S 25. You have the option of
~ Copv Placeholder o *Status ee Completed ClleIng The “Noﬁfy” bUﬁOh TO
Proposal
I Processes Proposal Status Changed by send an email to inform the
> Budgt Syt Emoloyeold 013469 NeshSoniaT Divisional Designee to review &

[ Planning User ID STNEELY

b Grants approve the proposal.

[ Customer Contracts Date and Time 01M7i08 7:23:32AM
[> Billing

> Customers
> Vendors

> Purchasing
> eProcurement B
> Senvices Procurement

1> Accounts Receivable

> Accounts Payable

> Banking

> Cash Management

> Set Up Financials/Supply

Comments

Chain
[+ Enterprise Compaonents B Savel SReturn to Searcnl [=] Notity | EvAdd | JHupdateDisplay | JE Include History
[ Warklist
> Tree Manager Admin | Technical | Budget | Attachment | Status History | Glossary

[ Reporting Tools

[ PeopleToals

- Change Wy Password
- My Personalizations
- My System Profile

— My Diclionary
x ‘ Discussions ™ ‘ f’; % g g‘ ﬁ | @D\scusslons not available on https://fmssrv2.Ibl.gov:8101/ (7]
&] Done 8 % Local intranet

Your proposal is now complete and is a candidate for approval by the Divisional
Designee.

g. Glossary

The Glossary tab includes FBSs field definitions in the order that they appear during
the proposal setup stage.
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2) Revise a DOE Proposal

A proposal may only be updated with a status of “In Process” or “Completed”.
The proposal won’t accept any further changes in other status levels, unless, it's
unlocked by a user with that privilege.

Navigation
» Field Budget Submission
» Proposals
» FBS Proposal Data Entry.
» Find an Existing Proposal

% FBS Proposal Data Entry - Microsoft Internet Explorer

‘2 FOS Proposal Data Entry - Microsoft Internet Explover ARy
J File Edit View Favorites Todls Help |J eBack —E) - |_'| @ .\J ,'TJ Search fg. Favarites (4| (= e = ] ii 5 | ':;'
| Address [] htps: [fmssrez.Ibl.gow:a001 fpsp/Frsprd|EMPLOYEE[ERFic [LEML_ZE 7E_PROPOSAL,GBL7FalderPath=PORTAL_RODT_OBECT.L 7| [ Go |J Google“Cv j{» » (7 Seftings~

Home Sign out

‘I> Manager Self Service =
[> Project Costing

[+ General Ledger

Mesw Window | Help | i

[ Allocations Proposals
[> Commitrment Contral Enter any information you have and click Search. Leave fields blank for a list of all values
= Field Budget Submission
[> Administration Find an Existing Pi | . .
< Proposals e 1. Use a combination
— FBS Proposal Data Entry g
~ Cop agsl — LBNL Proposal ID: [begins with =] | Q of these search fields
— Place Holder Data Entry Funding Year: = - 1
e T I j : 2 fo find the proposal
_g;%!ei;?dg;sam roposal Sequence Number: |= n you would like to
Llaeenoider Pri Pl b th » 4+—
- Copy Placeholder to rnary [oegine w “ > copy or leave them
Proposal FBS Key: |beg|ns with =] | Q :
E;roce:ses Proposal Division ID: |beg|ns Wlthj| Q O” blan fO brlng Up
epors
I>Budg';t System Propesal Sub Divisien ID: [ biegins with 7] | Q a list of all proposals.
¥ EHEIES Proposal Status: [= H o |
[ Customer Contracts
I Customers Short Name: [egins with ] | Q _/
[ “endors

b Purchasing ™ Include History ™| Correct History

[ eProcurement

[ Services Pracurement Search | Clear |W The “Clear" bUﬁOﬂ

[ Accounts Payable

[ Set Up Financials/Supply .
Chain Find an Existing Froposal |AddaNemeQosal W|” CleOr O” The
o compenents search fields.

[> Tree Manager

[> Reporting Tools

[- PeopleTools

— Change WMy Password
— bty Personalizations
— hiy Systerm Profile

— bty Dictionary E

& [ [T B @ mrusted sices
fﬂstartl J a8 =4 SEBEH A »J &P nbox for ... | B Haverty, ... ”éa intern...v [%] Microsoft ... | [ 3 Micros... ~ ‘Qw(&)N & O 11:z6 am
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A list of proposals generated from your search will appear:

2} FBS Proposal Data Entry - Microsoft Internet Explorer == .
J File Edit ‘iew Favorites Tools  Help |J QBack - &) - [x] 2] ;,\J | - Search - Favorkes £ | (= -3 = | "Jl
| address IE https: {fmssr2.Jbl. gov:a001 jpspfmsprd]EMPLOYEE/ERPc/LBML_7E. ZF_PROPOSAL.GEL?FolderPath=PORTAL_ROOT_OBFECT.L 7| [£] G0 |J Google “Cv j{» » (7 Seftings~

Home

‘I> Manager Self Service =
[> Project Costing

[+ General Ledger

[ Allocations Proposals
[> Commitrment Contral Enter any information you have and click Search. Leave fields blank for a list of all values
= Figld Budget Subrmission
I Administratinn Find an Existing Proposal | Add &
= Proposals
— FBS Proposal Data Entry - -
— Copy a Propasal LBNL Proposal ID: | heging with j| Q
— Place Holder Diata Entry Funding Year: |= j | Q
— Copy a Place Haolder
— Copy Proposal to Proposal Sequence Numl)er:|= j | Q
Placeholder Primary PI: heging with =
— Copy Placeholder o v I g H| a
Froposal FBS Key: |beg|ns Wlthj| Q
E ;roce:ses Proposal Division ID: [egins with 7] LD Q
epotts
b Budget System Propesal Sub Divisien ID: [ biegins with 7] | aQ
[ Grants . -
Proposal Status: = - -
[ Customer Contracts g I J I J
I Customers Short Name: [egins with ] | Q
[ “endors

b Purchasing ™ Include History ™| Correct History

[ eProcurement

I Services Pracurement Fearch | Clear | Basic Search |5 Save Search Criteria

[ Accounts Payable

[» Set Up FinancialsiSupply
Chain Search Results

[ Enterptise Components

[+ Wiarklist

[ Tree Manager

[> Reporting Tools
I PeopleTools Qoo In Process

1 LD
— Change Wy Password CSEEEL ang 1 00000no4ye LD hlank Sent CSEEKL -LD-RO-08
— bty Personalizations LDIACOG Li]i]3] 1 000000362 LD hlank Completed WACWORKEHOP

— hiy Systerm Profile
— My Dictionary =

I~
@ ’_’_’_’_E @) Trusted sites
%‘Startl J -} =4 v | @HoCaa »J &P nbox for ... | B Haverty, ... ”ﬁa intern...v [%] Microsoft ... | [ 3 Micros... ~ ‘Q@(&)N & O 11:27 am

Select a proposal from the list and it will be displayed for you to update. Remember
to save your changes and set the status to “Complete” when the proposal is ready to
be approved.

3) Delete a DOE Proposal

1. Find and select the proposal to delete.

2. Click on the “Status History” tab.

3. Change the status of the proposal to “DE” (Deleted).

4. Click on the “Save” button.

***NOTE: Once the “Deleted” status has been saved,
there’s no means to retrieve the proposal.
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4) Copy a DOE Proposal

Navigation

> Field Budget Submission
» Proposals
» Copy a proposal

The following screen will appear:

J File Edit Wiew Favorites Tools  Help

opy a Proposal - Microsoft Internet Explorer

|J eBack - \‘) \ Iﬂ @ ;}J | pSearch jL;' Favorites &0

s E-LE S

| o

JAddress IQ https:f,l’Fmsser.IbI.gov:SDD1,ipsp,l’Fmsprd,iEMPLO\"EE,I’ERP;’C,#LBNL_ZE.ZE_PROPOSAL_COP\".GBL?FoldarPath=PORTAL_ROOT_OBj Ga |J GQOSIC “C'

j+ » Settings=

A
Freraes .l

]

[> Manager Self-Senice
[+ Project Costing
[» General Ledoer
[+ Allocations
[> Commitment Control
= Field Budget Submission

[ Administration

= Proposals

— FBS Proposal Data Entry

- e Hald ata Entry
— Copy a Place Holder
— Copy Proposal to
Placeholder
— Copy Placehalder to
Proposal
[ Processes
[* Reports
[> Budget System
[+ Grants
[> Gustomer Contracts
[ Customers
[ Wendors
[> Purchasing
[ eProcurement
[> Services Procurement
[» Accounts Payable
[ Set Up Financials/Supply
Chain
[+ Enterprise Components
[ Wnrklist
[> Tree Manager
[> Reporting Tools
[> PeopleTools
— Chanoe Wy Password
— My Personalizations
— bty Systern Profile

— by Dictionary

Copy Proposal
Enter any infarmation you have and click Search. Leave flalds blank for a list of all values

Proposal to copy

FBS Hey: | begins with =] |
LBHL Proposal ID: | hegins with j|
Funding Year: |: =
Proposal Sequence Number: | = j |

Proposal Division ID: | hegins with j|

Proposal Status: | = = |

Search | Clear | Basic Search (B Save Search Criteria

]

1. Use a
combination of
these search
fields to find the
proposal you
would like to
copy or leave
them all blank to
bring up a list of
all proposals.

The “Clear”
button will clear
all the search
fields.

T A msteisres

wstartl J -} =4 e NN G = NG] ”J &P Inbox For ... | B Haverty, ... ”aiilntern...v [2€] microscft ... | W3 Micros... - ‘Q@(&)N @O 11:29 am
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J File Edit ‘iew Favorites  Tools  Help |J eBack - O \ B @ \(h | ,OSearch ‘},,'L;'Favor\tes = [_'_‘]v LT_; [ J ﬁ 3 | a.

JAddress @ https:f,messer.IbI.gov:SDD1,ipsp,l’Fmsprd,iEMPLO\"EE,I’ERP;’CJLBNL?ZE.ZE?PROPOSAL?COP\".GBL?FoldarPath=PORTAL?ROOLOBj Go |J GOOSIE “C' = H» R @ Settings~

[> Manager Self-Service =
[+ Project Costing
[» General Ledoer
[ Allocations Copy Proposal

[> Commitment Control Enter any information you have and click Search. Leave fields blank for a list of all values
= Field Budget Submission

[ Administration Proposal to copy

= Proposals
— FBS Proposal Data Entry .
FBS Key: [begins with ] | 2. Click on the proposal
lace Holder Data Entry : i ith | = .
~ Copya Place Holder LBNL ProposaliD Loegins wit ]| you would like to copy.
— Copy Proposal to Funding Year: |: j |
Placeholder -[= E
~ oy Placehalder o Proposal Sequence Numher.l J |
Froposal Proposal Division ID: |begins Withj|LD [}
[ Processes . = = B
alies Proposal Status: | = |

I» Budget System

I Grants Search | Clear | Basic Search (B Save Search Criteria

[» Customer Contracts
[ Customers

[ Vendors Search Results

[ Purchasing | —

First [« .
[ eProcurerment - -
[ Servicas Procurement FBS Ki LEBHNL Proposal ID |Funding Year Proposal Sequence Number |Proposal Division |D [Proposal Status
1

I Accounts Payable 000000146 CSEEKL 2007 LD In Process

[ Set Up Financials/Supply 000000362 LDIACODE 2006 1 LD Completed
Chain 000000478 CEEEKL 2008 1 LD Sent

[+ Enterprise Components

[ Wnrklist

[> Tree Manager

[> Reporting Tools

[> PeopleTools

— Chanoe Wy Password
— My Personalizations
— bty Systern Profile

— My Dictionary =

€
distart| | &

’_’_’_’_E @) Trusted sites
=4 | o0 a ”J &P Inbox For ... | B Haverty, ... ”ﬁ:}lntern...v [2€] microscft ... | W3 Micros... - ‘Q@(&)N @O 11:29 am
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Populate the required fields and click the copy button.

a Copy a Proposal - Microsoft Internet Explorer

J File Edt “iew Favortes Tools Help

[5]x]

PeopleSoft.
[Menu 8
Search: ®

[ My Favarites

[ Project Costing

[> General Ledger

- Field Budget Submission
[ Administration

= Proposals

— Copy a Propusal

[ Processes
[ Reports

[+ Grants

[ Customer Contracts

[ Customers

[+ Allocations

[- Set Up FinancialsSupply
Chain

[> Enterprise Components

[+ Worklist

[- Application Diagnostics

[> Tree Manager

[» Reporting Toals

[> PeopleToals

— Change Wy Passward

— My Personalizations

— My Systern Profile

— My Dictinnary

Copy Proposal

3. Enter the new “Proposal ID".

4. Enter the new “Funding Year”.
ATTENTION: This field must be entered
correctly. You will not be able to change it

FBS Key
Proposal ID
Fiscal Year m

Sedq Nbr n

Copy To
FBS Key

Proposal ID

,_
Seq Nbr |_1

Fiscal Year

£\ Rkturn to Search | % Refrash |

after you’ve clicked on the “Copy” button.
(Refer to the definition in the section titled
Proposal Funding Year on page 7.)

5. Click on the "Copy” button to save and
create the copy.

Copy |

6. A successful copy nofification will appear.
Click "OK".

é | Done

7. Return to the FBS Proposal Data Entfry
screen to find and update the copied
proposal.

=YY —

£6'Start| | ei.=._=.___=.__._.._.,___,.,._.__,_._,_,:rm_=._| ... | Mic...| B3 A | DRh.. | 32 N@DO e 1s3an

NOTE:

(1) Attachments can’t be copied from proposal to proposal. They will
need to be individually reattached to the newly copied proposal.

(2)The status of the copied proposal is automatically set to “In
Process”.
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lll. DIVISION REVIEW & APPROVAL

After a proposal has been placed into “Completed” status by the Proposal Author,
the proposal becomes available for approval or rejection by the Division
Director/Authorizer.

