[bookmark: _GoBack]Portal Entry Process – Create Budget Document Procedures
For Fund Centre Managers


The purpose of this document is to outline the process for Fund Centre Managers (FCM) or Branch Management Service (BMS) to follow when creating a budget transfer document for operating funding using the Portal for MyEMS. Budget transfers relating to Grants and Contribution (G&C) will need to be processed by the Financial Management Advisor (FMA). 

The following print screens outline the step by step process for how to create a budget transfer entry in the Portal.  The screens used for this demonstration are based on an open access, thus the screens the FCM has access to may differ slightly based on their access roles.

These procedures should be read in conjunction with the materials or guidance documents provided by the FMA areas.
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1. For BMS, any budget transfers not affecting Budgets Controls; within Branches (under level 3)/ Fund/Commitment Item groups and between or within Functional Areas will need to be performed under the folder Budgeting  and then Budget manager (1.a)
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2. Document types are to be used in the following fashion:
a. B10 –Direct post by BMS for transfers between FC  below level 3
b. B01 – Direct post by BMS for transfers between FA (NHQ FC only) or between CI (within the same CI group)
c. B02 – Post by BMS; approve by FMA* (for transfers affecting  2 FC at Level 3- DGs )
d. PR1 – Proj Bgt Orig; Direct Post by BMS for transfer to a Funded Program 
e. PR2 – Proj Bgt Supp; Direct Post by BMS for supplement to a Funded Program
f. PR3 – Proj Bgt Rtn; Direct Post by BMS for transfer from a Funded Program
*Only options available for G&Cs

3. Fiscal year =2017 (for year 2016-2017)
Person Responsible = Lead BMS or FCM / Transferring BMS or FCM
The Text can be a maximum of 40 characters long.  
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4. Enter the appropriate budget type and amount.

Budget type could be:
· BBGT – Budget Transfer Non-Personnel, G&Cs
· BPER – Budget Transfer Personnel
· BREV – Budget Transfer Revenue

Click  √   the Sender check box  to enter the sender financial information. Enter coding elements (Fund, Funds Center, Commitment Item, Functional Area and Funded Program (if applicable)) and text.  A coding   reference sheet can be found following the link: http://dialogue/grp/CRM-GRM/Coding/Forms/AllItems.aspx[image: ]

Please refer to “16-17 SAP FM Coding FMA.xlsx”.



The text box should indicate “what” the transfer is for (i.e. for P03 forecast).

Once this is completed, click the Add button (4.a) and then enter the Receiver financial information.  When the transfer is completed, click (4.b) Update.
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Welcome to the myEMS (SAP) portal

The myEMS (SAP) seff-service portal provides ESDC employees access to many SAP functions. Access to the functions is based on an individual's role. Only those roles that apply to an employee’s job will be visible when
navigating in the portal. To be grarted a role inthe portal, employees must have manager approval, and successiully cormplete the related training

To access the SAP training click here and select the course to which you have been approved

For myEMS (SAP) documentation, click the Help drop-down menu and select "Open online help"

Privacy Notice

The information you provide is collected under the authority of the Financial Administration Actto process travel requests and claims, and where relevant, to process time recording. You are responsible for providing accurate and
complete information. Your personal information will be shared with Public Works and Government Services Canada for the purpose of issuing payments. Refusal to provide personal information will hinder the process for which the
information s recuired. Your personal information is administered in accordance with the Financial Administration Act, Part 4 of the Employment and Social Developrent Act, and the Privacy Act and may be used andior disclosed
for policy analysis, research andior evaluation purposes. These additional uses and/or disclosures of your personal information will never result in an administrative decision being made aboLt you. You have the right to protection of
your personal information; you also have the right to access and correct your personal information, which is described in Personal Informeation Barks PSU 903, 904, 909, 931, and 932. Instructions for obtaining this information are
outlined in the government publication entitled Info Source, which s available at the following web site address: hittp:/iuwwinfosource ge.ca

Done %) Local intranet.




