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1.  INTRODUCTION  
 

The Budget Preparation System (BPREP) is the financial tool used by departments, the 
Mayor’s Budget Office, and the Controller’s Budget and Analysis Division, to develop 
the Proposed Budget and implement the Board of Supervisors’ Adopted Budget for the 
upcoming fiscal year.  The information contained in BPREP is used to create all of the 
reports used by the Mayor’s Budget Office and the Board of Supervisors for their review 
and approval of departmental budgets.  When the budget process is complete, the BPREP 
data is interfaced into FAMIS where it becomes the official department Original Budget 
for the new fiscal year, and into Human Resources Department’s Peoplesoft System 
where it becomes the approved position authority listing for the new fiscal year.   
 
BPREP data is used to generate the Annual Appropriation Ordinance (AAO) and the 
Annual Salary Ordinance (ASO)—these two documents are the City’s official legislation 
giving, respectively, appropriation authority and position authority for the fiscal year.  
Since BPREP is the source data for all of these purposes (FAMIS, Peoplesoft, the AAO, 
and the ASO), departments should work to have their BPREP structure and data reflect 
the way they actually operate as closely as possible. 
  
BPREP is a part of the TIER financial systems package used for the City, which also 
includes FAMIS and ADPICS.  Annual BPREP user training is provided by the 
Controller’s Budget & Analysis Office in January of each fiscal year.  Please contact 
Nadia Feeser at 554-5247 or Cindy Czerwin at 554-7663 for further information.  If you 
have used the mainframe modules (FAMIS or ADPICS), then BPREP will seem familiar. 
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2.  HELPFUL HINTS 
 
Function Keys 
 
Most BPREP actions use the “F” function keys on a PC keyboard—usually the top row 
of keys.  Throughout BPREP, the function keys generally perform the action described 
below.  In cases where the function keys perform a different function, an explanation will 
be provided at that time. 
 
F1 - HELP:  F1 can be pressed from any BPREP screen to access the Help Inquiry 
screen. The Help Inquiry provides general information about the screen such as Screen 
Description and Screen Fields. 
 
F2 - SELECT:  F2 is used to select an item. Selecting usually transfers you to an inquiry 
screen that provides valid values for the field that the cursor is on. In some cases, F2 
transfers control to another screen that provides more information about the item. 
 
F3 - DELETE:  F3 is used to delete table entries.  You will be asked to confirm the 
deletion by pressing F3 again.  Your security profile determines if you are able to use the 
delete function. 
 
F4 - PRIOR, F5 - NEXT:  These function keys are used to scroll backward and forward 
through existing records respectively.  When F5 is pressed, the first record that you are 
authorized to view is displayed. Continue to press F5 to display additional records. Press 
F4 to scroll backward through records that you are authorized to view.  Your security 
profile determines the records you are able to view. 
 
F7 - PRIOR PG, F8 - NEXT PG:  These function keys are used to scroll backward or 
forward through multiple-page documents respectively. 
 
F9 - LINK:  F9 provides a shortcut for accessing the BPREP screens.  To use this 
function key, type a screen number in the LINK TO field and press F9.  (The screen 
number is the four-digit number following “BPRL” in the upper left corner of each 
screen.)  Or, press F9 while the LINK TO field is blank to transfer to the Direct Access 
Menu.  With the cursor on or to the left of the screen you want to move to, press F2.  
Note:  If you type a screen number in the LINK TO field and press ENTER instead of 
F9, the system will redisplay the data currently on the screen.   
 
F10 - SAVE:  F10 is used to save new or replace existing records. The system will not 
recognize new or changed information unless this function key is pressed. 
 
 
Helpful Hints 
 
Keyboard mapping is unique to each user, and can vary by workstation.  For example, on 
some keyboards, the CTRL key is used as the ENTER key.  Contact your system 
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administrator if you need assistance in mapping your keyboard to match BPREP function 
keys.   
 
Menus are accessed by pressing the function key that corresponds to the selection number 
on the menu screen.  For example, pressing F6 from the Main Menu accesses the 
Subobject Detail Inquiry menu. 
 
Always use the TAB key to move around the screen, not the arrow keys. If the tab key 
skips a field, the field is protected. The system will not allow the user to enter data in 
protected fields. When pressed at the same time, the TAB and SHIFT keys will move the 
cursor to the prior field.  If data fills all available characters in a field, the cursor will 
automatically skip to the next accessible field.  Otherwise, TAB must be pressed to move 
to the next accessible field. 
 
It is not necessary to capitalize when typing data on the screen.  When the record is 
saved, the text is converted to UPPER CASE. 
 
Key data is the data that uniquely identifies each record in the system and is required to 
retrieve records.  For example, the budget process and the index code are required on the 
data entry screen.  When the ENTER key is pressed, the system queries existing records 
to retrieve the record that exactly matches the key information entered. 
 
When the CLEAR (PAUSE BREAK on some keyboards) key is pressed, the system 
returns to the screen that was previously displayed.  For example, if the Inquiry menu is 
accessed from the Main Menu, the system returns you to the Main Menu when CLEAR 
is pressed.  The system stores a maximum of 10 screens. 
 
Default values are provided by the system on certain screens to reduce data entry.  
Default values are generally overridden by typing another valid value in the field.  For 
example, organization may be defaulted by the system on some screens.  To examine a 
different organization, simply type the desired organization over the previously displayed 
organization, and press the desired key. 
 
System messages, including error messages, are displayed across the bottom of the 
screen. For example, if you try to enter data in a field that is protected (or partially 
protected), the error message “x Prot” (meaning that the field is protected from changes 
and is read-only) will be displayed at the bottom corner of the screen. In order to 
continue, press the reset key (usually CONTROL and R) and TAB to the correct field.  
 
 
The Table Lookup Feature  
 
The Table Lookup screen allows the user to view all available values for many data 
elements in BPREP.  This means that if you cannot remember the information you need, 
whether an index code, subobject, project code, etc., you can use the system to display 
the values that exist in BPREP, scroll down, and then choose the correct code from the 
list. 
 

! 



 7 

The table lookup screen may be accessed from many budget entry, table maintenance, 
and budget inquiry screens by placing the cursor in the desired field and pressing F2.  
The user can define the selection by inputting a portion of the data element.  For example, 
if you want to see all valid index codes starting with “REC”, put your cursor in the index 
code field of any screen, enter those three letters and press F2--the system will respond 
with all index codes beginning with “REC”. 
 
The system recognizes cursor placement or any alphanumeric character as a valid entry.  
BPREP will notify the user with a system message if the field is not available for lookup.  
Note that all the values for a particular field appear on the selection screen, not just those 
to which you have security access. 



 8 

 



 9 

3.  BPREP NAVIGATION  
 

 
Every action in BPREP is entered from a screen that has a unique 4-digit screen number. 
(See page 55 for a listing of screens by title). There are different screens for doing each 
kind of data entry and for various types of inquiries.  Navigation is the process of finding 
your way to the correct screen that you want to use.  There are three ways to navigate 
around BPREP: menu, direct access, and linking.  Most users of BPREP will be using 
only a few screens; you may find it useful just to remember or to make a list of the 
screens that are used for the basic data entry functions. 
 
 
Menu Navigation 
 
Menu navigation uses the F (function keys) to select from the menu that you see on your 
screen.  From the main menu shown below, for example, pressing F6 will take you to the 
Inquiry : Subobject Detail Menu. 
 