Division Directors/Authorizers are listed in the Administration section of FBSs
under Division Code. This list is maintained by the Budget Office.

Navigation
> Field Budget Submission
» Proposals
» FBS Proposal Data Entry
» Find an Existing Proposal

The following screen will appear:

375 Proposal Data nry - Microsoft Intemetbsplorer _______________________________________________________ HHE|

J File Edit ‘iew Favorites Tools  Help |J QJBack -~ & - [x] (2] ,\J | ,'j] Search j“-’ Favorites {4| e = = EL g | -:,'
JAddress I@ https:f,messer.IbI.gUV:BDD1,ipsD,l’FmsDrdJEMPLOYEE,I’ERP;’EJLBNL_ZE.ZE_PROPOSAL.GBL?FD\dErPath=PORTAL_ROOT_OEJECT.Lj GO |J GUOSIE“G' j{r B2 ﬁ;JSettingsv

A
Freceed .I

= |

‘I> Manager Self-Service =
[ Project Costing

I> General Ledger

M window | Help | iy

I+ Allocations Proposals

[+ Comrmitment Contral Enter any information you have and click Search. Leave fields blank for a list of all values
= Field Budget Submission
I J;dministlration Find an Existing Proposal | Add a MNew Proposal
= Proposals
— FBS Froposgal Data Entry 1 . PU” Up The
— Copy a Proposal LBNL Proposal ID: |beg|ns Wlthj| Q f‘Comp|eTed”
- E\ace HH‘HBF aatlz Ent Funding Year: I: B Q tat Is f
— Lopy & Place Holder
_ CEE} ?.mgaoc:a‘ tDD = Propesal Sequence Number: | = j | Q status 'pf:o'pOSO s tor
E‘acegfldeﬁ o Primary PI: [egins with ] | Q your Division (S) by
— Lopy Flacenolder 1o .
Proposal FBS Key: [segins with [ Q populating the
P L | - T o oo
; R;opc;ﬁ:es Proposal Division ID: :begms with j: 3 Proposc| D|V|S|0n |D
[> Budget Systern Proposal Sub Division ID: begins with = Gnd PI’O OSO'
E g[li?oiner Contracts Proposal Status: = d L i X
[ Custormers Short Name: |begins with j| Q STOTUS f|e|d5.
b Vendors ™ nclude History [ correct History

[> Purchasing

[ eProcurement
I Services Pracurement Search | Clear | Basic Search Save Search Criteria
[» Accounts Payahle

[ Set Up Financials/Supply

Chain Find an Existing Froposal | Add a Mew Proposal
[> Enterprise Components
[ Wiarklist

[> Tree Manager

[» Reporing Tools

[ PeopleTools

— Chanoe Wy Password
— My Personalizations
— My Systern Profile

— bty Dictionary =l

|@ ’_’_’_’_’—é_ @ Trusted sites
fthtartl J a8 g v ) @ @ <] e a G ”J &P Inbocx For ... | ﬁHaverty, ”@31ntern...v MichsDFt 3 Micras... = ‘Qlﬂ(ﬂN @u 11:32 AM
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Enter your criteria and select Search.

Tistart € R &

TEHES 06 50°F Desk... | (@ Re: FBS = amem.. v B GiFinanci. | E2Maos. - EEEEEEN -0 ®7 .y 728AM
3 FBS Proposal Data Entry - Microsoft Internet Explorer ;\@ X\
File Edit View Favorites Tools Help :#
Qui - © (1 (A 6] Dseor Fermenies @ (3~ 5 B - 3
2rold Links » | &

Address

,

Search:

®

(> My Favorites

> Manager Self-Service

(- Project Costing

> General Ledger

[ Allocations

[ Commitment Control

i~ Field Budget Submission
[» Administration

<7 Proposals

— Capy a Proposal
— Place Holder Data Entry
— Capy a Place Holder
— Copy Proposal to
Placeholder
— Copy Placeholder to
____Proposal
[> Processes
> Reports
(- Budget System
> Planning
[+ Grants
[> Customer Contracts
[ Billing
[> Customers
[ Vendors
> Purchasing
[ ePracurement
[> Services Procurement
[+ Accounts Receivable
[ Accounts Payable
(- Banking
> Cash Management
[ Set Up Financials/Supply
Chain
(- Enterprise Components
[> Worklist
(- Tree Manager
[» Reporting Tools
- PeopleTools
— Change My Password
— My Personalizations
— My System Profile
— My Diclionary

X | pisaussions~ | 1) By @

Proposals

a https://fmssrv2.Ibl.gov:8101/psp/fmstrn/EMPLOYEE/ERP/c/LBNL_ZE.ZE_PROPOSAL.GBL?FolderPath=PORTAL_ROOT_OBJECT.LBNL_FBS.FBS_PROPOSAL.ZE_PROPOSAL_GBL&IsSFc % Go

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Proposal Add a New Proposal
LBHL Proposal ID: begins with » || Q
Fiscal Year: = | Q
Proposal Sequence Number:| = vl | Q
Primary PL: begins with |+ | Q
FBS Key: begins with |+ || Q,
Proposal Division ID: begins with | |3 Q
Proposal Sub Division 1D: begins with | | Q
Proposal Status: [= v| [completed v
Short Name: begins with v | Q

Include History

Search | Clear | BasicSearch Bl Save Search Criteria

Find an Existing Proposal | Add a New Proposal

5 #1373 | 12| @ Discussions not avaieble on htps: ffinssrv2.lbl.gov:8101/

Worklist Add to Favorites

New Window | Help | .EE;,

2. Enter your criteria.
3. Click the “Search”
button.

9

@
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start

ERSFTEOBY c2 0

0°F Desk.. | W Re:FBST.. & 4Intern.. ~| ™ G:\Financi...

I 2 Micros... ¥ _ﬂ (53

3 FBS Proposal Data Entry - Microsoft Internet Explorer

File Edit

@Back . ';’) B @ :‘_:] psaarch *Favorites @ B' ; =

View Favorites  Tools

Help

E

ﬁddeES‘a hitps://fmssrv2.bl.gov:8101/psp/fmstrn/EMPLOYEE/ERP/ ¢/ LBNL_ZE.ZE_PROPOSAL.GBL?FolderPath=PORTAL_ROOT_OBJECT.LBNL_FBS.FBS_PROPOSALZE_PROPOSAL_GBLA&ISFC Blco |Links * & -

Search:

@

> My Favorites

[> Manager Self-Senvice

> Project Costing

[> General Ledger

[ Allocations.

[» Commitment Control

= Field Budget Submission
[> Administration
= Proposals

— Copy a Proposal
— Place Holder Data Entry
— Copy a Place Holder
— Copy Proposal to
Placeholder
— Copy Placeholder to
__ Fugpisal
I> Processes
I Reports
[> Budget System
> Planning
[> Grants
[> Customer Contracts
[ Billing
[ Customers
[> Vendors
[> Purchasing
> eProcurement
[> Serices Procurement
[ Accounts Receivable
> Accounts Payable
[ Banking
[» Cash Management
> Set Up Financials/Supply
Chain
[» Enterprise Components
[ Worklist
> Tree Manager
[ Reporting Tools
[» PeopleTools
- Change My Password
— My Personalizations
— My System Profile
— My Diclionary

% | Discussons ~ | 1) [y

Worklist

Proposals
Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Proposal | Add a New Proposal

begins with v Q

LBHL Proposal 1D:

Fiscal Year:

Proposal Sequence Humber: ¥

Primary PL: begins with + | a
FBS Key: beging with |+ | Q,
Proposal Division ID: begins with v NS Q

begins with + Q

Proposal Sub Division 1D:

Proposal Status: [= v| [completed v
Short Name: beging with v || Q,

Include History

Search | Clear | BasicSearch [ Save Search Criteria

Add fo Favorites

New Window | Help |

Search Results

f2 [ Las

LBHL Proposal ID|Fiscal Year|Proposal Sequence Number|FBS Key  |Proposal Division ID|Proposal Sub Division ID|Proposal Status |Short Name
1 000002119 NS Completed PDSE
TRAINDS i T LUV LS B T riiiie) Cormptetett FESTRAMNS

4. Select the

proposal you want
to review to either
approve or reject.

Find an Existing Proposal | Add a New Proposal

7 47 %) | 12| 1@ Discussions not available on hittps: ffmssrv2.1bl.gov:8101/

)

&
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The selected proposal is now displayed and ready for review.
You may also print this proposal to facilitate the review. (Refer to Proposal Reporting
on page 28 to review how to print a proposal.)

To reject or approve the proposa, go to the Status History Tab.
1 Sta-rt ERS2EBT e G % 509F Desk... | M. Re:FBST.. 7 4Intern.. ~ ™ G:\Financi.. | [J 2 Micros... = _ﬂ €.

%41 7:41AM

4 FBS Proposal Data Entry - Microsoft Internet Explorer BE”X‘

File Edit View Favorites Tools Help

OBack > | |ﬂ @ Lh /'.'j Search Siig‘Favorltes -&] E‘:' :;. -

Address

e s

@ hitps://fmssrv2.bl.gov:8101/psp/fmstrn/EMPLOYEE/ERF/c/LBNL_ZE.ZE_PROPOSAL.GBL?FolderPath=PORTAL_ROOT_OBJECT.LBNL_FBS.FBS_PROPOSAL.ZE_PROPOSAL_GBLE&ISF( E o

Links ® | @y ~

Workist Add to Favorites

Search: stomize Page Saved

g N
® 5. Select “+

[ My Favorites Admin Technical Budget Attachment || Status History Glossary
» Manager Self-Senvice fo add a
- Project Costing *Proposal Short Name [F55 TRAINNG (20 Characters or Less)
[» General Ledger neW SfOTUS
[ Allocations
© Commitment Contral Proposal ID TRAINOB  Sequence# 1 Status Authorized Funding 2010 row

= Field Budget Submission Year

[> Administration ’Dw;snon{ IS Sub Division Proposal Type RED FBS Key 000002118
= Propesals

— FBS Proposal Data Entry
— Copy a Proposal

= EECEaHFO‘\ISSEr Elamtlilgrmr[ Proposal Status Find | View Al First Hlqora D Le

" Plstater Effective Date |01/17/20° Sequence| i 6. Click on the

—%Lﬁceholderm Slalu5 ——— - mOgn|fy|ng glOSS TO

[Proposal Status Changed by| i
e Eem = ng : o pull up a status list and

g oy o | change the status fo
b Customer Contracts Dateand Time  01A7/08 7:41:12AH AU" to authorize the
E:CEI’%E%’;”E Comments | TS Proposal is authorized for submission to HQ prOpOSO| To be SenT 1‘0

R m "
[» Senices Procurement Offlce or RJ TO reTUFn
> Accounts Recelvable . ope
> Accounts Payable it for editing.
[» Banking
[> Cash Management
> Set Up Financials/Supply

[ Purchasing \ HQ by the BUdgeT
> eProcurement

Chain
[> Enterprise Components
[ Worklist
[> Tree Manager Admin | Techn'
[» Reporting Tools
> PeopleTools 7.You may add
— Change My Password g
_ My Personalizations 8. Remember TO C“Ck comments as heeded
- 1y System Profile :

-y Dictionan the “Save” button. This is optional.

,QRetumtnSeamhI 1@PravinusmL&l| =R E | ElNDIifyl Ehadd| JElupdaigplay | - His |

udget | Attachment | Status History | Glossary

x ! Discussions ™ ‘ j_; % ta gl 12| { biscussions not avalable on https://fmssrv2.lbl.gov:a101/ 7]
&] Done 5 %) Local intranet

Note: Authorizing a proposal will send a system generated e-mail to the Budget
Office for institutional review. The Budget Office will either approve the proposal and
send it to DOE, or return the proposal and notify the proposal author.
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IV. PROPOSAL REPORTING

1) Print Proposal in FWP Format

This functionality prints the information entered for the proposal in the
standard DOE Field Work Proposal Form.

(Note: Not all information entered into FBSs has a corresponding location on the
standard form.)

Navigation
> Field Budget Submission
> Reports

The following screen will appear:

; Base Navigation Page - Microsoft Internet Explorer |
J File Edit ‘iew Favorites Tools  Help |J QJBack -~ & - [x] (2] J\J | ,DSearch ‘jLi' Favorites 20 | L= = EL g | -4'

. . i i M- G~ | ings~
| ddress [ https:jfmssrv2 Jbl.govi 6001 jpspifmspr dfEMPLGYEEJER Ffs  WEBLIB_EOPP_SCHOMEPAGE. Fiskdrormula.I5cript_ppHFpt_fnam =] (3 Go || Google| % () settings

—

@ =l htgin Menu = Field Budget Submizsion =

[> My Favorites ﬁ REDDI‘tS
[ Manager Self-Service

h FBS Report Folder
[> Project Costing
[+ General Ledger E Print Proposals E Summary of Estimates Report E Print FPAP in Crystal
[ Allocations Frint Proposals Print Summary of Estimstes Repart with Print FusP in Crystal
[» Commitment Control choice of subtotals
=~ Field Budget Submission
[ Administration
[- Proposals = Proposal Review - BA
[ Processes Proposal Review - BA
i 1. Select “Print FWP in
— Print Proposals
— Surnmary of Estimates Crysfq'” .
Report

— Brint FWP in Crestal
— Proposal Review - BA
[ Budget System
[ Grants
[ Customer Caontracts
[» Customers
[ Wendors
[> Purchasing
[ eProcurement
[- Services Procurement
[» Accounts Payahle
[ Set Up Financials/Supply
Chain
[> Enterprise Components
[ Wiarklist
[> Tree Manager
[» Reporing Tools
[ PeopleTools
— Chanoe Wy Password
— My Personalizations
— hiy System Profile
— hty Dictionary =l

=] ’_’_’_’_’—é_ @ Trusted sites
distart| | & BEEOo@GE8a®aa » 9zn. | e [[S4m. - Bzm. -|@zm.-| Hiwes | [0 BN DO 25z
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a Print FWP in Crystal - Microsoft Internet Explorer

J File Edit Wiew Favorites Tools Help

PeopleSoft.
[(Menu 8

Search:
®

[= Project Caosting
[ General Ledger
=~ Field Budget Submission
[ Administration
[ Proposals
[ Processes
= Repors
— Print Proposals
— Print F¥WF in
[+ Grants
[ Customer Contracts
[ Custamers
[+ Allocations
[ et Up FinancialsfSupply
Chain
[ Enterprise Components
[= WWarklist
[= Application Diagnostics
[= Tree Manager
[ Reporting Tools
[» PeopleTools
— Chandge My Passwiard
— My Personalizations
— iy Systern Profile
— Ity Dictionary

|I> iy Favorites

FWP Crystal Run Control

Haime

Mew Window | Help | u

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

Search by: Run Control ID begins with |

[T case Sensitive

Search | Advanced Search

Find an Existing Walue | Add a Mew Walu

2. Here you can directly input an existing Run Conftrol ID, use the
search functionality to find an existing Run Control ID, or add @
new Run Control ID.

|@ Daone

distart| | & [E B & B 0 & ©

29

C T S e

E 2 Mozilla v| E Haverty...”@ Print F... | [W]2 Micr... v| I \Issna . | |QmN @ﬁu 11:48 AM




After selecting a Run Control ID:

i1 start

eERSZOBDT 00

0°F Desk...

A Print FWP in Crystal - Microsoft Internet Explorer

File Edit View

eﬂack i u) B @ ih pSearch Sjl‘(Favorites @ B' ; i

Favorites  Tools Help

& Re: FBS T...

= 4Intern... ~ % G:\Financi...

Uas

I 2 Micros... =

[ My Favorites
[> Manager Self-Senvice
[» Project Costing
[» General Ledger
[ Allocations
[ Commitment Control
7 Field Budget Submission
[ Administration
[ Proposals
_ I Processes
= Reports
— Print Proposals
— Summary of Estimates
Report
— Proposal Review - BA
— Variance Reports
— WFO Summary Repor
> Budget System
[» Planning
[ Grants
[- Customer Contracts
> Billing
[» Customers
[ Vendors
[» Purchasing
[ eProcurement
[» Senvices Procurement
[- Accounts Receivable
> Accounts Payable
[ Banking
[ Cash Management
[ Set Up Financials/Supply
Chain
[» Enterprise Components
[> Worklist
[> Tree Manager
[ Reporting Tools
[» PeopleTools
- Chanae My Password
— My Personalizations
— My System Profile
[~ My Diclionary

FWP Crystal Report

Run Control ID:  stneely_training
Proposal ID Q
Short Name Q
FromSeqhbr | Q4

From Fiscal Year |2010C,
FromFBSKey | 0 Q
(e
SubDivision | |

P

Division ID

Run
Report Manager Process Wonitor ———I

Clear \

Toseqhor | Q
ToFiscal Year 2010 %

ToFBS Key Q

Primary Pl [

& save

_/

B Add Update/Dizplay

X ‘ Discussions ™ ‘ ﬁ % ﬂ gl lﬁl BD\smssons not available on https:f{fmssrv2.lbl.gov:8101/

Links

Worklist Add to Favorites

» P .
=t

Sign out

New Window | Help | Customize Page | /&,

3. Use the search
criteria to define
the proposal(s)
you wish to print,
and then select
the “Run” button.

Y

&
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The following Process Scheduler is generated:

start L

4 Print FWP in Crystal - Microsoft Internet Explorer

3 Oracle Calendar ~ | Of FBSsTrainingMan...

&) 12:46 PM

= 3 Internet Bxplo... ~ | [ How does this loo... @ G:\Financial_Anal...

EEX

File Edit View Favorites

@Back = -J @ @ {_h pSearch ?:'\'(Favarites @ B' :\g < D ﬂ

Tools

Help &

Address

a https://fmssrv2.lbl.gov:8001/psp/fmsprd/EMPLOYEE/ERP/c/LBNL_ZE.ZE_PROP_RUNCNTR.GBL

=

Search:

®
> My Favorites
MAXIMO
> Manager Self-Service
> Project Costing
> General Ledger
[ Allocations
[ Commitment Control
= Field Budget Submission
[> Administration
I Proposals
[> Processes

[ Grants

[+ Customer Contracts

(- Billing

[+ Customers

[ Vendors

[ Purchasing

[ eProcurement

[+ Services Procurement

[- Accounts Receivable

[ Accounts Payable

[> Banking

[» Cash Management

> Set Up Financials/Supply
Chain

[> Enterprise Components

[ Worklist

[ Application Diagnostics

[ Tree Manager

> Reporting Tools

> PeopleTools

— Change My Password

— My Personalizations

— My System Prafile

— My Diclionany

Worklist

Add to Favorites

New Window | Help | Customize Page | ,EE:,

Process Scheduler Request

User ID: STNEELY Run Control ID: stneely
Server Name: 02/06/2006
Recurrence: 12:46:00PM Reset to Current Date/Time

Time Zone:

Process List

Select |Description rocess Name | Srocess Type “Type *Format Distribution
ZEFWPRPT ZEFWPRPT Crystal web |v|[PDF  |v] D ]

4. Select the “Server Name”.

5. Click “OK".

& @ Trusted sites
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The following screen appears:

sttt EBECEOBOCOG SOFDesk.. |WReFST. © 4ltem.. - % GiFnend.. | [2Mcos. - (SIS 4.0 7 7:55AM

3 Print FWP in Crystal - Microsoft Internet Explorer |;|E|X\
Flle Edit View Favorites Tools Help :ﬂ'

eﬂack ) @ @ ih pSearch Sj\?Favontes & Bv; 'Q‘ﬂ ﬂ

@Jhttps:,'ffmssrvl.lbl.gov:E10lfpsp[fmstrnfEMPLDYEE]ERP!C]LENL_ZE.ZE_PRDP_RUNCNTR.GEL?Fo\derPath=PDRTAL_ROOT_OEJECT.LENL_FES.FES_REPORT.ZE_PROP_RUNCNTR_IV Go Links &3 ~

Address

Worklist Add to Favorites Sign out

New Window | Help | Customize Page | r@,

> Wy Favonites FWP Crystal Report

[» Manager Sel-Semvice

[ Project Costing
> General Ledger Run Control ID: ~ stneely_training Report Manager Process Wonitor
[> Allocations .
1> Commitment Control ProcesM¥nstance:1160313
= Field Budget Submission A
> Administration Proposal ID Q Clear
[ Proposals
I Processes Short Name Q
= Reports
— Print Proposals From Seqtior | 1, ToSeqlor | 4Q,
— Summary of Estimates
v From Fiscal Year |2010 Q To Fiscal Year | 2010/CL

— Print FWP in Cry FromFBSKey (000000001 C ToFBSKey 000002119

— Proposal Review - BA = a

~ Variance Reports Division ID [Ns @ -

- VIFD Summany Report o | 6. Your instance
1> Budget System Sub Division (job) number is
[ Planning
> Grants P SR located on the
[» Customer Confracts Pri | a

. rimary Pl o
© Billng upper right-hand

[ Customers
I Vendors corner.
[» Purchasing

[» eProcurement

> Senvices Procurement Se|eC1‘ fhe

[» Accounts Receivable

I Accounts Payatle @ “Process Monitor”

> Banking N

> Cash Management to check the JOb

[ Set Up Financials/Supply
Chain status.

[» Enterprise Companents

> Workdist

[ Tree Manager

[» Reporting Tools

[» PeopleTools

- Chanage by Password

- Wy Personalizations

— by System Profile

— Wy Dictionary

e «%| || | Discussions not avalble on hitps://fmssrv2 bl.gov:8101] (7]
a PFrocess Instance: 1160313 é ‘d Local infranet

x ‘ Discussions ™
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The process log will appear with the status of your job request:

| Print Proposals - Microsoft Internet Explorer,

File Edit Wew Favorites Tools Help #

@Back e 'k/] @ @ \'_;j pSearch ‘-‘?/r\\'{Favorites @ Bv .i_; - \_‘J ‘ﬁ

Address @ https: {ffmssrvz. bl gov: 8201 Jpspffbssprd/EMPLOYEEERP o /LEBNL _ZE.ZE_PROP_RUNCMTL.GEL

PeopleSoft.

E1

Home Add to

Mew window | Help | Customize Page | Bl #

Process List

7.1f the job is
not complete,

User ID: [PJSHEPHERD Q. Type: [ st 1 [paye | Reresh | .
< click the
Server: | PSUNK v | Name: Q Instance:| to | “Refresh”

Status: Status button to
Process List mize | Find | 150i5 refresh the

ﬂ’@’;l’m:enTe Patess luser Run DateTime m ;_m_,&@ status. You can

4217 SOR Report ZEFROFRN PJSHEPHERD gggarznns 23BEOPM ooy oy €—omme— View/print the
report when the

07i26/2005 2:31:00PM

42145 SCR Report ZEPROPRM PJSHEPHERD POT Success Fosted Details “RUﬂ SfOTUS”
4214 SGR Repart ZEPROPRN PJSHEPHERD gg%axznnsm:naﬂsm Success Pasted Dietails chonges to
09 “Success” and
4213 SQR Report ZEPROPRN PJSHEPHERD D7/26/2008 100Z42AM o\ oes Posted  Defails AR
PR the “Distribution
4210 5QR Report ZEPROPRN PUSHEPHERD [725/2009 32055FM - cancelleg  nim Details Status”

Go hackto Praposal Run Caontral

€

@javascript:submitAction_winD(document.winD,'#ICCustPage'),‘ é ® Internet
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Continue to refresh until you see Run Status is “Success” and
Distribution Status is “Posted”.

a Print F¥P in Crystal - Microsoft Internet Explorer

J File Edit View Favorites Tools Help

PeopleSoft.
[ET )

Search: Mew window | Help | Customize Page | B |

|I> iy Favarites

o View Process Requestfor |
i CaEl et View Process Request For

=~ Field Budoet Submission User ID: |—BF‘HAVERT Q. Type: I -l Last: 1 |Days j Refresh I

[ Administration

[ Proposals Server: I 'I Name: Q Ins‘tance:| to |

[- Processes L
- S l—;,
~Reports I 5 [¥ Save On Refresh

ze | Eind |

- Status: Status
— Print Proposals

Process List ¢ o | B -
[» Grants Select |Instance |Seq. [Process Type Hioazas User Run Date/Time n Statu: SISLLON | petails
[» Custormer Contracts Name s

k= CUSTDI‘TTEFS [T 4267 Crystal ZEFWPRPT BPHAYERT 08/1772005 4:19:18PM PDT  Success Details

Process List

- Set Up Financials/Supply T 4266 Crystal ZEFWPRPT BPHAVERT 087/2005 41312PMFDT Success  Posted /N Details
Chell T 4264 Crystal ZEFWPRPT BPHAVERT 08/17/2005 3:53:43PM FDT  Error Details

[ Enterprise Components

I Worklist T 4262 Crystal ZEFWPRPT BPHAVERT 08712005 2:55:00PM FDT  Error bsted  Details

[= Application Diagnostics

b Tree Manager 4261 Crystal ZEFWPRPT BEHAVERT 08/17/2005 248:52PM FDT  Etror Posted  Details

1 (REEIE TOES = 4260 Crystal ZEFWPRPT BPHAVERT D8/17/2005 2:43:3GPM FDT Posted  Details

[» PeopleTools

— Change My Pasaword 4258 Grystal ZEFWPRPT BPHAVERT DBHT/2005 Z:41:56PM FDT Fosted  Details

— My Personalizations

My Systern Frofile T 4258 Crystal ZEFWPRPT BPHAVERT 0811772005 40:56PM P Posted  Details

— Iy Dictiohary

8. Your print is now ready o view.
Select "Details”

Go hack to WP Crystal Run Contral

B save | = nowy |

Frocess List| Senver List

|@ Process Instance: 4264 l_n’_’_ré— # Internet ;
4 start| | & FEEOGO8R29 920 | @v. | ree.| 851 - Bam.-| O] Evie..| [@FINS@ DO saaem
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The following screen appears:

3 Print FWP in Crystal - Microsoft Internet Explorer

J File Edit View Favorites Tools  Help

PeopleSoft.
(Menu &

Search: Mewr Window | Help | Custornize Paoe |
I My Favarites ® Process Detail
|- FraeCann
[> General Ledger
~ Field Budget Submission Instance: 4767 Type: Crystal
[ Administration
[- Proposals Name: ZEFWPRPT Description: ZEFWPRPT
[ Processes o
=~ Repotts Run Status:  Success Distribution Status: Posted
— Print Proposals ran
— Print FWP 3
[ Grants Run Control ID: bphtest  Hold Request
E gustomer Contracts Location: Cerver £ Queue Request
ustamers
> Allocations SrepTe poNT € Cancel Request
[ Set Up FinancialsfSupply N " Delete Request
Chain HEculrerce: € Restart Request

[ Enterprise Components

D ore

[= Application Diagnostics

> Tree Manager Request Created On: 08(17/2005 4:19:22PM POT Parameters  Transfer
[> Reporing Tools

[- PeopleTools Run Anytime After:  08/17/2005 4:19:19FmM PDT Message Log

— Change My Password . . o

— My Personalizations Began Process At 02/17/2005 4:19:42FM PDT Batch Timings

— by Systern Profile Ended Process At 08/17/2005 4:23:12PM PDT Wiew Lo Trace

— My Dictionary

9. Select "View Log/Trace” to
view your FWP.

QK Cancel

@ Process Instance: 4264 ’_ H ’_ ’_ rg W
tb‘startl | & By W o & C 3 2M...v| ﬁHave...”ﬁs L. - Wowm..-| Srhep. .| Elvice..| [@GIN&@&DO seem
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Print FWP in Crystal - Microsoft Internet Explorer