 
BPRL0000 V4.0       CITY/COUNTY OF SAN FRANCISCO * BPREP 2007-2008       12/16/2006 
 LINK TO:                             MAIN MENU                             2:05 PM 
 
                    USE THE FUNCTION KEYS TO SELECT AN OPTION: 
 
                (2)  -  TABLE MAINTENANCE 
                (3)  -  DATA ENTRY: NON-POSITION 
                (4)  -  SYSTEM MANAGEMENT 
                (5)  -  HIGH LEVEL BUDGET CUTS 
                (6)  -  INQUIRY : SUBOBJECT  DETAIL 
                (7)  -  INQUIRY : ACCUMULATOR DETAIL 
                (8)  -  DATA ENTRY: POSITIONS 
                (9)  -  LINK 
                (10) - USER SELECTION MENU 
                (CL) -EXIT 
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Linking Navigation 
 
Linking takes you directly to the screen that you want by using an identifying screen 
number.  Press the “Home” key to take your cursor to the “LINK TO” field in the upper 
left-hand corner of any BPREP screen.  Type in the screen number that you want, and 
press F9.  For example, type 8200 in the “LINK TO” field, and press F9; the system will 
jump you to the position record maintenance screen. 
 
BPRL0000 V4.0       CITY/COUNTY OF SAN FRANCISCO * BPREP 2007-2008       12/16/2006 
 LINK TO: 8200                        MAIN MENU                             1:04 PM 
  
  
                    USE THE FUNCTION KEYS TO SELECT AN OPTION: 
  
                (2)  -  TABLE MAINTENANCE 
                (3)  -  DATA ENTRY : NON-POSITION 
                (4)  -  SYSTEM MANAGEMENT 
                (5)  -  HIGH LEVEL BUDGET CUTS 
                (6)  -  INQUIRY : SUBOBJECT  DETAIL 
                (7)  -  INQUIRY : ACCUMULATOR DETAIL 
                (8)  -  DATA ENTRY: POSITIONS 
                (9)  -  LINK 
                (10) - USER SELECTION MENU 
                (CL) -EXIT 
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Direct Access Navigation 
 
Direct Access allows you to see a list of all of the screens that you have access to and to 
move to a screen by placing your cursor next to the screen name.  At any point, press F9 
to bring up the list of screens; use the tab key or arrow keys to move your cursor next to 
the name of the screen you want, and then press F2. 
 
BPRL3050 V4.0       CITY/COUNTY OF SAN FRANCISCO * BPREP 2007-2008         12/16/ 2006 
                             DIRECT ACCESS PROGRAM SELECTION               12:58 PM 
 ACTIVE 
     TABLES               POS TABLE MAINT 
     FUND-1               FRINGE RATES 
     FUND-2               JOB CLASS 
     FUND-3                RETIRE/BEN ELG 
     PROGRAM           FICA/MEDICARE 
     DEPT ACTIVITY        UNION/LOCAL 
     ORGANIZATION        GRT INQ:SOBJ 
     PROJECTS            DEPT ACT-SOBJ 
     GRANTS               ORG INQ:SOBJ 
     USER CODE TBL        INDEX SELECT 
     INDEX CODES          INQ:ACCUM 
     CHARACTER            GRANT INQ:ACCUM 
     OBJECT               PRJ INQ:ACCUM 
     SUBOBJECT            ORG INQ:ACCUM 
     INQUIRY:SUB-OBJ   DEPT ACT-ACCUM 
     BUD PRC SELECT      USR CD - ACCUM 
     BPS MENU              FUND INQ:ACCUM 
     POS. MAINT. 
 
              F2-SELECT 
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4.  BUDGET DATA INQUIRY 
 
 
BPREP captures a large amount of budget information and is set up to track that data 
throughout the budget development process by phase.  On- line inquiries present this 
information to the user in a variety of ways.  In general, the inquiry process is 
accomplished by following a series of menus until the level of organization that you want 
(department, program, index code, etc.) is on the screen.  Fields can then be entered to 
narrow or expand the scope of inquiry.  These optional fields allow you to show data at 
the character, object, or subobject level, and to include or exclude data down to the 
subfund level. 
 
 
Budget Process or Phase Selection 
 
All inquiries require that you enter a budget process (CE for Expenditures, CR for 
Revenues, CB for Balancing, etc., for each budget phase— A – History, B – Base 
Budget, C – Dept/Mayor’s, and D – Board Approval).  After the selection of a budget 
process, inquiries branch off into different structures and levels of detail.  Valid values 
for the budget process selection will depend on your security access.  Most departmental 
users will have at least the following valid values: 
 
 
 AB -  HISTORY - BALANCING 
       AC -  HISTORY - CAPITAL/FM 
       AE - HISTORY - EXPENDITURES 
       AF - HISTORY - FRINGES 
       AI  - HISTORY - TRANSFERS IN 
       AO - HISTORY - TRANSFER OUT 
       AP - HISTORY - POSITIONS (INQUIRY ONLY) 
       AQ - HISTORY - EQUIPMENT 
       AR - HISTORY - REVENUE 
       CC - DEPT/MAYOR'S REQUEST - CAPTIAL/FM 
       CE - DEPT/MAYOR'S REQUEST - EXPENDITURES 
       CF - DEPT/MAYOR'S REQUEST - FRINGES 
       CI  - DEPT/MAYOR'S REQUEST - TRANSFER IN 
       CO - DEPT/MAYOR'S REQUEST - TRANSFER OUT 
       CP  - DEPT/MAYOR'S REQ - POSITIONS (INQ ONLY) 
 CQ - DEPT/MAYOR'S REQUEST - EQUIPMENT 
      CR - DEPT/MAYOR'S REQUEST - REVENUE 
      CZ - DEPT/MAYOR'S REQUEST - RESERVES 
     
 
 
If the Budget Process chosen is defined for a particular type or range of subobjects, users 
will only be able to enter data for and inquire on subobjects, objects, and characters that 
are of that type or that are in the defined range.  For example, using budget process CE – 
Dept/Mayor’s Request - Expenditures, you will only see data for subobject type E 
(expense).  The CP Dept/Mayor’s Request – Positions budget process can only be used to 
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inquire  on position data in some useful ways—see the end of this section for information 
on using process CP. 
 
 
Include/Exclude Data with Optional Fields  
 
The following fields are available in most inquiries for narrowing or expanding the scope 
of data that will be retrieved:  
 
Character:   Highest level of object structure.  If a character is entered, data will be  

 displayed by object 
 
Object:   Second level of object structure. If a character and object are entered, 
 data will be displayed by subobject 
 
Subobject:          Third level of object structure.  This is the most detail level of data.    
 
Fund Type: Highest level of fund structure 
 
Fund: Second level of fund structure 
 
Subfund: Lowest level of fund structure 
 
 
Scrolling to an Inquiry 
 
Like other screens in BPREP, with all inquiry screens, if you do not know all the 
elements of your inquiry, type in the elements you do know and press F5.  BPREP will 
scroll to the first record most closely matching your initial criteria.  You can then press 
F4 to scroll backwards or F5 to scroll forwards through the records for a particular 
organization. 
 
 
Inquiry Types 
 
There are two groups of budget inquiry screens in ONLINE BPREP: Inquiry: Subobject 
Detail and Inquiry: Accumulator Detail. 
 