JFiIe Edit ‘iew Favorites Tools Help

PeopleSoft.
(Menu &

Search:
®

[+ Project Costing

|I> hily Favarites
[» General Ledger

~ Field Budget Submission
[ Administration
[ Proposals
[> Processes
- Reports
— Print Prapasals

[ Grants
[ Customer Contracts

[+ Set Up FinancialsiSupplhy
Chain

[+ Enterprise Components

[ Worklist

[+ Application Diagnostics

[+ Tree Manager

[+ Reporting Tools

[ PeopleTools

— Chande My Password

— Mty Personalizations

— iy System Profile

— Nty Dictionary

Home

Mew Window | Heln | Customize Page | B

View Log/Trace

Report ID: 3268 Process Instance: 4257 Messadge Lag

Name: FEFWPRFPT Process Type: Crystal

Run Status:  Success

ZEFWFPRFPT

Distribution Detals
Distrilnttion Node:  fmssr2-550 Expiration Date: 082472005

Datetime Created

021772005 4:23:12.000000PM PDT
081772005 4:23:12.000000PM PDT
08172005 4:23:12.000000PM FDT

File Size {bytes)
Messadge Lag 1}
ZEFWPREFT 4267.FPDF 1,550,328

PeapleSof Trace File 483
Distribute To
Distribution ID Type
User

[Distritutionn |

BPHAVERT

10. Your FWP has been
generated in the PDF
format. Select it to view.

Return |

|@ Process Instance: 4264

Bt  SEEBEEOCGOBR IO OO

I_UI_’_E|O Internet
&2 M...-| ﬁHave...”ﬁSl.“ - ®an..| Drnep.| Evire..| (@GN & @O s#o0em

»J
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Sample generated Field Work Proposal:

/4 start ERE2POBT SO G Gl 509F Desk... | M Re:FBST.. 7 5Infern.. ~ B% G:\Financ.. | [ 2 Mieros.. = _ﬂ -’<_,_.‘-"‘

" https://fmssrv2.1bl.gov:8101/psreports/fmstrn/1054606/ZEFWPRPT_1160313.PDF - Microsoft Internet Explorer

File Edit GoTo Favorites Help -'?'F
= ™A Al vy 3 R ’

W ok </ m @ o] /.jSearch .{ Favarites v@} [':' = lil ‘_'I ﬂ 3

AddrESS@ https://fmssrv2.Ibl.gov:8101/psreparts/fmstrn/1054606/ZEFWPRPT_1160313.PDF v\ Boo nks ” & ~

SBD & ¢ UK oo v Hal

_A
DOE Form 5120.2 U.S. Department of Energy Page 1 of 6
FIELD WORK PROPOSAL -
PROGRAM: KB NUCLEAR PHYSICS
1. WORK PROPOSAL NO. 2. REVISION NO 3. DATE PREPARED
TRAINOS 1 1/17/2008
4 WORK PROPOSAL TITLE 5. BUDGET AND REPORTING CODE
FBS Training for first time vsers and those who require a KB0402024
refresher
6. WORK PROPOSAL TERM 7. Is this Work Proposal Included m the Institutional Plan
BEGIN: 10/01/2009 END: OPEN NO
8. HEADQUARTERS/OPERATIONS OFFICE 11. HEADQUARTERS ORGANIZATIONS 14 DOE ORGANIZATION CODE
PROGRAM MANAGER . . .
SC26 - Office of Nuclear Plysics SC  Office of Science
9. OPERATIONS OFFICE WORK 12. FIELD OFFICE 15.DOE ORGANIZATION CODE
PROPOSAL REVIEWER ;
SC INTEGRATED SERVICE CENTER SC-BSO
10. CONTRACTOR WORK PROPOSAL PRINCIPAL 13. CONTRACTOR NAME 15.DOE CONTRACTOR CODE
INVESTIGATOR(S)MANAGER: o o
University of California 53
SYMONS, TIMOTHY J Lawrence Berkeley National Lab
PHONE# 510/486-5670 1 Cyclotron Road
Berkelev. CA 94720
17. WORK PROPOSAL DESCRIPTION (Approach, anticipated benefits in 200 words or less)
PRINCIPAL INVESTIGATOR: WEHNER,MICHAEL
v
@ Done 2 Unknown Zone
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2) Print All Proposal Information
This functionality prints a list of all information entered for the proposal

(including FBSs fields that do not print on the FWP), and can be used for
reviewing purposes.

Navigation
» Field Budget Submission
» Reports
» Print Proposals

The following screen will appear:

a Base Navigation Page - Microsoft Internet Explorer

| Address [] htps: ffmssrez.Ibl.gow:a001 fpsp/Frsprd|EMPLOYEE[ERFs/WEBLIE_EQRF_SC.HOMERAGE FleldFormula.IScript_appHFept_famiz| [ Go |J Google “Cv 'H» » (7 Seftings~

orw &
 ©

Home

[ Wy Favarites

[> Manager Self-Serice
[- Project Costing

[ General Ledger E Print Proposals E Summary of Estimates Report E Print FWP in Crystal
[> Allacations Print Proposals Print Summary of Estimates Report with Prirt PP in Crystal
choice of subtotals

FBS Repoart Folder

[ Commitrment Control
- Field Budget Submission
[ Administration

[- Proposals = Proposal Review - BA
[» Processes =l

Propozal Revigw - BA
> Reports
— Print Proposals
— Surnmary of Estimates
Eeport

— i i .
e 1. Select Print Proposals

[ Budget Syst:
borants to generate a summary

[> Customer Contracts of all prOpOSGI info

[ Customers A

b Wil entered into FBSs.

[ Purchasing

[» eProcurement

[- Services Procurement

[» Accounts Payahle

[» Set Up FinancialsiSupply
Chain

[> Enterprise Components

[+ Wiarklist

[> Tree Manager

[> Reporting Tools

[- PeopleTools

— Change WMy Password

— bty Personalizations

— hiy Systerm Profile

— My Dictionary =l
|&] pone ’_ ’_ ’_ ’_ ’—é_ @) Trusted sites

Efstart| | & BREOEGESCOa > Hen. v| ﬁHaver.‘.llﬁat .. - Bz .. -] @2 pi. |5 innes | [H2® #N & O zssm
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rint Proposals - Microsoft Internet Explorer

File Edit Wew Favorites Tools  Help

@Back h -'\-) @ @ (h pSearch *Favorites @ 8' % M |_J «3

Address @ https: {ffmssrvz. bl gov: 8201 Jpspffbssprd/EMPLOYEEERP o /LEBNL _ZE.ZE_PROP_RUNCMTL.GEL

PeopleSoft.

Hotne
»

Sign out

Mew Window | Help |

hEER

Proposal Run Control
Enter any information vou have and click Search. Leave fields hlank for a list of all values.

Find an Existing Value

Search by: Run Control ID begins with

[Ocase sensitive

Search | Advanced Search

Find an Existing Value | Add a Mew Yalue

2. Find an existing Run Control ID or add a new Run Control ID.

é 0 Internek
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After selecting a Run Control ID:

istat EREZEEBICOG SOFDesk.. |[Re:FEST.. 7 5mem.. |8 G\Fnanci. |E2Moos. - [EECIESSENNY &0 8%y s03AM

A Print Proposals - Microsoft Internet Explorer \__\E X
File Edit View Favorites Tools Help 4#

@Back 52 \«5) B @ (_h psaarch ﬁ:‘\'(Favarites @ &j' ; 'Q‘ﬂ ‘ﬁ

Address éj hitps://fmssrv2. bl.gov:8101/psp/fmstrn/EMPLOYEE/ERP/c/LBNL_ZE.ZE_PROP_RUNCNTL.GBL?FolderPath=PORTAL_ROOT_OBJECT.LBNL_FBS.FBS_REPORT.ZE_PROP_RUNCNTL_C % Bco links ” | &

Workist Add to Favorites

search: New Window | Help | Customize Page | /&,

Print Proposal
I* Project Costing

Run
[ General Ledger Run Control ID:  stneely Report Manager Process Wonitor —I
[> Allocations
Qequest Dialo:
[> Commitment Control
~ Field Budget Submission
TRAINDS O
[ Proposals
_ I Processes Short Name Q

I Administration Proposal ID
7 Reports ,—
! From Seq Nbr Q To Seq Hbr ’_0\

> My Favorites
* Manager Sel-Senvice

rint Propo

Report
— Print FWP in Crystal

— Summary of Estimates

From Fiscal Year |2010CL

From FBS Key Q

To Fiscal Year | 2010/,

To FBS Key aQ

3. Use the search criteria

— Proposal Review - BA >
— Variance Reporis Division ID [a

— WFQ Summary Report o
> Budget System Sub Division ’_Q

[> Planning

- Customer Contracts .
" Bllling Primary Pl | Q

> Customers
> Vendars _/

you wish to print.

Then, select the “Run”
button.

to define the proposal(s)

[> Purchasing

[ eProcurement

> Senvices Procurement

> Accounts Receivable

> Accounts Payable

[» Banking

[» Cash Management

[» Set Up Financials/Supply
Chain

> Enterprise Components

[ Worklist

[> Tree Manager

[ Reporting Tools

[ PeopleTools

- Change My Password

- My Personalizations

— My System Profile

— My Dictionary

B save | SLReturnto Search | 1} Refresh

& ‘ Discussions ™ ‘ f; Ey_% i ’J gl ﬁl ) Discussions not avalable on https: /fmssrv2.lbl.govig 101/ 9
& 5 ¥ Local intranet
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Selecting RUN generates the following screen:

istart E€®ECEBT L ®C [E500esk. BReFIST. £ altemn.. -| 8 G\Fnend.. |@2Mcos. v [lalEd - 8:11 AM

A Print Proposals - Microsoft Internet Explorer L X
File Edit View Favorites Tools Help r?

@Eack i 'J B @ f_h pSearch *Favomes @ &' :; = Q‘ﬁ

] https://fmssrv2.Ibl.gov:8101/psp/fmstrn/EMPLOYEE/ERP/c/LBNL_ZE.ZE_PROP_RUNCNTL.GBL?FolderPath=PORTAL_ROOT_OBJECT.LBNL_FBS.FBS_REPORT.ZE_PROP_RUNCNTL ¢ v [ Go

@ Worklist Add to Favarites

Links > @& -

Address

New Window | Help | Customize Page |

> My Favorites Process Scheduler Request

[> Manager Seli-Service

I Project Costing UserID: STNEELY Run Control ID: stneel
[ General Ledger t
[ Allocations

> Commitment Control Server Name: 011712008 B

i l;?:gn‘?l%?sg:;tjs:nm‘SSI()n Recurrence: 8:10:14AM Resetto Current Date/Time
dhiopse Time Zone:

~ [ Processes
= Reports

Description Process Nan.e Process Type H *Format Distribution

SQR Report F  |v| Distribution

Select

— Print Propo:

— Summary of Estimates ZEPROPRN ZEPROPRN
Report

— Print FWP in Crystal

— Proposal Review - BA

~ Variance Reports

g ”
T 4. Select the “Server Name”,
> Planning oK | Cancel | Refresh PSNT_

[ Grants

[» Customer Contracts

[ Billing

[» Customers

> Vendors

I» Purchasing

- eProcurement

I Senvices Procurement 5. Select “OK”.

- Accounts Receivable

[» Accounts Payahle

[> Banking

[» Cash Management

[» 8et Up Financials/Supply
Chain

[> Enterprise Componenis

[ Worklist

I» Tree Manager

[ Reporting Tools

[ PeopleTools

— Chanae hly Password

- lly Personalizations

— Iy System Profile

- Wy Dictionary

X ‘ Discussions ™ ‘ @ % g ﬁ| |£‘ @Discusmns not avalable on https: /ffmssry2.Ibl.gov:8101/ (7]
& 5 % Local intranat
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The following screen appears:

‘4 start EREPHODBY 2 ® 6 | E50°FDeskt.. [ Re:FBSTr.. /2 sinterne.. ~v| B% G:\Financi.. ' B 2 Micros.. = — 8:17 AM

A Print Proposals - Microsoft Internet Explorer \__\E X
File Edit View Favorites Tools Help 4#

@Back 52 \«5) B @ (_h psaarch ﬁ:‘\'(Favarites @ ﬁj' ; 'Q‘ﬂ ‘ﬁ

Address é:l hitps://fmssrv2.bl.gov:8101/psp/fmstrn/EMPLOYEE/ERP/c/LBNL_ZE.ZE_PROP_RUNCNTL.GBL?PORTALPARAM_PTCNAV=ZE_PROP_RUNCNTL_GBL&EOPP.SCNode=ERPREOPP.SCP: ¥

EJco | Links > @ -

Worklist Add to Favorites
search: New Window | Help | Customize Page | (&
[ My Favorites Print Proposal

* Manager Sel-Senvice

[ Project Costing Run
[ General Ledger Run Control ID:  stneely Report Manager Process Wonitor

[> Allocations

[> Commitment Control

~ Field Budget Submission
[> Administration Proposal ID TRAINDS O

I Proposals
_ I Processes Short Name Q
~ Reports

st | Toseamr [ Q

— Summary of Estimates From Fiscal Year | 2010 3 To Fiscal Year | 2010/,

P_pt_MfF Crystal [ =&
i oS eEske g yourinstance (job)
— Variance Reporis Division ID [a

- WFO Sumrman Report Ma number will appear in

[ Budget System Sub Division

Paring proposal Stits the upper right-hand
| Q corner.

s Instance: 1160316

- Customer Contracts

I Billing

> Customers

> Vendors

b Purchasing Select “Process

[» eProcurement a

b Sevices Procurement Monitor” to check the

> Accounts Receivable . .

[» Accounts Payable & save | SLReturnto Search | 1} Refresh Job STOTUS a nd view

[» Banking

[> Cash Management fhe I’eSU|TS.