The Subobject Inquiry Detail screen shows up to 6 column (accumulator) balances and 
grand totals by grant, project, program, and organization.  This is most useful for looking 
at your budget’s overall base, change, and total columns and checking your work while 
entering changes to the budget.  The default detail level for Subobject Detail is by 
character. 
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Subobject Detail Inquiry Screens look like this: 
 
 
BPRL6400 V4.0        CITY/COUNTY OF SAN FRANCISCO * BPREP 2007-2008       12/17/ 2006 
 LINK TO:                  ORGANIZATION INQUIRY: SUBOBJECT  DETAIL   8:08 AM 
 ACTIVE 
 BUDGET PROCESS   : CR                 DEPT/MAYOR'S REQUEST - REVENUE 
 ORGANIZATION     : POL                POLICE 
 INDEX CODE       : 
 CHARACTER        : 
 OBJECT CODE      : 
 FUND              : 
         SHIFT COL: R     --------------------------------------------------->>> 
    CHAR    DESCRIPTION   656  BS NET AMT  ¦ 702  C CHNG AMT  ¦ 704  C NET AMT 
    200     LICENSES, 
    250     FINES, FOR         2,246,030.00 ¦                     ¦     2,246,030.00 
    300     INTEREST &                67,200.00 ¦                                     ¦          67,200.00 
    400     INTERGOVER                   1,558,504.00 ¦                                    ¦     1,558,504.00 
    450     INTERGOVER                 35,132,439.00 ¦        ¦   35,132,439.00 
    490     INTERGOVER 
    600     CHARGES FO                    2,513,097.00¦         ¦     2,513,097.00 
    750     OTHER REVE                
    999     FUND BALAN 
            NET TOTAL                        41,517,270.00                                         41,517,270.00 
 F1-HELP      F2-SELECT    F3-L/R COL   F4-PRIOR     F5-NEXT      F6-L/R SCR 
 F7-PRIOR PG  F8-NEXT PG   F9-LINK 
 
 G014 - RECORD FOUND  
 



 16 

 
Accumulator Detail Inquiries show up to 20 column (accumulator) balances by grant, 
project, program, and organization.  This is useful primarily if you want to compare a 
budget year or current year total to a prior year total.  For most purposes other than this, 
the Subobject Detail inquiry screens are probably more intuitive and useful. 
 
Accumulator Detail Inquiry Screens look like this: 
 
BPRL6450 V4.0        CITY/COUNTY OF SAN FRANCISCO * BPREP 2007-2008       12/17/2006 
 LINK TO:   ORGANIZATION INQUIRY:ACCUMULATOR DETAIL  8:09 AM 
 ACTIVE 
 BUDGET PROCESS   : CR                 PHASE C REVENUE      BUDGET YEAR 2007-08 
 ORGANIZATION     : POL                POLICE 
 INDEX CODE       : 
 CHARACTER        : 
 OBJECT CODE      : 
 SUBOBJECT        : 
 FUND              : 
 ------------------------------------------------------------------------------- 
 308 PY REV BGT AMT        44,117,595.00 
 310 PY ACTUALS AMT        41,894,335.01 
 352 CY ORIG BGT AMT       43,639,891.00 
 358 CY REV BGT AMT        43,639,891.00 
 360 6 MO ACTUAL AMT          9,755,293.81 
 652 CON BASE AMOUNT       42,753,168.00 
 654 MYR BASE CH AMT        -1,235,898.00 
 656 BASE NET AMOUNT       41,517,270.00 
 702 DEPT/MYR CH AMT                0.00 
 704 C NET AMOUNT          41,517,270.00 
 F1-HELP      F2-SELECT                 F4-PRIOR     F5-NEXT 
                           F9-LINK 
 G014 - RECORD FOUND  

 
 
Using the Subobject Detail Inquiries 
 
The Subobject Detail Inquiry is the most useful type for most budgeting purposes.  Using 
keys available from the Subobject Inquiry menu (shown on the next page), users can 
review the base, change, and total columns in their budget in many formats.   These 
inquiries can allow you to check your work, point out data entry errors, show how close 
departments are to budgeting their desired overall dollar totals, and can provide the 
information needed for preparing budget reports to commissions, the Mayor’s Office, 
etc., without having to review hard copy turnaround documents or create separate budget 
spreadsheets. 
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This menu displays all available inquiries to which the user has access: 
 
BPRL6000 V4.0       CITY/COUNTY OF SAN FRANCISCO * BPREP 2007-2008        12/17/ 2006 
 LINK TO:   INQUIRY:SUBOBJECT DETAIL     8:10 AM 
 ACTIVE 
  
  
                     USE THE FUNCTION KEYS TO SELECT AN OPTION: 
  
                 (1)   -  GRANT INQUIRY:SUBOBJECT  DETAIL 
                 (2)   -  PROJECT INQUIRY:SUBOBJECT DETAIL 
                 (3)   -  DEPARTMENT ACTIVITY INQUIRY:SUBOBJECT 
                 (4)   -  ORGANIZATION INQUIRY:SUBOBJECT DETAIL 
                 (5)   -  USER CODE INQUIRY:SUBOBJECT DETAIL 
                 (6)   -  FUND INQUIRY:SUBOBJECT DETAIL 
                 (7)   -  PROGRAM INQUIRY:SUBOBJECT  DETAIL 
                 (9)   -  LINK/HELP 
                 (CL) - EXIT 
   
  
  
F1 Grant Subobject Detail Inquiry Screen 
Accesses the Grant Subobject Detail Inquiry (BPRL6100), which allows the user to view 
budget line information, up to six accumulators, at the grant level. 
 
F2 Project Subobject Detail Inquiry Screen 
Accesses the Project Subobject Detail Inquiry (BPRL6200), which allows the user to 
view budget line information, up to six accumulators, at the project level. 
 
F3 Department Activity Inquiry Subobject Screen 
Accesses the Department Activity Subobject Inquiry (BPRL6300), which allows the user 
to view budget line information, up to six accumulators, at the department activity level. 
 
F4 Organization Subobject Detail Inquiry Screen 
Accesses the Organization Subobject Detail Inquiry (BPRL6400), which allows the user 
to view budget line information, up to six accumulators, at the organization level.  
 
F5 User Code Subobject Detail Inquiry Screen 
Access the User Code Inquiry (BPRL6600), which allows the user to view budget line 
information, up to six accumulators, at the user code level.  
 
F6 Fund Subobject Detail Inquiry 
Access the Fund Subobject Detail Inquiry (BPRL6700), which allows the user to view 
budget line information, up to six accumulators, at the fund level. 
 
F7 Program Subobject Detail Inquiry Screen 
Access the Program Subobject Detail Inquiry (BPRL6800), which allows the user to view 
budget line information, for up to six accumulators, at the program level.  
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Organization Inquiry: Subobject Detail 
 
Organization Subobject Detail Inquiries are among the most commonly used.  The 
“Organization” field in this inquiry refers to the department/division/section/subsection 
structure that most departments use for budgeting and/or as their management structure.  
In addition, this inquiry is the one used for the index code level of review.  We will 
review the elements of the Organization Subobject Detail Inquiry here—most of the steps 
that users will take using this inquiry are the same for other detail inquiries. 
 