[» Set Up Financials/Supply
Chain

> Enterprise Components

[ Worklist

[> Tree Manager

[ Reporting Tools

[ PeopleTools

- Change My Password

- My Personalizations

— My System Profile

— My Dictionary

Primary PI

X ‘ Discussions ™ ‘ f; Ey_% i ’J gl ﬁl @D\smssmns not available on hitps: //fmssrv2.lbl.gov:8101/ 9
@ Process Instance:1160316 g 'ﬂ Local intranet
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The process log will appear as follows:

Il start

tOBSEG G

0°F Deskt... | MERe:FBSTr.. 7 Sinterne.. v| 8 G:\Financi.. | E7 2 Micros.. ~

A Print Proposals - Microsoft Internet Explorer

File Edit View

@Back i/ \d) E @ ih pSearch ﬁj‘\'(Favorites @ Ej' k} 2

Favorites  Tools  Help

EE

®

[» My Favorites

[» Manager Self-Senvice

[» Project Costing

[ General Ledger

[> Allocations

[ Commitment Control

~ Field Budget Submission
[ Administration
[ Proposals

_ > Processes
+Reports

— Summary f Estimates
Report
— Print FWP in Crystal
- Proposal Review - BA
~ Variance Reports
— WFO Summary Report
[» Budget System
[» Planning
[- Grants
[ Customer Contracts
[ Billing
[» Customers
[ Vendors
[» Purchasing
[ eProcurement
> Senices Procurement
[> Accounts Receivable
[» Accounts Payable
[» Banking
[» Cash Management
[» et Up Financials/Supply
Chain
[» Enterprise Components
[ Worklist
> Tree Manager
[> Reporting Tools
> PeopleTools
- Chanage My Password
— My Personalizations
— My System Profile
- My Dicfionary

Worklist

Process List || SemverList
View Process Request For
KTNEELY [ ~last [ 3[pas v Refish

Add to Favorites Sign out

New Window | Help | Customize Page | n@,

User ID: | Q Type:
Server: Hame: Q Instance: to
Save On Refresh

Run Distribution
ey e

Status:
Process List

Select | Instance @ Process Type

1160316 S0R Report

Customize | Find | |

User Run Date/Tim

ZEPROPRN STNEELY 01/17/2008 8:16:59AM PST

Run Status

Queued NIA

1160315 SOR Report ZEPROPRN STNEELY 0117/2008 8:10:14AMPST  Success Posted Details
1160314 S0R Report ZEPROPRN STNEELY 0117/2008 8:04:20AM PST  Success Fosted Details
1160313 Crystal ZEFWPRPT STNEELY 01M7/2008 7:55:03AM PST  Success Posted Details

Go backto Proposal Run Contral

7. If the job is not

complete, click the
“Refresh” button to

refresh the status
again. You can
view/print the
report when the

Run Status changes

tfo “Success” and
the Distribution
Status is “Posted”.

B save | [=] Notify

Process List| Server List

X ‘ Discussions ™ ‘ ﬁ I% g gl ﬁl ED\smsyons not available on hitps: /ffmssrv2.lbl.gov:8101/

9

a Process Instance: 1160316
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Continue to refresh until you see that the Run Status is “Success” and the
Distribution Status is “Posted”.

-f_.f start ERs2OBO EGQ 50°F Deskt... | (@ Re:FBSTr.. 7 5nterne.. v| 8 G:\Finand.. | i 2 Micros.. ~ —

A Print Proposals - Microsoft Internet Explorer
File Edit View Favorites Tools Help 4#

@Back 52 \«5) B @ (_h psaarch ﬁ:‘\'(Favarites @ &j' ; 'Q‘ﬂ ‘ﬁ

Address é:l hitps://fmssrv2.bl.gov:8101/psp/fmstrn/EMPLOYEE/ERP/c/LBNL_ZE.ZE_PROP_RUNCNTL.GBL?PORTALPARAM_PTCNAV=ZE_PROP_RUNCNTL_GBL&EOPP.SCNode=ERPREOPP.SCP: ¥

EJco | Links > @ -

Workist Add to Favorites
search: New Window | Help | Customize Page | /&,
[> My Favorites Process List | SenerList

* Manager Sel-Senvice

I* Project Costing View Process Request For
[» General Ledger

I» Allocations User ID: STNEELY  Q Type: st | 3
[> Commitment Control . ,7 :
> Field Budget Submission Seiver; | Hame: Q0 Instance: to

Status

[ Proposals Status:
_ I Processes Process List Cuslomize | Find | View All|
~ Reports

tance | Seq. Process Type :‘;o"f:ss User Run Date/Time Run Status

Repart 1160316 S0R Report ZEPROPRN STNEELY 01/17/2008 8:16:59AM PST  Success Posted Details

rint Propo
— Bummary of Estimates

- Print FWP in Crystal 1160315 SQRReport ZEPROPRN STNEELY 0147/2008 810:14AM PST  Success  Posled  Defall

— Proposal Review - BA
p— Main Content]

—Variance Reporis 1160314 S0R Report ZEPROPRN STNEELY 0117/2008 8:04:204M PST  Success Posted
—WFO Summary Report

> Budget System 1160313 Crystal ZEFWPRPT STNEELY 01M7/2008 7:55:03AM PST  Success Posted Details
[> Planning

[> Granis

[» Customer Contracts . .
g 8. Your report is now ready to view.

[ Vend “ 1!
- (G0 backto Proposal Run Control Select “Details

[ eProcurement

> Senvices Procurement

> Accounts Recelvable & Save | [Z] Motify

> Accounts Payable

[» Banking

[» Cash Management

[» Set Up Financials/Supply
Chain

> Enterprise Components

[ Worklist

[> Tree Manager

[ Reporting Tools

[ PeopleTools

- Change My Password

- My Personalizations

— My System Profile

— My Dictionary

Process List | Server List

X ‘ Discussions ™ ‘ f; Ey_% ¥ ’J gl ﬁl @D\smssmns not available on hitps: //fmssrv2.lbl.gov:8101/ 9
@ Process Instance:1160316 g 'ﬂ Local intranet
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The following screen appears:

Nstat CERECEEOTC© 6 [ EsFdest. |WR:FSTL. 2 Shieme. -| 8 GFnand. | @2Moos. v ERS UV 8:20 AM

4 Print Proposals - Microsoft Internet Explorer \Eﬂﬁ\
File Edit View Favorites Tools Help :?

eEack 7. '\u.) @ @ (_h pSearch ji'(Favorites @

Gu Links | @y -

Worklist Add to Favortes Sign out

Search: New Window | Help | Customize Page | n%

> My Favorites Process Detail
[ Manager Self-Senvice
& Projedt Cosling

> General Ledger

[ Allocations Instance: 1160316 Type: S0R Report
[ Commitment Contral . intion:
Name: ZEPROPRN Description: ZEPROPRM
= Field Budget Submission ¢
E :dmm\stlrauon Run Status:  Success Distribution Status: Fosted
oposals
L n == Wit process
= Reports 5
— PrintPropo Run Control ID: stneely Hold Request
— Summary of Estimates Location: Server Queue Request
Report Cancel Request
o Server: PSUNX
Ei Emlgslgml\gvsta‘m R O Delete Request
— Proposal Review - BA lecurrence; MVYH "
— Variance Reporis Restart Request 9. Se|eCT View LOg/Tl'Gce TO
—WFO Summary Report .
b Budgel System view your report.
> Planning
[ Grants Request Created On: 01/17/2008 8:17:04AMPST Parameters  Transfer
E g‘ﬁgmer Contracts Run Anytime After:  01/17/2008 8:15:59AH PST Message Log
[> Customers Began Process A 01/17/2008 8:17:34AM PST Batch Timings
- Vendors
b Purchasing EndedProcess At 01/17/2008 8:17:48AM PST View Log/Trace

> eProcurement

[ Senices Procurement

[ Accounts Receivable

[» Accounts Payable

> Banking

> Cash Management 0K Cancel

> Set Up Financials/Supply
Chain

[> Enterprise Components

[ Worklist

> Tree Manager

I Reporting Tools

I PeopleTools

— Chanage My Password

— My Personalizations

— My System Profile

— My Diclionary

X ‘ Discussions ™ ‘ ﬁ % ﬂ gl ﬁl BD\smmnns not available on https: /ffmssrv2.lbl.gow:8101/ (7))
{&] Process Instance: 1160316 5 &) Local intranet
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start W Eo 6 & 509F Deskt... | [ Re:FBSTr.. 7 5interne.. +| B G:\Finandi...

Domicos. - ERESTSEI « 2 520 Av

A Print Proposals - Microsoft Internet Explorer

File Edit View Favorites Tools Help

eﬂack 2 '\&) B @ ‘f_h psaarch ﬁ::rFavorites @ ﬁi' ; 3

BLE

Search:
> My Favorites View LogiTrace
i |
I* Project Costing
[ General Ledger ReportID: 1054509 Process Instance: 1160318 essage Log
[> Allocations
> Commitment Conlrol Name:  ZEPROPRN ProcessType:  SORReport
~ Field Budget Submission Run Status: Success
[> Administration
fLopess ZEPROPRN
w Ronois Distribution Details
— Print Propo Distribution Node: fmssn2-35L Expiration Date:
— Bummary of Estimates
Report

— Print FWP in Crystal
— Proposal Review - BA
— Variance Reporis

File Size (bytes) Datetime Created

7 1,506 0117/2008 8:17:48.000000AM PST
— WFO Summary Report zepropm_1160316.PDF 4,851 01M17/2008 8:17:48.000000AM PST
PR zepropm 1160316 out 718 0111712008 8:17:48.000000AM PST
[> Planning
[> Granis Distribute To
ngmmef Contracts Distribution ID Type *Distribution I
illin:
o Cuslgmers User STMEELY
[» Vendors
[ Purchasing
[ eProcurement

> Senvices Procurement
> Accounts Receivable

> Accounts Payable

[» Banking

[> Cash Management Return

[» Set Up Financials/Supply
Chain

> Enterprise Components

[ Worklist

[> Tree Manager

[ Reporting Tools

[ PeopleTools

- Change My Password

- My Personalizations

— My System Profile

— My Dictionary

& ‘ Dismssions"f;l%

’J g | ] | @D\smssmns not available on https:{/fmssrv2.lbl.gov:8101/

Go Links > | @ ~
Add to Favorites

New Window | Help | Customize Page |

10. Your report has been
generated in PDF
format. Select it o view.

9

a Process Instance:1160316
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Below is a sample of the “Print Proposals” report. This format shows all data for a

proposal in the order in which fields appear in FBSs.

il start ERE2ZOB T 2 © 06 [ Es0FDeskt.. |MRe:FBSTr. £ 6inteme.. ~| B G:\Finand.

& https://fmssrv2.1bl.gov:8101/psreports/fmstrn/1054609/zeproprn_1160316.PDF - Microsoft Internet Explorer

File Edit GoTo Favorites Help

J E @ Lh ;3 Search *Favorltes @ ﬁ' :; =] |_‘J ﬁ ﬁ

Address ‘@ https://fmssrv2.Ibl.gov:8101/psreports/fmstrn/1054609/zeproprn_1160316.PDF

V|Gg Links ” | & »

BAD S e B § eelnl La- i EH 0 |

RunTime :17-JAN-2008
Page 1 of 3.

Report ID
Title

: ZEPROPRN
: PROPOSAL DATA

PROPOSAL ID :TRAINOS PISCAL YEAR : 2010 SEQUENCE NBR : 1

ADMIN INFORMATION ADMIN CHILD RECORD INFORMATION

FBE EKEY 000002118
PROPOSAL ID TRAINCS WO Admin child record information is available
PROPOSAL NEME FBS TRAINING
FISCAL YEAR 2010

SEQ NER 1

DIVISION NUCLEAR SCIENCE
SUB DIVISION

PROPOSAL STATUS ARutherized
PRIMARY PI 000617

PROPOSAL TYPE DOE R&D

FUND TYPE

NUM OF GRADS 0

NUM OF POST DOC 0
NUM OF UND GRAD 0
PGM ANNOUNCE NO

CONTRACTOR CODE 53

CONTACT PERSON  STNEELY
PHONE 510-4B6-6214
ESTD BEGIN DT 01-0CT-2009
OPEN ENDED T

PURPOSE BudgetCall
REASON NewProp
HQPROG COLDE 5C26
CONGRENAL DIST

IS END OF LAB W N

INT LAE NO

PRIMARY B +R KB0402024

TECENICAL INFORMATION

WORK PROPOSAL TITLE  FBS Training for first time users and those who require a refresher
CATEGORY OF RESEARCH CAT1

CATEGORY OF WORK CAT1

PROJECT OBJECTIVE To train field analysts on how to create proposala

~
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3) Proposal Review Report - BA

This Report prints a summary of key information entered for proposals, and
may be used to review proposals.