The Organization Subobject Detail Inquiry screen allows the user to view the balances of 
six accumulators for the Budget Process selected.  The user may inquire on any 
organization or index code and may specify the level of object structure and fund 
structure.  You can view index code data or organization data but not both at the same 
time.  If you enter an index code, BPREP will automatically recall the organization for 
the index code. 
 
The F5 key displays the next record using the entered elements as a starting point.  If the 
F5 key is pressed when no elements have been entered, the first record in the BPREP file 
is displayed. 
 
The user may specify the level of the object code structure that will be displayed.  The 
default display is character.  If a specific character is entered, object will be the display 
level.  If character and object are both entered, subobject will be the display level.  An 
‘X’ in the character field displays all characters, while an ‘X’ in the object field displays 
all objects. 
 
If entered, the fund levels are used for include/exclude.  The user may select a specific 
fund type, a specific fund type/fund, or a specific fund type/fund/subfund combination. 
 
For each accumulator, the associated cumulative balances are displayed.  A net total 
(revenues - expenditures) for each accumulator is displayed at the bottom of the screen. 
 
The following function keys have a special use on the organization subobject detail 
inquiry screen: 
 
F3 (l/r col):  Allows the user to shift the screen one accumulator at a time. 
 
F6 (l/r screen):  Acts as a toggle to shift your screen to the left or right.  This enables you 
to view either the first three or last three columns (accumulators).  You will not need to 
use this key if only three or less columns are used. 
 
F7 (prior page):  Allows the user to scroll backwards through lines of data, one page at a 
time. 
 
F8 (next page):  Allows the user to scroll forwards through lines of data, one page at a 
time. 
 
This example will demonstrate an Organization Subobject Detail Inquiry. 
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Press F6 from the Main Menu to go to the Subobject Detail Inquiry menu 
 
Press F4 from the Subobject Detail Inquiry menu.  BPREP will go to Organization 
Subobject Detail Inquiry 
 
Enter the budget process 
 
Enter the organization for inquiry.  Remember, you can enter the data elements you 
know and press F5 to recall the record most closely matching your criteria, OR, use the 
Table Lookup function to view available organization codes (for Table Lookup, with 
your cursor in the organization field, press F2). 
 
BPRL6400 V4.0        CITY/COUNTY OF SAN FRANCISCO * BPREP 2007-2008        12/17/2006 
 LINK TO:   ORGANIZATION INQUIRY:SUBOBJECT DETAIL               8:17 AM 
 ACTIVE 
 BUDGET PROCESS   : CB                 DEPT/MAYOR'S REQUEST - BALANCING 
 ORGANIZATION     : CON01          MANAGEMENT 
 INDEX CODE       : 
 CHARACTER        : 
 OBJECT CODE      : 
 FUND              : 
         SHIFT COL: R     --------------------------------------------------->>> 
    CHAR    DESCRIPTION   656  BS NET AMT   ¦ 702  C CHNG AMT ¦ 704  C NET AMT 
    001     SALARIES                        2,930,836.00  ¦                   ¦     2,930,836.00 
    013     MANDATORY                    678,740.00  ¦                   ¦        678,740.00 
    021     NON PERSON                     274,242.00  ¦                   ¦        274,242.00 
    040     MATERIALS                       141,005.00  ¦                   ¦        141,005.00 
    060     CAPITAL OU 
    069     PROJECT CA 
    081     SERVICES O                       448,236.00  ¦                   ¦        448,236.00 
    086     INTERDEPAR                      -80,000.00  ¦                   ¦        -80,000.00 
  
            NET TOTAL                       -4,393,059.00                                           -4,393,059.00 
 F1-HELP      F2-SELECT    F3-L/R COL   F4-PRIOR     F5-NEXT      F6-L/R SCR 
 F7-PRIOR PG  F8-NEXT PG   F9-LINK 
 G014 - RECORD FOUND 
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Enter a character and object to see subobject level data 
 
BPRL6400 V4.0        CITY/COUNTY OF SAN FRANCISCO * BPREP 2007-2008       12/17/2006 
 LINK TO:   ORGANIZATION INQUIRY: SUBOBJECT DETAIL             8:16 AM 
 ACTIVE 
 BUDGET PROCESS   : CB                 DEPT/MAYOR'S REQUEST - BALANCING 
 ORGANIZATION     : CON01          MANAGEMENT 
 INDEX CODE       : 
 CHARACTER        : 013                MANDATORY FRINGE BENEFITS 
 OBJECT CODE      : 013                MANDATORY FRINGE BENEFITS 
 FUND              : 
         SHIFT COL: R     --------------------------------------------------->>> 
 TP SUBOBJ  DESCRIPTION   656  BS NET AMT  ¦ 702  C CHNG AMT   ¦ 704  C NET AMT 
 F  01371   RETIREMENT           217,972.00 ¦                           ¦        217,972.00 
 F  01401   SOCIAL SEC                     163,864.00 ¦                           ¦        163,864.00 
 F  01402   SOCIAL SEC                        42,495.00 ¦                                    ¦          42,495.00 
 F  01501   HEALTH SER                     106,316.00 ¦                          ¦        106,316.00 
 F  01571   DEPENDENT                         75,909.00 ¦                            ¦          75,909.00 
 F  01601   DENTAL COV                          39,177.00 ¦                                     ¦          39,177.00 
 F  01701   UNEMPLOYME                         2,932.00  ¦                                    ¦            2,932.00 
 F  01901   FRINGE ADJ                               1,334.00 ¦                            ¦            1,334.00 
 F  01911   FLEXIBLE B                        22,000.00  ¦                                    ¦          22,000.00 
            NET TOTAL                    -678,740.00                                              -678,740.00 
 F1-HELP      F2-SELECT    F3-L/R COL   F4-PRIOR     F5-NEXT      F6-L/R SCR 
 F7-PRIOR PG  F8-NEXT PG   F9-LINK 
 G014 - RECORD FOUND  
 
Note that in BPREP inquiries, job classes can be viewed like any other subobject.  To do 
this, complete the character and object fields with 001, 002 as appropriate.   
 
BPRL6400 V4.0        CITY/COUNTY OF SAN FRANCISCO * BPREP 2007-2008        12/17/2006 
 LINK TO:    ORGANIZATION INQUIRY: SUBOBJECT DETAIL              8:18 AM 
 ACTIVE 
 BUDGET PROCESS  : CB                 DEPT/MAYOR'S REQUEST - BALANCING 
 ORGANIZATION    : CON01            MANAGEMENT 
 INDEX CODE      : 
 CHARACTER       : 001                    SALARIES 
 OBJECT CODE     : 001                     PERMANENT SALARIES -MISC 
 FUND            : 
         SHIFT COL: R     --------------------------------------------------->>> 
 TP SUBOBJ  DESCRIPTION   656  BS NET AMT  ¦ 702  C CHNG AMT  ¦ 704  C NET AMT 
 P  AC34    PROJECT AN                         72,349.00  ¦                    ¦        72,349.00 
 P  STEPM   STEP ADJUS                      -81,624.00  ¦                                    ¦       -81,624.00 
 P  00100   PERM SALAR 
 P  00101   MISC-REGUL 
 P  00102   MISC-SICK 
 P  00104   MISC-VACAT 
 P  00105   MISC-OTHER 
 P  00106   MISC-RET P 
 P  0922    MANAGER V                       355,273.00    ¦                                  ¦        355,273.00 
            NET TOTAL                          -2,906,336.00                                             -2,906,336.00 
 F1-HELP      F2-SELECT    F3-L/R COL   F4-PRIOR     F5-NEXT      F6-L/R SCR 
 F7-PRIOR PG  F8-NEXT PG   F9-LINK 
 G014 - RECORD FOUND 
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BPREP Inquiries - Positions  
 
You can do high level review of your position budget using the Subobject Detail and 
Accumulator Detail inquiry screens.  Like the financial inquiries, you can use these 
inquiries to review your position budget at the index, organization, grant, project, and 
program level. Position inquiries in BPREP have some slightly different elements than 
financial inquiries. 
 
Position counts and amounts and fringe amounts are calculated and interfaced nightly 
into BPREP.  Therefore, you will be able to inquire on the changes you make to the 
position records on the morning following the day you make the changes. 
 
Job classes have been defined as subobjects, with subobject type P.  These subobjects are 
treated like expenditures when the system computes the Revenues-Expenditures total.  
Therefore, total position count for your inquiries will always display as negatives, while 
position counts for individual records are displayed as positives. 
 
When you use budget process CP for positions from the inquiry menus, you will note that 
the displayed accumulators are different than what is displayed in the financial inquiry 
processes.  The accumulators defined for budget process CP are: 
 
655:  BASE NET COUNT 
656:  BASE NET AMOUNT (Without COLA) 
658:  BASE TOTAL AMT (With COLA) 
701:  DEPT/MYR CHANGE COUNT 
702:  DEPT/MYR CHANGE AMOUNT (Without COLA) 
703:  DEPT/MAYOR NET COUNT 
704:  DEPT/MAYOR NET AMOUNT (Without COLA) 
706:  DEPT/MAYOR TOTAL AMOUNT (With COLA) 
 
Since you are working with more than three accumulators, you can use the F6-L/R Scroll 
to look at the other three accumulators.  The F3 L/R Col allows the user to scroll one 
column at a time. 
 
The following screen is the same Subobject Detail Inquiry as previously demonstrated, 
but using budget process CP.  This means that the accumulators containing amount and 
count are displayed. 
 
Please note that CP will allow for position inquiries only.  Position adjustments must be 
entered using the 8200 screen.

! 
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BPRL6400 V4.0        CITY/COUNTY OF SAN FRANCISCO * BPREP 2007-2008     12/17/2006 
 LINK TO:    ORGANIZATION INQUIRY: SUBOBJECT DETAIL            8:17 AM 
 ACTIVE 
 BUDGET PROCESS   : CP                 DEPT/MAYOR'S REQ - POSITIONS (INQ ONLY) 
 ORGANIZATION     : CON01          MANAGEMENT 
 INDEX CODE       : 
 CHARACTER        : 001                SALARIES 
 OBJECT CODE      : 001                PERMANENT SALARIES-MISC 
 FUND              : 
         SHIFT COL: R     --------------------------------------------------->>> 
 TP SUBOBJ  DESCRIPTION   653  MB CHG CNT  ¦ 658  BASE TOTAL  ¦ 701  C CHNG CNT 
 P  AC34    PROJECT AN                       ¦        73,075.00 
 P  STEPM   STEP ADJUS                        ¦       -82,400.00 
 P  00100   PERM SALAR 
 P  00101   MISC-REGUL 
 P  00102   MISC-SICK 
 P  00104   MISC-VACAT 
 P  00105   MISC-OTHER 
 P  00106   MISC-RET P 
 P  0922    MANAGER V                        ¦       358,839.00 
            NET TOTAL                                 -2,934,136.00 
 F1-HELP      F2-SELECT    F3-L/R COL   F4-PRIOR     F5-NEXT      F6-L/R SCR 
 F7-PRIOR PG  F8-NEXT PG   F9-LINK 
 G014 - RECORD FOUND  

 
In budget process CP, the accumulator detail inquiry gives us quite a different look at the 
position data and can be useful. 
 
BPRL6450 V4.0        CITY/COUNTY OF SAN FRANCISCO * BPREP 2007-2008       12/17/2006 
 LINK TO:                 ORGANIZATION INQUIRY: ACCUMULATOR DETAIL      8:10 AM 
 ACTIVE 
 BUDGET PROCESS   : CP                 DEPT/MAYOR'S REQ - POSITIONS (INQ ONLY) 
 ORGANIZATION     : CON01          MANAGEMENT 
 INDEX CODE       : 
 CHARACTER        : 001                SALARIES 
 OBJECT CODE      : 001                PERMANENT SALARIES-MISC 
 SUBOBJECT        : 
 FUND              : 
 ------------------------------------------------------------------------------- 
 357 CY REV BGT CNT               35.21  ¦ 358 CY REV BGT AMT        2,861,067.00 
                                           ¦ 360 6 MO ACTUAL AMT        740,818.63 
 651 CON BASE COUNT             35.20  ¦ 652 CON BASE AMOUNT    2,906,336.00 
 653 MYR BASE CH CT                 0.00  ¦ 654 MYR BASE CH AMT                    0.00 
 655 BASE NET COUNT              35.20  ¦ 656 BASE NET AMOUNT     2,906,336.00 
 701 DEPT/MYR CH CT                 0.00  ¦ 702 DEPT/MYR CH AMT                    0.00 
 703 C NET COUNT                      35.20  ¦ 704 C NET AMOUNT             2,906,336.00 
                                           ¦ 657 BASE COLA AMT                27,800.00 
                                           ¦ 705 C COLA AMOUNT                        0.00 
                                           ¦ 706 DEPT/MYR TOTAL         2,934,136.00 
 F1-HELP      F2-SELECT                 F4-PRIOR     F5-NEXT 
                           F9-LINK 
 G014 - RECORD FOUND       
All the FTE counts are on the left side of the screen, and all the associated salary amounts 
are on the right hand of the screen. 
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Also, there is an accumulator that is not shown in subobject detail inquiries:  705 
(Dept/Mayor COLA Amount).  The salary increment due to any COLAs will be stored 
here.  Since most COLAs are not entered until after Phase C is concluded and the 
Memorandums of Agreement are approved, department users will not generally see 
amounts here. 
 
Inquiring Using the Classification Tables 
 
For many BPREP functions, you need to know the exact sequence of numbers and/or 
letters for index codes, organizations, projects, grants, etc.  The system allows you to 
look up these codes on- line using the classification structure tables.  For instance: 
 
Press F2 from the Main Menu; the Table Maintenance Menu will be displayed 
 
Press F1; the Classification Structure Menu will be displayed—most of the structures 
you will need are available from this menu 
 
For example: 
Press F11 for the index code table 
 
Type the index code and press Enter; the index code with its fund structure, organization, 
any embedded project or grant, and other information will be displayed. 
 