Navigation
> Field Budget Submission
» Reports
» Proposal Review - BA

The following screen will appear:

a Base Navigation Page - Microsoft Internet Explorer

J File Edit Wiew Favorites Tools  Help |J eBack - Q - |ﬂ @ ;}J | pSearch j}( Favorites &0 | (=i - H ﬁ 3 | "'

JAddress IQ https:f,l’Fmsser.IbI.gov:SDD1,ipsp,l’Fmsprd,iEMPLO\"EE,I’ERP;’SJWEBLIB_EOPP_SC.HOMEPAGE.FieldFDrmuIa.IScript_AppHP?pt_Fnam-j Go |J GQOSIE “C' & H» £ Settings~

Werw &
e

Home

[+ My Favarites

[> Manager Sel-Service

[ Project Costing

[» General Ledger = Print Proposals = Summary of Estimates Report = Print FWP in Crystal

[ Allocations g Print Propozals E Print Summary of Estimates Report with Print PP in Crystal

[> Commitment Control choice of subtotalz

= Field Budget Submission
[+ Administration

[> Proposals = Proposal Review - BA
[- Processes Proposal Review - BA

FBS Repott Folder

— Print Proposals

— Surnmary of Estimates
Eeport

— Brint FWP in Crystal

— Proposal Reviev - BA

[> Budget Syst
Cornts 1. Select “Proposal
[> Customer Contracts Review - BA" to

[ Customers

b Vendars generate your division’s

[> Purchasing

> eProcurement summary reporf'

[> Services Procurement

[» Accounts Payable

[ Set Up Financials/Supply
Chain

[+ Enterprise Components

[ Wnrklist

[> Tree Manager

[> Reporting Tools

[> PeopleTools

— Chanoe Wy Password

— My Personalizations

— bty Systern Profile

— My Dictionary =

&l ’_’_’_’_E @ Trusted sites
lt;startl | & BREROEGEC LG 7| 92n. -| ﬁHaver.‘.”§41n... - Ezw. | @zt -] Hines | [ AL 1N & O 306em
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J Fle Edit “iew Favorites Tools Help

rnekt Explorer

|J QBack - &) - [x] 2] \:h | ) Search ' Favorites &2

1=

JAddress IE https: |} ffrssryvz. Ibl. gov: 8001 JpspffmsprdEMPLOYEESERP{cJLEML _ZE.FE_PROP_RUMCNT3. GEL

Do |
j GU |J GCDSIE“C' d{» B @Settingsv

[+ My Favarites
[> Manager Sel-Service
[ Project Costing
[- General Ledger
[> Allocations
[ Commitrment Contral
= Field Budget Submission
[+ Administration
[> Proposals
[ Processes
- Reports
— Print Proposals
— Surnmary of Estimates
Eeport
— Print FWP in Crstal

[> Budget Systern

[- Grants

[ Customer Contracts

[ Customers

[ Wendors

[ Purchasing

[» eProcurement

[- Services Procurement

[» Accounts Payahle

[» Set Up FinancialsiSupply
Chain

[> Enterprise Components

[+ Wiarklist

[> Tree Manager

[> Reporting Tools

[- PeopleTools

— Change WMy Password

— bty Personalizations

— hiy Systerm Profile

— bty Dictionary

Proposal Review - BA

Mew Windaw | Help |

Enter any information you have and click Search. Leave fields blank for a list of all values

Search by: Run Control ID begins with |
A

[ Case Sensitive

Search | Advanced Search

Find an Existing Yalue | Add a Mew Value

2. Find an existing Run Control ID or add a new Run Control ID.

@ Done

T B@mstedses

dstart| | & EEGEee e da > 9zn. | B[S - Bzm. | @zm. | Hines | (A28 #N SO sa0em
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rosoft Internet Explorer

J Fle Edit “iew Favorites Tools Help

|J QBack - &) - [x] 2] :h | ) Search ' Favorites &2 | [_.J' e

DEs | &

JAddress IE https: | ffmssrvz Ibl. gov: 5001 jpsp/fmsprd/EMPLOYEE/ERP/c/LENL_ZE . 7E_PROP_RUNCNT3,5BL?FolderPath=PORTAL_ROOT_OBI j Go |J Google “Cv

d{» B @ Settings =

[+ My Favarites
[> Manager Sel-Service
[ Project Costing
[- General Ledger
[> Allocations
[ Commitrment Contral
= Field Budget Submission
[+ Administration
[> Proposals
[ Processes
- Reports
— Print Proposals
— Surnmary of Estimates
Eeport
— Print FWP in Crstal

[> Budget Systern

[- Grants

[ Customer Contracts

[ Customers

[ Wendors

[ Purchasing

[» eProcurement

[- Services Procurement

[» Accounts Payahle

[» Set Up FinancialsiSupply
Chain

[> Enterprise Components

[+ Wiarklist

[> Tree Manager

[> Reporting Tools

[- PeopleTools

— Change WMy Password

— bty Personalizations

— hiy Systerm Profile

— bty Dictionary

|

Division Report

Run Control ID:

Mew Window | Helo | Customize Page | B

Propesal Division Q
(1]

B+R
Classification

hphavertyproposalreview

ReportManager Process Monitar

Clear |\

Primary PI [

Proposal Status I @

Funding Year

B Save =] Natify

_/

B Add

Run

3. Use the search criteria
to define the proposal(s)
you wish to print. (Note:
The funding year must be
entered.)

Then, select the “Run”
button.

| UpdateiDisplay

@
sttart| | & BREOEGESCOa > Hen. v| ﬁHaver.‘.llﬁat n.. - Bz m.. | @2 i
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Selecting “Run” generates the following screen:

<3 Proposal Review - BA - Microsoft Internet Explorer

J File Edit ‘iew Favorites Tools  Help |J QBack - &) - [x] 2] ;,\J | - Search - Favorkes £ | (= -3 = | "Jl

J GODSIC“C' j{r » @Settingsv |JLir|k5 >

JAddress IE https:}ffmssrvz. Ibl. gov: 8001 jpspfmsprd_1 JEMPLOYEE/ERP/cJLENL_ZE.ZE_PROP_RUMCNMTS. GEL j Go

e r:l
- Home Sign out

D) | Mew Window | Helo | Customize Page | B

4. Select Server PSNT

[+ My Favarites
[> Manager Self-Service
[ Project Costing

Process Scheduler Request

> Genaral Ledger User ID: BPHAVERT Run Control I bphtest

[> Allocations

[ Commitrment Contral Server Name: Run Date: 121 2r2006 el

= Field Budget Subrission — - |
[+ Administration Recurrence; PENT ' Run Time: 10:42:36AM Resetto Current DateiTime
[> Proposals PSNTZ

Time Zone:

[ Processes
" PS05390
= Repotts Process List PEUNK
— Print Proposals Select ||Description |[=F=TJTY ) Process Name Process Type *Type *Format. Distribution
— Surnmary of Estimates = 21 ictibt
Repart W~ FBS Proposal Summary ZERFTO03 Crystal I\Neb I IF’DF Distribution
— Print VWP in Crystal [ g Proposal Review for Excel ZERFTOO4 Crystal IWeb - |><|_s =| Distribution
—Pr igw - BA ==
[> Budget Systern
[ Grants

[ Customer Contracts
[ Customers

5. If you want to generate a PDF report, check
- Ui mark “FBS Proposal Summary”, enter “Web” for
b T the “*Type”, and enter “PDF" for the “*Format”.

[- Services Procurement
[» Accounts Payakle

C Sy eneiIsiBUpply If you want to generate a Excel report, check
| pypetprise Compenznts mark “Proposal Review for Excel,” enter “Web”
R for the “*Type”, and enter “XLS” for the
Egigﬁlgegidoyliasswurd 6. SeleCT “OK”. “*Formcf”'

— bty Personalizations
— hiy Systerm Profile
— My Dictionary =

@ ’_’_’_’_E @) Trusted sites
ﬂstart| | & BEEOEEO©0a >|&smath. < B Havety, bide... |[ &4 mtermete.. - @FBSsTrainingMa.‘.l @ [N ) 2 O 10:46 am
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Select the Process Monitor to check the job status.

roposal Revi

J Fle Edit “iew Favorites Tools Help

ternet Explorer

|J QBack - &) - [x] 2] \‘/h | ) Search ' Favorites &2 | [_':3- =

LI |

JAddress IE https: | ffmssrvz Ibl. gov: 5001 jpspifmsprd_1 JEMPLOYEEERP/c/LBML_ZE . ZE_PROP_RUNCNT3.GBLPFolderPath=PORTAL j Go |J Google ||Cv

j{r B2 @ Settings |J Links **

[+ My Favarites
[> Manager Sel-Service
[ Project Costing
[- General Ledger
[> Allocations
[ Commitrment Contral
= Field Budget Submission
[+ Administration
[> Proposals
[ Processes
- Reports
— Print Proposals
— Surnmary of Estimates
Eeport
— Print FWP in Crstal

[> Budget Systern

[- Grants

[ Customer Contracts

[ Customers

[ Wendors

[ Purchasing

[» eProcurement

[- Services Procurement

[» Accounts Payahle

[» Set Up FinancialsiSupply
Chain

[> Enterprise Components

[+ Wiarklist

[> Tree Manager

[> Reporting Tools

[- PeopleTools

— Change WMy Password

— bty Personalizations

— hiy Systerm Profile

— bty Dictionary

Mew Window | Helo | Customize Page | B

Process List

[View Process Request For
User ID: [BPHAVERT O Type: | o Last: 1 [Hours” =][ Refresh ]

Server: | T| Name: Q Ins‘tance:| to |
Run I ~| Distribution I -I ¥ Save On Refresh
Status: Status

Process List | Fine

ZERPTO03 BPHAVERT 121272006 10:48:00AM PET  Success Posted Details

-
-

1004588
1004587

Crystal

Crystal ZERFTO03 BPHAVERT 1201272006 10:42:36AM PST  Success Sted Details

7. Your Report is ready to
view. Select "Details”.

Go hackto Proposal Review - BA

B sae | = Moty

Process List | Server List

@ Done

sttart| | SEEEMOEEOC DA |93 Ml

’_ ’_ ’_ ’_ ’—é_ @) Trusted sites
v| B Haverty, Bridg. .. | & 4 InternetE... » B FBSsTrainingMa.‘.l \Q.Qﬂ N (3% O 10049 amM
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rnekt Explorer
J File Edit ‘iew Favorites Tools  Help |J QBack - &) - [x] 2] :h | ) Search ' Favorites &2 [_'Jv = [ RS | al
| address IEhttps:J‘,I'Fmssrvz.IhI.gnv:SDD1jpsp,ffmsprd_ljEMPLOYEE,I'ERP,I’c,iLENL_ZE.ZE_PROP_RUNCNT3.GBL7FnIdarPath=PORTAl - £ Go |J GoagIe“Cv j{r » (7] Settings~ |JLinks 2

.:}
vremreTmen

D) | Mew Window | Helo | Customize Page | B

[+ My Favarites p D il
[> Manager Self-Service rocess Detal

b Project Costing

I» General Ledger

[> Allocations 2 2
Instance: 1004588 Type: Crystal
[ Commitrment Contral w i
= Field Budget Submission Name: ZERPTOO3 Description: FBS Proposal Surmmary
[ Administration o
I Proposals Run Status:  Success Distribution Status: Posted
b Piossee Run ___________________[updateProcess
- Reports
— Print Proposals Run Control ID: hphte st = Hold Request
— Surnmary of Estimates
Report Location: Server © Queue Request
— Print FYWP in Crystal . R © Cancel Request

" pelete Request
© Restart Request

Recurrence:

[> Budget Systern
[ Grants

- Cusiomer Goniracts

[ Customers

I vendors. Request Created On: 1211 2/2006 10:43:10AM PST Paramaters Transfar
[ Purchasing —_

[> eFrocurernent Run Anytime After: 1201 2/2006 10:42:004M PST Message Log

[> Services Procurement o

I Ascourts Payatle Began Process At: 1201212006 10:42:27AM PST Batch Timings

[ §et Up Financials/Supply Ended Process At: 1201 2/2006 10:48:39AM PST Wiew LoTrace

Chain
[» Enterprige Components
[+ Wiarklist
[> Tree Manager

[> Reporting Tools 8. Select “View

[- PeopleTools

— Change hiy Passwaord O | Cancel | o g

— bty Personalizations LOQ/TTGCG 1‘O view YOUF
— hiy Systerm Profile Repoﬁ

— My Dictionary =l

@ Done sites
sttart| | & BEEOEEO©0a >|&smath. < B Havety, bide... |[ &4 mtermete.. - @FBSsTrainingMa.‘.l @ lgN 2O 10:52 am

53



roposal Revi ternet Explorer
J File Edit ‘iew Favorites Tools  Help |J QBack - &) - [x] 2] \‘/h | ) Search ' Favorites &2 | L‘j' = [ RS | g.
| address IEhttps:;‘,ffmssrvz.lhl.gnv:SDDIjpsp,l’FmsprdjEMPLO\"EEJ’ERP)’EJLBNL_ZE.ZE_PROP_RLINCNTS‘GBL - B Ge |J Google“Cv j{» » (7 Seftings~

® |4 bew Window | Heln | Customize Pane |
[+ My Favarites N
[ Manager Self-Service View Log/Trace
b Project Costing
I General Ledger
I» Allocations ¢ ReportID: 629603 Process Instance: 1004800 Messane Log
b Gomrmitrnent Cantrol Name: ZERPTO03 Process Type:  Crystal
= Field Budget Submission
[ Administration Run Status: Success
[ Propogals
[- Processes FBS Proposal Summary
- Reports Distribution Details
— Print Proposals
— Surnrmnary of Estirmates Distribution Node:  fmssn2-550 Expiration Date: O1M1r2007
Eeport
— Print FWP in Crstal
File Size (bvies)  |Datctime Crested |
I Budget System Message Log 0 121122006 2:49:01.000000PM PST
[> Grantg o
> Custarmner Contracts ZERPTOO3 1004900.POF 21,887 120272008 2:49:01.000000PM PST
[ Customers FeopleSoft Trace File 481 121 2i2008 2:49:01.000000PM PST

[ Wendors ——
b Purchasing Distribute To
I eProcuramant Distribution ID Type
[> Services Procurement Ugear

[» Accounts Payakle

[» Set Up FinancialsiSupply

Chain

[» Enterprige Components .
bworklet 9. Select either the XLS or

[ Tree Manager

- sl Tow PDF file that you ran.

[- PeopleTools Return
— Change by Password —I

— bty Personalizations
— hiy Systerm Profile
— My Dictionary =

’_’_’_’_E @) Trusted sites
FEssTrai.. | Jditures | [H2® A NE@ O z49m

]
ﬁstartl J ﬁ . g B | w 9 e a Q »J 92 Muzill‘..V| ﬁHaverty,...”ﬁtt Inter...~ [
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Sample Report of the PDF version.

/4 start ERSTODB EG G 50°F Deskt... | [RRe:FBSTr.. 7 7Inteme... ~| 8 G:\Financi.. | B2 Micros.. ~ _ %

& https://fmssrv2.|bl.gov:8101/psreports/fmstrn/1054610/ZERPT003_1160317.PDF - Microsoft Internet Explorer
File Edit GoTo Favorites Help E"

\‘) \“) @ @ fh ;’ Search j‘i"\(Favontes @ L »;. [ \_I ﬂ ﬁ
r'«ddrESS@ https://fmssrv2.Ibl.gov:8101/psreports/fmstrn/1054610/ZERFTO03_1160317.PDF V‘Go Links * @& ~

k| ) | @@ [men] ! Fom- !