BPRL5300 V4.0       CITY/COUNTY OF SAN FRANCISCO * BPREP 2007-2008       12/15/2006 
 LINK TO:                            INDEX CODES                              8:19 AM 
 ACTIVE 
 INDEX CODE       : 315012            FIRE-ADMINISTRATION 
 FUND TYPE        : 1G                   GENERAL FUND 
 FUND              : AGF                GENERAL FUND 
 SUBFUND          : AAA               GF-NON-PROJECT -CONTROLLED 
 PROGRAM          : ASF                ADMINISTRATION 
 DEPT. ACTIVITY   : 
 ORGANIZATION     : FIR031010      COMMUNITY BASED FIRE SERVICE 
 PROJECT           : 
 PROJECT DETAIL   : 
 GRANT             : 
 GRANT DETAIL     : 
 USER CD           : 
 SUBOBJECT        : 
 ALLOTMENT CTL    : 53                  SFD/DEPT/CHAR 
 ALLOCATION CTL   : 53                  SFD/DEPT/CHAR 
 CASH CTL TYPE    : F2                  FUND 
 PSC LEVEL        :    PSC% :       TAX REBATE% :         EXTERN RPT REQ : 
 START/END DATES     : 07/01/1992 / 06/30/2999  FUTURE YEAR INDEX  : 
 F1-HELP      F2-SELECT    F3-DELETE    F4-PRIOR     F5-NEXT 
                           F9-LINK      F10-SAVE 
 G014 - RECORD FOUND  
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Like other BPREP inquiries, if you do not know all of the code, type what you do know 
and press F5; BPREP will recall the first record that most closely matches your criteria. 
 
You can then scroll through index codes, projects, etc., in sequence by pressing F4 to go 
backward and F5 to go forward, or use the Table Lookup feature to see available index 
codes beginning with the letters or numbers that you know.    For Table Lookup, put your 
cursor on the field desired and press F2. 
 
 
Table Maintenance Menu for Positions  
 
From the Data Entry: Positions Menu, the Table Maintenance menu (screen 8001) is 
accessed by pressing F2.  This menu allows access to the various position budgeting 
tables. The Controller’s Budget Office establishes and maintains the Data Entry: 
Positions tables.  Departmental users can inquire on all these tables for informational 
purposes. The following tables are available for inquiry only: 
 
F2 Rates For Fringes And Premiums 
Provides information on the fringe and premium rates and costs within a fiscal year.  This 
table is used to establish, modify, and inquire upon the costs of fringe benefits and 
premiums that are provided City employees.  
 
F5 Job Class 
Provides the salary rates and pay types for job classes, as well as the associated 
subobjects and union/local codes.  Use this table to see the maximum and minimum pay 
amounts for a job class. 
 
F6 Retirement Types - Benefit Eligibility 
Provides information on which positions are FICA and Medicare taxable. 
 
F7 FICA & Medicare - Rates & Caps 
Provides the FICA rate and cap and the Medicare rate for two calendar years. 
 
F8 Union/Local Codes 
Provides descriptions of union/locals, as well as COLA (cost of living adjustment) rates 
for each union/local. This table is used to maintain the COLA (cost of living adjustment) 
that will be budgeted for positions in each union/local.  It is also used to calculate 
standardized salaries.  From this table, pressing F7 will show you which benefits are 
available to each union local. 
 
F10   Fringe And Premium Summary 
Lists the rates for all different leve ls of coverage within a specific type of fringe. 

 

! 
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Using The On-Line Help 
 
On-line help is available for all tables and inquiries.  Menu screens do not have any help 
text.  Press F1 link to the Help screen.  Each help screen has three sections: 
 
SCREEN DESCRIPTION 
AVAILABLE FUNCTION KEYS 
FIELD DESCRIPTIONS 
 
Help text is divided into chapters, which are contained on multiple pages (i.e., screens).  
Function keys are provided to enable you to look at different chapters and pages. 
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5.  REVENUE AND EXPENSE DATA ENTRY 
 

Budgeting in BPREP is done at the index code level, using subobjects.  Data entry for all 
revenues and expenses requires that you use the correct budget process, call up a specific 
index code, and make an entry in the “Change” column for the subobject that you wish to 
change.  Follow these steps: 
 
Press F3 (Data Entry: Non-Position) from the Main Menu. 
 
Enter the appropriate budget process from the list on the Budget Data Entry: Non-
Position screen.  This screen displays all budget processes available to the user. 
 
A budget process is a group of columns used in BPREP to store specific budgeting data. 
Each Budget Process has a two-character code associated with it.  The first character 
indicates the phase of the budget preparation (B, C, and D).  The second character 
indicates the type of data the user will see when working with the budget process 
(expenditures, revenues, capital, etc.).  The same Budget Processes are used in data 
entry and in inquiry.  Budget Processes are either opened or closed to each kind of user 
(departmental, Mayor’s Office, Controller’s Budget Office).  If a Budget Process is 
closed to the user, the user will not be able to enter data or inquire on data using that 
budget process.  Some budget processes, such as balancing processes (xB) are closed for 
data entry to departmental users, but open for inquiry. Departments will input data in the 
Dept./Mayor “Change” column.  
 
The following budget processes are used in Data Entry: Non-Position entries: CR for 
revenues and CE for expenses. 
 
To View the Next or Prior Page, Press F8 to advance to the next page of budget 
processes. 
  
Press F7 to move back to the prior screen 

! 
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BPRL4000 V4.0       CITY/COUNTY OF SAN FRANCISCO * BPREP 2007-2008        12/18/2006 
 LINK TO:   DATA ENTRY:NON-POSITION                       2:09 PM 
 ACTIVE 
  
 PLEASE ENTER BUDGET PROCESS  : 
                                 BC  - BASE BUDGET - CAPITAL/FM 
                                 BE  - BASE BUDGET - EXPENDITURES 
                                 BF  - BASE BUDGET - FRINGES 
                                 BI  - BASE BUDGET - TRANSFER IN 
                                 BO - BASE BUDGET - TRANSFER OUT 
                                 BP  - BASE BUDGET - POSITIONS (INQUIRY ONLY) 
                                 BQ - BASE BUDGET - EQUIPMENT 
                                 BR  - BASE BUDGET - REVENUE 
                                 BZ  - BASE BUDGET - RESERVES 
                                 CB  - DEPT/MAYOR'S REQUEST - BALANCING 
                                 CC  - DEPT/MAYOR'S REQUEST - CAPTIAL/FM 
                                 CE - DEPT/MAYOR'S REQUEST - EXPENDITURES 
                                 CF  - DEPT/MAYOR'S REQUEST - FRINGES 
                                 CI  - DEPT/MAYOR'S REQUEST - TRANSFER IN 
                                 CO - DEPT/MAYOR'S REQUEST - TRANSFER OUT 
  
  F1-HELP        F2- SUBOBJ DET    F3- ACCUM DETL 

F7-PRIOR PG    F8-NEXT PG     F9-LINK 
  G010 - PRIOR PAGE DISPLAYED 

 
BPRL4000 V4.0       CITY/COUNTY OF SAN FRANCISCO * BPREP 2007-2008        12/18/2006 
 LINK TO:   DATA ENTRY:NON-POSITION                       2:42 PM 
  
  
 PLEASE ENTER BUDGET PROCESS  : 
                                 CP  - DEPT/MAYOR'S REQ - POSITIONS (INQ ONLY) 
                                 CQ - DEPT/MAYOR'S REQUEST - EQUIPMENT 
                                 CR  - DEPT/MAYOR'S REQUEST - REVENUE 
                                 CZ  - DEPT/MAYOR'S REQUEST - RESERVES 
                                  
  
 F1-HELP      F2- SUBOBJ DET   F3- ACCUM DETL 
 F7-PRIOR PG  F8-NEXT PG   F9-LINK 
 G012 - NEXT PAGE DISPLAYED 

 
Once you enter the appropriate Budget Process, Choose Subobject Detail or Accumulator 
Detail by pressing the F2 or F3 keys.  Once the budget process has been entered, the user 
chooses either the Accumulator Detail entry screen or the Subobject Detail entry screen 
by using the F2 or F3 function key, respectively.  Accumulator Detail Data Entry allows 
the user to display data for one  subobject at the cost center level (index, project, grant, 
user code). Subobject Detail Data Entry allows the user to display and update multiple 
subobjects at the cost center level.  Subobject Detail Data Entry is generally the more 
intuitive and efficient process and is recommended for most of your work in BPREP. 
 
Enter the appropriate index code and project or grant as needed, then press the Enter key 
to call up your cost center.  You do not need to fill in the fund; the index code and project 
or grant information are the unique designators for the cost center. 
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BPRL4200 V4.0        CITY/COUNTY OF SAN FRANCISCO * BPREP 2007-2008       12/17/2006 
 LINK TO:    SUBOBJECT DETAIL DATA ENTRY                        2:09 PM 
 ACTIVE 
 BUDGET PROCESS   : CB       DEPT/MAYOR'S REQUEST – BALANCING     ANY 
 INDEX CODE      : CON314005       MANAGEMENT 
 PROJECT           : 
 GRANT             : 
 USER CD           : 
 FUND              : 1G AGF AAA      GF-NON-PROJECT-CONTROLLED 
        SHIFT COL: R      --------------------------------------------------->>> 
 TP SUBOBJ  DESCRIPTION   656 BS NET AMT  ¦ 702 C CHNG AMT    ¦  704 C NET AMT 
 E  02100   TRAVEL-BUD                         6,200.00  ¦                 -1,000.00     ¦          5,200.00 
 E  02101   TRAVEL COS 
 E  02102   TRAVEL COS 
 E  02200   TRAINING -                           32,342.00  ¦                             ¦         32,342.00 
 E  02201   TRAINING C 
 E  02202   TRAINING C 
 E  02301   AUTO MILEA                            200.00  ¦                             ¦              200.00 
 E  02302   LOCAL FIEL 
 E  02401   MEMBERSHIP                      6,500.00  ¦                                     ¦           6,500.00 
 REVENUE - EXPENDITURE          -3,634,005.00                      1,000.00         -3,633,005.00 
 F1-HELP      F2-SELECT    F3-L/R COL   F4-PRIOR     F5-NEXT      F6-L/R SCR 
 F7-PRIOR PG  F8-NEXT PG   F9-LINK      F10-SAVE     F11-TOTALS   F12-BLNK SCR 
 BP26 - STRAIGHT LINE BUDGET RECORD SAVED. 
 
 
Enter an amount in the change column.  Use the tab key to move your cursor to the 
change column.  Make sure you are using the right sign—for subtractions enter a minus 
sign before you enter numbers. (For negative numbers use the negative key located above 
the alphabet keys instead of on the number pad).  
 
Press F10 to save.  At the bottom of your screen, you should see the following message: 
 
BP26 - STRAIGHT LINE BUDGET RECORD SAVED. 
 
 
Recalling data using the F5 Key 
 
As previously shown, you can call up the data entry screen for a particular cost center by 
typing in the identifying elements of the cost center:  index code, project, or grant into the 
appropriate fields; and pressing ENTER.  Alternately, type in the index code and press 
F5.  This will call up the first record with that index code, and automatically display any 
project and grant information.  If you know part of the index code, type in the 
letters/numbers that you know and press F5.  This will call up data for the next index 
code in the file.  For departments with long index codes, this can save a lot of time. 
 
Special Function Keys 
 
F3 (left/right col):  Allows the user to scroll to view additional columns of data, one 
column at a time.  Press F3 to toggle back and forth between columns of data. 
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F6 (left/right scroll):  Displays three more columns of budget data. Press F6 to toggle 
back and forth between the six columns of data. 
 
F7 (prior pg):  Allows the user to scroll up to the prior page of subobjects. 
 
F8 (next pg):  Allows the user to scroll down to next page of subobjects. 
 
F12 (blank screen):  Clears all subobjects and budget data to make it easier to type in new 
budget data. Use this when you want to make an entry in a subobject that has not been 
used in that cost center before and therefore does not appear on the screen. 
 
 
Net and Total Displays 
 
As shown on the screen on the previous page, when you are working on your revenue and 
expense entries, BPREP will display a B -  “Base” column, a C - Dept/Mayor’s “Change” 
column, and a C – Dept/Mayor’s “Total” column.  All of your revenue and expense data 
entry will be done by using the “change” column.  BPREP will automatically update the 
total column.  Your departmental budget request will be comprised of the Base Amount 
plus any departmental changes in the Dept/Mayor’s Change Amount. 
 
Note that the net total shown on the bottom of the screen (Revenues - Expenditures) is 
not the screen total.  This is the net for all subobjects with data in a particular column.  If 
a budget process includes only expenditure types, (Revenues – Expenditures) will be 
negative. 
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6.  EQUIPMENT DATA ENTRY 
 
Equipment budgeting is slightly different from expenditure and revenue budgeting.  It 
uses a different budget process (CQ), and unique subobjects, or equipment numbers, 
which are created by the Controller’s Budget Office for each piece of equipment.  The 
data entry screen for equipment will display a count column and a total cost column.  
Users must enter both of these when budgeting for equipment; some BPREP reports 
will then calculate and display a per-unit cost for equipment items.  Note that the amount 
entered by the department should be the total cost of the purchase, NOT the per-unit cost. 
 
Equipment numbers are created by the Controller’s Budget Office using the following 
convention: 
 
The first two characters indicate the department (FC=Fire Department) 
The next three characters are sequential (001 through 999) 
The last character indicates if the equipment is (N)ew or (R)eplacement 
 

For Example:  F C    7 9 9     N 
    Dept.   Seq.    N or R    
  
Note that equipment has a subobject type of Q, and is treated like an expenditure 
when the system calculates the net total of Revenues - Expenditures.  This is why the 
total equipment count shown will be a negative number.  Since equipment is generally 
considered to be a one-time rather than an ongoing expense, BPREP strips out the base 
budget for equipment in the new fiscal year.  Users will not see a base budget column for 
equipment. 
 
Follow these steps: 
 
Press F3 from the Main Menu 
 
Type CQ, press F3 in the Subobject Detail Selection Menu 
 
Type the index code and project or grant as needed, press ENTER 
 
Enter the Equipment Number provided by the Controller’s Budget Office and press F10 
to save 
 
Enter the count and total cost in the change columns, press F10 to save 
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This is an example of a completed equipment budget entry of 2 pieces of equipment with 
an individual cost of $5,000 and a total cost of $10,000 
BPRL4200 V4.0        CITY/COUNTY OF SAN FRANCISCO * BPREP 2007-2008       12/19/2006 
 LINK TO:    SUBOBJECT DETAIL DATA ENTRY                        3:20 PM 
 ACTIVE 
 BUDGET PROCESS   : CQ       DEPT/MAYOR'S REQUEST – EQUIPMENT     EQUIPMEN 
 INDEX CODE       : 315014          GENERAL FIREFIGHTING, GEN 
 PROJECT           : 
 GRANT             : 
 USER CD           : 
 FUND              : 1G AGF AAA      GF-NON-PROJECT-CONTROLLED 
        SHIFT COL: R      --------------------------------------------------->>> 
 TP SUBOBJ  DESCRIPTION   701 C CHNG CNT ¦ 702 C CHNG AMT    ¦  703 C NET CNT 
 Q  FC066R  Hurst Tool                     2.00 ¦                   10,000.00 ¦                      2.00 
 Q  FC067R  Mobile Dat 
 Q  06000   EQUIPMENT 
 Q  06084   SAFETY & R 
 Q  06099   OTHER EQUI 
 Q  06400   EQ LEASE/P 
 Q  06499   OTHER EQUI 
  