Selection Criteria: Division Id L
Primary B&R Funcing Year: 2010
Primary Pl: Proposal Status:  Authorized
117i2008 FBSs Proposal Review - BA Page 10f1
LBML.  FortMame | Propossl  |Funding| F1 [rimary  |HO Program Fy 200 FY 20 Fy 210 Fy i Fy W12
B D Status Yeal EIE Dpscsng Equoment | ZIE | Qpewing | Ecuprent | IS | Qoewing | Squioment | FIE | Opecatng | Ecuipment EIE | Opefng | Ecuipment
EA EA B BA BA BA A EA A EA
NFOSF PDSF Ruihorized | 2010 Olson Deuglas L [KBUZ01022 | SC28 - Offceof | 00 [ 0| oo 0 1000 | 0D ] 0|00 [ [ [ 0 T
Nuclear Physics
TRAINDS  FBS TRAINING | Authorized | 2070 [Wehner Michas!  [(BO402024 | 5025 - Oceof | 126 200 20 | 106 260 260 | 108 260 260 | 105 200 30 0§ 200 200
Nuciesr Physics
Grand 125 200 200 | 105 250 1250 | 105 5 250 | 105 300 300 105 300 300
Total
@Done 2| Unknown Zone
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V. PLACE HOLDER CREATION

1) Add a Place Holder

FBSs has two proposal entry options:

e “FBS Proposal Data Entry” which will be used to enter an R&D proposal
that will be submitted to DOE HQ via the interim proposal submission
process. (i.e., For FY10, Office of Science and EERE)

e “Place Holder Data Entry” which has two functions: 1) to submit proposals
to DOE HQ via email for those HQ Programs not participating in the interim
proposal submission, and 2) to record all other proposal types for institutional
summary reporting purposes. (This includes all Construction activity.)

Navigation:
> Proposals
» Place Holder Data Entry

a Base Navigation Page - Microsoft Internet Explorer

-2 Base Navigation Page - Microsoft InternetExplover ARy
J File Edit ‘iew Favorites Tools  Help |J QBack - &) - [x] 2] .\J | ) Search " Favorites {4| = P = | -:f
| Address [] htps: ffmssrez.Ibl.gow:a001 fpsp/Frsprd|EMPLOYEE[ERFs/WEBLIE_EQRF_SC.HOMERAGE FleldFormula.IScript_appHFept_famiz| [ Go |J Google‘Cv j{» » (7 Seftings~

@
[> Manager Self-Senice 8] tsi tenu > Field
[+ Project Costing
I General Ledger Proposals
[+ Allocations
» Carmmitmant Contral e A e
= Field Budget Submission E FBS Proposal Data Entr Copy a Proposal Place Holder Data Entry
[ Administration FEBS Proposal Data Entry Copy & Proposal Flace Holder Data Ertry
> Proposals
— EBS Proposal Data Entry
— Copy a Proposal =] Copv a Place Holder = Copy Proposal to Placeholder = Copy Placeholder to Proposal
— Place Holder Data Enry Copy a Place Holder ﬁ Copy Proposal to Placeholder ﬁ Copy Placeholder to Propozal

— Copy a Place Haolder
— Copy Proposal to
Placeholder
— Copy Placehalder 1o
Proposal
[+ Processes
[ Repors
[> Budget Systern
[- Grants
[ Customer Contracts
[ Customers
[ “endors
b Purchasing 1. Select “Place Holder Data Entry”.
[» eProcurement
[- Services Procurement
[» Accounts Payahle
[» Set Up FinancialsiSupply
Chain

[> Enterprise Components
[+ Wiarklist

[> Tree Manager

[> Reporting Tools

[- PeopleTools

— Change WMy Password
— bty Personalizations

— hiy Systerm Profile

— bty Dictionary E

& [ [T B @ mrusted sices
fbstart| | & RO Ja >z, EHaverty,...”$5 Inter... B FessTrai.. | o iTunes | [H2D ENE® O 25t
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istat E€®

rTHEBY E@e G

| 509F Daskt...

[% Re: FBS Tr...

A Place Holder Data Entry - Microsoft Internet Explorer

File Edit View Favorites Tools Help

eﬂack 2 \J B @ i_l\ /'jj Search

L . &S, B
.{ Favorites @ Lj' =" 3

ELE

= 4Interne.. ~| B G:\Finani...

T 2 Micros...  + _ 7 833 AN
EX
w

Search:

®

> My Favorites
* Manager Sel-Senvice
I* Project Costing
[» General Ledger
[> Allocations
[> Commitment Control
~ Field Budget Submission
I> Administration
= Propesals

— EBS Proposal Data Entry
Copy a Proposal

— Copy a Place Holder
— Copy Proposal to
Placeholder
— Capy Placeholder to
Proposal
[ Processes
[ Reports
[> Budget System
[> Planning
[ Grants
> Customer Contracts
> Billing
> Customers
[ Vendors
[» Purchasing
> eProcurement
I» Senices Procurement
> Accounts Receivable
[» Accounts Payable
[» Banking
[ Cash Management
1> Set Up Financials/Supply
Chain
- Enterprise Components
[ Worklist
[> Tree Manager
[ Reporting Tools
> PeopleTools
- Change My Password
— My Personalizations
- My System Profile

— My Diclionary

& ‘ Discussions ™ ‘ f; Ey_%

Place Holder Propesal

LBHL Proposal ID:

Funding Year: [2010
Proposal Sequence Number: 1

Find an Existing Place Holder

Find an Bxsting Place Holder | Add a New Place Holder

<

Address a hitps://fmssrv2.bl.gov:8101/psp/fmstrn/EMPLOYEE/ERP/c/LBNL_ZE.ZE_PLHOLD_PROPOSAL.GBL?FolderPath=PORTAL_R|

2. Select “Add a New Place Holder".

3. Enter an “LBNL Proposal ID".
(Maximum 8 characters)

4. This field is defaulted to reflect the
“Funding Year” for a Budget

Add a New Place Hol

i ’J g | ] | @D\smssmns not available on https:{/fmssrv2.lbl.gov:8101/

(On cycle) proposal.

5. Click "Add".

9

@ Dane
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a. Administrative Information
The following screen appears with the “Admin” tab open:

‘4 start e & BB o6 50°F Deskt... [ Re: FBS Tr... 7 4Interne... | 3% G:\Finandi... B 2 Micros... ¢ 8:42 AM

@ Place Holder Data Entry - Microsoft Internet Explorer D@ z‘

File Edit View Favorites Tools Help ’,‘
Qoack - © - [¥] B €0 O search 57 Favariees €| (2~ I v|D‘ﬂ B

&] https://fmssrv2.Ibl.gov:8101/psp/fmstrn/EMPLOYEE/ERF//LBNL_ZE.ZE_PLHOLD_PROPOSAL.GBL?FolderPath=FORTAL_ROOT_OBJECT.LBNL_|

i 6. Populate all
required fields that are
s shaded yellow and
@ other fields as

> My Favorites Admin Technical Budget Aftachment Status
> Manager Self-Service

- Projed Costing R needed.
> General Ledger *Proposal Short CEDR (20 Characters or Less)

> Allocations Name

> Commitment Control Proposal ID K42931 Sequence# 1 Status In Process Funding 2010
-~ Field Budget Submission Year

[ Administration et o o

- Duison (65 (4 subDuisnl " PrososiTe Coerirs | Mbversanzze | 7. Select a “Proposal
— FBS Proposal Data Entry .

| ConyaFronosal Type” (Construction,

:

Copy a Place Holder Primary Pt |AMKONRAD & Konrad,Allan M or Operahng)

— Copy Proposal to
Placeholder Contact Name |AMKONRAD @ Konrad Allan M

— Copy Placeholder to

Proposal
I Processes Proposal Purpose | Budae Sponsor Q
> Reports

Address

Pl

> Budget System . " i
[ Planning Primary B+R [HU2006200 & Epidemiclogic Studies O

1 H "
R P — 8. Proceed to the “Technical” tab.

[» Billing

[ Customers HQ Program  TBD HQ Pragram Code not provided yet by DOE

[ Vendors

> Purchasing

[+ eProcurement

[ Services Procurement

[ Accounts Receivable

(- Accounts Payable

(- Banking

[+ Cash Management

> Set Up Financials/Supply
Chain

[ Enterprise Companents Save | L\ Return to Search Noti EvAdd| JEUpdaterm
& Worklist ) = Sy (<]

[ Tree Manager Admin | Technical | Budaet | Atachment | Status
[» Reporting Tools

[» PeopleTools

- Change My Password
— My Personalizations
— My System Profile

— My Diclionary

X | pisaussions ™ | 1) [y # %7 | 121 | @ piscussions not available on https:/ffmssrv2.Ibl.gov:3101/ 9
&] Done S & Local intranet

58



b. Technical Information

T.-f start EmErOBTco 6 0°F Deskt.. = [ Re:FBSTr.. 7 4Interne.. v|® G:\Finand.. | G 2 Micros.. ~

4 Place Holder Data Entry - Microsoft Internet Explorer
File Edit View Favorites Tools Help r?

\ r fi . S, B
eﬂack .} @ @ ih /_j Search \::(Favnmes @ t-)' =1 4 D‘ﬁ 3
ahttps:,'ffmESWZ.\b|.gov:ElﬂlfpspffmEtmeMPLUVEE/ERFIC/LENL_ZE.ZE_PLHULD_FRUFDSAL.GEL7Fo\derPEth:PDRTAL_RUOT_UEJECT.LENL_FBS.FES_FROPUSAL.ZE_PLHOLD_FR(V B co | Links = cq -

=

Address

Worklist Add to Favorites

[/
Search: Hew Window | Help | Customize Page | /8,

[ My Favorites Admin Technical Budget Attachment Status
[ Manager Self-Senvice
I Project Costing *Proposal Short Name [CEDR (20 Characlers or Less)
> General Ledger
[> Allocations

[> Commitrnent Contral Proposal ID K42931 Sequence# 1 Status In Process Funding 2010

~ Field Budget Submission Year

b Administration *Division|CS (L SubDivision T Proposal Type Operaing  FBS Key 000002120
= Proposals

i 9. “Project Objective
Description” is not
— Copy Proposal to “Work Proposal Title . pd f |
Placeholder required tor place
B holders, but if you do

Proposal
z Project Objective | Since 1964, the Department of Energy (DOE) and its predecessors .

I Processes i
I Reports reserigon have conducted epidemiclogic studies of the AEC/IDOE workforce. DOE not populcn‘e If, plecuse
[ Budget System also supports historical enviranmental off-site dose reconstructions

© Planning and former worker studies. The Depariment has a strong commitment enTer O deSCI’Ip’rlve
10 the publics right-to-know about worker and community health risks as o
> Grants
= i Work Proposal Title.

thraunh th tudias _Tha

— Copy a Place Holder Comprehensive Epidemiologic Research Resource (CECR)

>

[> Customer Gonlracts
[ Billing
I Customers
[> Vendors
[> Purchasing
[ eProcurement

m 1"
e 10. Proceed to the “Budget” tab.
[» Accounts Payable
[ Banking
[ Cash Management
[» Set Up Financials/Supply

Chain

> Enterprise Components B save| [ Returnto Search | [=] Notify | ErAdd
[ Worklist
> Tree Manager Admin | Technical | Budget | Attachment | Status
[ Reporting Tools
[ PeopleTools
- Change My Password
— My Personalizations
— My System Profile
— My Dictionary

X ‘ Discussions ™ ‘ ’Q % :J gl |£| ,@D\smssmns not available on https://ffmssrv2.lbl.gov:8101/ (V)]
&] Done 5 %4 Local intranet
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c. Budget Information

ERE2OET £ © 6 [ =E509FDeckt.. | [ Re: FBSTr...

‘4 start

4 Place Holder Data Entry - Microsoft Internet Explorer
File Edit View Favorites Tools Help

eBack W |ﬂ @ h /'jjsearch ‘r:ﬁ:g‘Favorltes &} {_-_7:' .l’. A4

£ 4Inteme..,

FE

Address !éj https://fmssrv2.lbl.gov:8101/psp/fmstrn/EMPLOYEE/ERP/c/LBNL_ZE.ZE_PLHOLD _PROPOSAL.GBL?FolderPath]

I Field Budget Submission
[> Administration
+ Proposals
— EBS Proposal Data Entry
— Copy a Proposal
— Copy a Place Holder
— Copy Proposal to
Placeholder
— Copy Placeholder to
Proposal
[> Processes
I Reports
> Budget System
[> Planning
[> Granls
[ Customer Contracts
[ Billing
[» Customers
[ Vendors
[ Purchasing
> eProcurement
[» Senices Procurement

*Division|CS Q. Sub Division [T Proposal Type Operating

Prior Years CarryOver
($in

Thousands

Scientific Staffing
Other Direct Staffing

Total Direct Staffing
(Staff Years)

Operating Total
Obligations

Operating Total Costs

[ Accounts Receivable Equipment
[ Accounts Payable Obligations
> Banking »
[» Cash Management Equipnienttoct
[> Set Up Financials/Supply
Chain
Ea’gﬁ:ﬁgﬁe Cteponenty Bl Save | LQReturnto Sear:hl [=] Notify 1
> Tree Manager A 2
B Admin | Technical | Budget | Attachment | Status

I PeopleTools

— Change Wy Password
— My Personalizations
— My System Profile

— My Dictionary

<
X | Discussions * ‘ i; % 'J g| 1| @ Discussions not available on https: /ffmssrv2.lbl.gov:8101/

Note: H

a) The budget years are dependent [
on the “Funding Year” entered on
the “Add New Placeholder” screen
of page 57.

b) The dollars entered below should
be in Thousands.

c) Refer to the budget category
definitions below.

[> My Favorites Admin Technical Budget Attachment Status |

[* Manager Self-Senvice

Lo Gosl *Proposal Short Name [CEDR {20 Characlers or Less)

[ General Ledger

[> Allocations

> Commitment Caontrol Proposal ID K42931  Sequence® 1 Status In Process Funding
Year

2010

FBS Key 000002120

2008

Current FY

11. Enter FTE information
for staffing to the tenths
decimal place, and also
budget dollars for
"Operating” &
“"Equipment” to the

2009 2010
BY - Current BY

whole number in
Thousands ($K).

Budget dollars for

Construction Proposal
Types should be entered
into the Equipment
section.

|~

™)

&] Done

5 %4 Local intranet

Scientific Staffing = Estimate for Scientific Full Time Equivalents (use FTE’s, not

staffing dollars)

Other Direct Staffing = Estimate for other FTE’s (use FTE’s, not staffing dollars)
Operating Total Obligations = Operating Budget Authority (BA)

Operating Total Costs = Operating Budget Obligations (BO)

Equipment Obligations = Equipment Budget Authority

Equipment Costs = Equipment Budget Obligations
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d. Attachments
Attach a complete FWP to the place holder if you want the Budget Office to submit
the FWP to the HQ Program.

However, if the place holder entry is for institutional reporting purposes only, then do
not attach an FWP.

! start z 0°F Deskt... | [% Re: FBS Tr... 7 4 Interne... | B G:\Finandi... Cd 2 Micros...  ~

4 Place Holder Data Entry - Microsoft Internet Explorer
File Edit View Favorites Tools Help

Qack - ) @ @] ih /'jjsearch ‘?jn:(Favnrites £ LJ' ; vﬁ‘ﬁ B3

&] hitps://fmssrv2.Ibl.gov:8101/psp/fmstrn/EMPLOYEE/ERP/c/LBNL_ZE.ZE_PLHOLD_PROPOSAL.GBL?FulderPath=PORTAL_ROOT_OBIECT.LBNL_FBS.FBS_PROPOSALZE_PLHOLD_PRi ¥ | B 6o Links ™ &3 -

Address

Worklist Add to Favorites

New Window I Help I Customize Page I 5:%,

> My Favorites Admin Technical Budget Attachment Status
> Manager Self-Service

[+ Project Costing *Proposal Short Name | CEDR (20 Characters or Less)

- General Ledger

(> Allocations

[ Commitment Contral Proposal ID K42931 Sequence# 1 Status In Process Funding 2010

~ Field Budget Submission Year
& Administration “Division|CS C,  Sub Division T Proposal Type Operating FBS Key 000002120
~ Proposals

— EBS Proposal Data Entry
— Copy a Proposal
= Copy aSlace Holdes Tip: Add an attachment by clicking on the paper clip ! ]
~ Copy Proposal to customize | Fnd | ¥ First [ q.arq [2
Placeholder Doc
— Copy Placeholder to o Attached File Attached by Date Added
Proposal —
I Processes
[ Reports
> Budget System
> Planning
[ Grants
[ Customer Contracts
[» Billing
- Customers 12. To aftach your
endors
I Purchasing
Loads FWP, select the
[> Services Procurement i 1
[ Accounts Receivable OTher COTegOFy Clﬂd
[ Accounts Payable .
> Banking then click on the
> Cash Management

[ Set Up Financials/Supply pOper C"p TO OTtOCh

Chain

> Enterprise Components
- Worklist save| QRetumtosearcn | (=] oty vour FWP.

> Tree Manager
- Reporting Toals Admin | Technical | Budget | Attachment | Status
- PeopleTools

— Change My Password
— My Personalizations
— My System Profile

— My Diclionary

X | piscussions ~ | 1) By # %71 | 12| (@ iscussions not avalable on https://fmssrv2.Ibl.govia 101/ , @
&] Done & & Local intranet
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e. Status

When a place holder is created, the status is defaulted to “In Process”.

" start

File Edit View

EREPOBT A0 G & 509F Deskt... | [ [Fwd: FW:... 7 4mterme.. v B G:\Finandi.. | [4 2 Micros., ~ —ﬂ & )20 8:56 AM
A Place Holder Data Entry - Microsoft Internet Explorer \.:\@HX\
Favorites  Tools  Help n
@Eack - \J @ @ ih ‘pSearch #;:(Favorites @ tjv :; - D‘ﬁ ‘ﬂ
AL Links

®

[> My Favorites
> Manager Selt-Senvice
I Project Costing
1> General Ledger
[> Allocations
[> Commitment Control
~ Field Budget Submission
I Administration
= Proposals
~ EBS Proposal Data Enfry
— Copy a Proposal
— Place Holder Data Entry
— Copy a Place Holder
— Copy Proposal to
Placeholder
— Capy Placeholder to
Proposal
[ Processes
[ Reports
[> Budget System
[> Planning
> Grants
I* Customer Contracts
1 Billing
> Customers
[> Vendors
[» Purchasing
> eProcurement
I* Senices Procurement
> Accounts Receivable
[+ Accounts Payable
[> Banking
[» Cash Management
> Set Up Financials/Supply
Chain
- Enterprise Components
[ Worklist
[> Tree Manager
[> Reporting Tools
I PeopleTools
- Change Wy Password
— My Personalizations
— My System Profile
— My Diclionary

Admin Technical Budget Attachment Status

Worklist Add to Favorites Sign out

13. When the place holder

*Proposal Short Name |CEDR (20 Characters or Less)

Sequence# 1 Status In Process

Proposal ID K42931

*DivisionCS L Sub Division [T

Funding 2010
Year

Proposal Type Operating FBS Key 000002120

Proposal Status

is done, click on the “+”
sign to add a new status
row. Then, change the
status to “CO"
(Completed).

e g Note: Place holders do not
o e require a Division Director
*Status IF In Process o
Proposal Stmus{:hange?by or Des'Q.nOTe TO

“Authorize”. The “CQO"
Employee ID 013489 Meely,Sonya T 0 .
UserD ey —— stafusis the final status of a
Dateand Time  01/17/08 8:40:48AM place holder.
Comments
___—"1 14.Click "save”

Bl save| [ Return to Search | [=] Notify |

Admin | Technical | Budaet | Attachment | Status

X ‘ Discussions ™ ‘ ’Q Ey_% .J gl |£| ,@D\smssmns not available on hitps: //fmssrv2.lbl,gov:8101/

B Add

)

@ Done
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2) Copy a Place Holder

Navigation
> Field Budget Submission
» Proposals
» Copy a proposal

The following screen will appear:

) Copy a Place Holder - Microsoft Internet Explorer

J File Edit ‘iew Favorites  Tools  Help |J eBack - \‘) \ Iﬂ @ ;}J | pSearch jL;' Favorites &0 | (=i [ ] ﬁ 3 | -:f

JAddress I@ https:f,messer.IbI.gov:SDD1,ipsp,l’Fmsprd,iEMPLO\"EE,I’ERP;’CJLBNL?ZE.ZE?PLACEHOLDR?COP\".GBL?FoldarPath=PORTALiROOTJj Go |J GQOSIC “C' = H» R Settings~

A
Freraes .l

[@J\.
[> Manager Self-Service =
I Project Costing 1. Use a
[> General Ledger T 1
I Allocations Copy Place Holder combination of
> Commitment Cantral Enter any infarmation you hawe and click Search. Leave fields blank far 2 list of all values these search

== Field Budget Submission . .
b Administration fields to find the
= Proposals

— FBS Propnsal Data Entry | i place holder you
— Copy a Proposal FBS Key: hegins with = .
— Place Holder Diata Entry LBNL Proposal ID: |begin5 thdl WOUld ||ke TO

ace Holder
— Copy Proposal to Funding Year: |: j | ¢ COIOY, or |eOVe

Flaceholder Proposal Sequence Numl)er:l: j | Them O” blOnk 'I'O

— Copy Placehalder to

Proposal Proposal Division ID: [ aegin with =] | Q bring up a list of
[ Processes Proposal Status: |= j I j
all place holders.

[* Reports
I Budget System
I Grants Search Clear | Basic Search [E Save Search Criteria
I Customer Contracts —I —I
[ Customers

[ Wendors
[> Purchasing . m "
[ eProcurement NOTe' The Cleor
I Services Procurement H
© Acaunts Payabie button will clear
[» Set Up FinancialsiSupply O” The SeOrCh
Chain
[ Enterptise Components fields.
[ Wnrklist

[> Tree Manager

[> Reporting Tools

[> PeopleTools

— Chanoe Wy Password
— My Personalizations
— bty Systern Profile

— My Dictionary =

|&] pone ’_’_’_’_E @) Trusted sites
distart| | & BEEO@SO®0a 7| 92yl | Etavety,.|[ &6 mter.. Bjresstrai., | Hitwes | A2 @ ENE SO 3:0pm
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A list of placeholders generated from your search will appear:

py a Place Holder - Microsoft Internet Explorer

|J QBack - &) - [x] 2] :h | ) Search ' Favorites &2

J Fle Edit “iew Favorites Tools Help

A~ &

LI |

JAddress IE https: | ffmssrvz Ibl. gov: 5001 jpsp/fmsprd/EMPLOYEE/ERP/c/LENL_ZE . 7E_PLACEHOLDR_CORY. GBL?FolderPath=PORTAL_ROCT ¢ j Go |J Google “Cv

d{» B @ Settings =

‘I>

Manager Self-Service
[> Project Costing
[+ General Ledger
[+ Allocations
[ Commitrment Contral
=~ Field Budget Submission
[ Administration
= Proposals
— EBS Proposal Data Entry
— Copy a Proposal
— Place Haolder Data Entry

er

— Copy Proposal to
Placeholder
— Copy Placehalder 1o
Proposal
[+ Processes
[ Repors
[> Budget Systern
[- Grants
[ Customer Contracts
[ Customers
[ Wendors
[ Purchasing
[» eProcurement
[- Services Procurement
[» Accounts Payahle
[» Set Up FinancialsiSupply
Chain
[> Enterprise Components
[+ Wiarklist
[> Tree Manager
[> Reporting Tools
[- PeopleTools
— Change WMy Password
— bty Personalizations
— hiy Systerm Profile
— bty Dictionary

Copy Place Holder
Enter any information you have and click Search.

Place Holder to copy

Leave fields hlank far a list of all values

Mew Windaw | Help |

FBS Key: [begins with =] |
LENL Proposal ID: [begins with =] |
Funding Year: |= j |
Propesal Sequence Number: | = =

Proposal Division ID: [egins with ] |

2. Click on the place
holder you would like to

copy.

Proposal Status: | = j |

Search | Clear | Basic Search [E) Save Search Criteria

Search Results

FBS Key LBHL Proposal ID |Funding Year [Proposal Seguence Number [Proposal Division ID [Proposal Status
000000300 39KCH2 2007 1 S InProcess
000000301 Adq0H 2007 1 AL InProcess
000000302 AS1 0% 2007 1 AL In Process
000000303 AR10X 2007 1 AL InProcess
000000304 AT1 0% 2007 1 AL InProcess
000000305 AR10X 2007 1 AL InProcess
000000306 AQ1 0 2007 1 AL In Pracess
000000307 AQ11H 2007 1 AL In Pracess
000000308 BYFPHACO 2007 1 EA InProcess
000000209 BYTPHAPE 2007 1 EA InProcess =

]
E)‘Startl J ﬁ . g B | @ Q e a Q »J QZ Muzill‘..V| ﬁHaverty,...”ﬁﬁ Inter...~
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Populate the required fields and click the copy button.

3 Copy a Place Holder - Microsoft Internet Explorer

‘2 Copy a Place Holder - Microsoft InternetExploeer ARy
J File Edit ‘iew Favorites Tools  Help |J QBack - &) - [x] 2] \:‘J | 'Search - Faworites {4| = P = | -#’
| Address [] htps: [ffmssrez.Ibl.gow:a001 fpsp/Frsprd|EMPLOYEE[ERFic [LEML_ZE 7 _PLACEHOLDR_COPY. GEL7FolderPath=PORTAL ROOT_(7| (£ Go |J Google‘(}'v j{» » (7 Seftings~

Home

Aiid to Fa

‘I> Manager Self Service = e il el | cuetamize Pans | B
[> Project Costing
[ eneral Ledser 3. Enfer the new “Placeholder ID".
[ Commitment Control
== Field Budget Submission
[ Administration
= Proposals
 £B5 Progosal Data Eny LESHeY 000000303 4. Enter the new “Funding Year”.
— LOpy 3 Proposa . ~
— Place Holder Data Entry Proposalld T (ATTENTION: This field must be entered
— Copy a Place Holder i H H
e ———— Funding Year  FIITj correctly. You_W|II not be able to change it
Placenolder Seq Nbr 1] after you’ve clicked on the “Copy” button.)
— Copy Placeholder to
Froposal
[ Processes
b Bt Bustem 5. Click on the “Copy" button to save and
[= Grant
DCLaSTDE:"ner Caontracls FBS Key CreOTe The Copy'
E S;I’,?;DUTSBH Proposal ID l
EE;:;ES?;:?em Funding Year
[ Servi P t
| gevces rocemen swn [
[» Set Up FinancialsiSupply
Chain
[ Enterprise Components ore . .
b Worklist 6. A successful copy nofification will appear.
rt .
E;r:;oﬂ;r;a_lg_oe;‘s £ Return to Search |  Refrech | Then, C|IC|( “OK”.
[ PeopleTools
— Change Wy Password
— My Personalizations
Cipert - | 7.Return to the “Place Holder Data Entry”
e — | screen to search for and update the place holder [ | & @ e
fﬁstart| | & B m o copy. Tunes |£J%Q-@Ntﬂ@ﬂ 3114 PM

NOTE:
(1) Attachments can’t be copied from place holder to place holder. If
necessary, they will need to be reattached to the place holder copy.

(2)The status of the place holder copy is automatically set to “In
Process”.
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