  
 REVENUE - EXPENDITURE               2.00         -10,000.00                2.00 
 F1-HELP      F2-SELECT    F3-L/R COL   F4-PRIOR     F5-NEXT      F6-L/R SCR 
 F7-PRIOR PG  F8-NEXT PG   F9-LINK      F10-SAVE     F11-TOTALS   F12-BLNK SCR 
 BP26 - STRAIGHT LINE BUDGET RECORD SAVED. 
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7.  POSITION DATA ENTRY 

 
 
BPREP is the primary tool that is used to budge t the City’s labor costs and to create the 
database of position records managed by the Department of Human Resources.  Because 
of these multiple uses, position records in BPREP require several types of special coding.  
In addition to the codes that you will use, such as position indicator and retirement 
indicator, the Controller’s Budget Office maintains tables that carry out such functions as 
assigning positions to bargaining units and calculating fringe benefit rates.  
 
 
The Data Entry: Positions Menu 
 
The Data Entry: Positions menu (screen 8000) is reached by pressing F8 from the Main 
Menu and is used to access the various position budgeting tables and inquiries.   
 
BPRL8000 V4.0       CITY/COUNTY OF SAN FRANCISCO * BPREP 2007-2008        12/18/2006 
 LINK TO:    DATA ENTRY:POSITIONS                                       2:37 PM 
 ACTIVE 
  
  
                     USE THE FUNCTION KEYS TO SELECT AN OPTION: 
  
                 (2)    -   TABLE MAINTENANCE 
                 (3)    -   POSITION RECORD MAINTENANCE 
                 (4)    -   POSITION INQUIRY 
                 (5)    -   POSITION COST SUMMARY 
                 (6)    -   POSITION COST DETAIL 
                 (9)    -   LINK 
                 (CL) -   EXIT 
 
  

 
 
The Position Budget is a Sum of All Records in the System 
 
BPREP has been loaded with position records from prior years in order to display 
historical data in BPREP reports, and with position records representing the base budget 
for FY 2007-08.  Each set of position records is in a column or accumulator.  As in the 
non-salary data entry, department-generated position records will appear in the Phase C - 
Dept/Mayor change column.  The department budget request will be the sum total of all 
the records in the FY 2007-08 base column and the FY 2007-08 change column. 
 
Since you cannot delete records or subtract positions from the base budget, subtractions  
are done by creating a negative position record in the C Dept/Mayor change column.  
This means that whenever you want to subtract a position, whether to delete it 
altogether, substitute it for another job classification, or reassign it to another index 
code, you need to create a new (negative) record and a second new (positive) record 
if needed to complete a substitution or reassignment.  Remember, your net position 

! 
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budget will be a sum of all the positive records and all the negative records in the base 
column and the change column. Please note: Substitutions and Reassignments cannot 
be used to reduce FTE count or “cut” positions.  Negative substituted or reassigned 
position records must have equal FTE counts with the offsetting positive substituted or 
reassigned position records. 
 
 
Each Position Record Has Unique Key Elements 
 
Position records are defined by the following key elements; organization, index code, job 
class, and position indicator (PI).  These four fields tell BPREP to follow a particular path 
to a single record.   
 
Position Indicator 
The position indicator is a 3-character alpha/numeric field.  The first character is always 
required, and the next two characters are required depending on the situation.  The 
Position Indicator (PI) is one of the key data elements of a position record in the position 
budgeting sub-system of BPREP. The key data elements, including organization, index 
code, class, and PI, create a unique path to a single position record. 
 
 A A A   
    Sequence Used to differentiate between records with different retirement 

indicators, reference numbers, projects or grants. 
    Action See valid values below. If no action ind icator is required may 

be used for sequence. 
    Status See valid values below. 
      
 
 
Status indicators: 
 

A Regular position: used for regular position. The Controller’s Office 
converted new positions that had a “AN” PSI in FY 2006-07 to an “A” 
PSI in FY 2007-08. 

 
E Disability Transfer (existing): used for individuals who change 

classifications after a disabling injury; the rate of pay may not be higher 
than former position. 

 
G Grant Funded: used for positions funded by grant revenues in the budget. 

 
L Limited Duration: used for positions with a definite duration or life, e.g., 

bond funded projects (even if the duration is several years). 
 

O Non-Operating Budget: used to allow non-operating budget positions such 
as those funded from bond proceeds for capital projects to be included in 
the Annual Salary Ordinance. These positions will be excluded in position 
count reports for the City’s operating budget. 



 35 

Action Indicator: required if a change is being made.  
 

D Deleted - used when deleting a vacant position where no substitution is 
made.  

 
H Transition from Grant to Non-Grant Funding - used to identify a position 

that was grant funded last year but will be funded from non-grant funds in 
the new year. Reference numbers must be used to link the “GH” position 
(coded with a negative count/amount) to the “AH” position (coded with a 
positive count/amount).  

 
N New - used to identify any newly requested full or part-time position that 

does not qualify as continuing, reassignment, reclassification or 
substitution.  

 
Q New (by Supplementals and/or ASO Amendments) - used to identify new 

positions approved through supplemental appropriations and or ASO 
Amendments in the current or prior fiscal year. Prior approval with the 
Mayor’s Budget Office is necessary prior to enter these types of positions 
into BPREP. 

 
R Reassignment - used to identify positions that are reassigned from one cost 

center (Index Code) to another. Reference numbers must be used to link 
positions with “R” indicators. 

 
S Substitutions - used to request a trade of one position or more for another 

position or to reclassify a position. Substitutions may be upward 
(switching for another position where the rate of pay is higher than the 
prior position), or downward (switching for another position where the 
rate of pay is lower). Use reference numbers  to link positions with “S” 
indicators. Proposed reclassifications should be identified with an “S” 
position indicator. Position indicator “T” should be used to identify 
reclassified positions that have occurred after the budget was approved.  

 
T Existing Reclassifications - used to identify reclassifications that have 

occurred and/or were approved by HRD since the budget was approved. 
Reference numbers must be used to link positions with “T” position 
indicators. 

 
Sequence Indicator: 
Sequence Indicators are used where departments need to differentiate among position 
records in the same index code with the same classification number and position status 
and action indicators.  It is a number added to the Position Ind icator. These cases can 
include where there are multiple retirement indicators, reference codes, or grant or project 
codes. 
 
For example, if no action is being taken on the position, the action indicator will be 
blank. In this case, if a sequence indicator is required, use a two-digit number (e.g. G01). 
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If an action indicator is needed use a sequence code from 0 to 9; if more are needed use A 
to Z. Contact the Controller’s Budget Office at 554-5247 or 554-7663 to request 
additional codes. 
 
 
 
Examples of Position Indicators:  
 
G and G01 If the cost of positions is spread among different grants, a number must be 

added to the PI. The existing position record for one grant would appear as 
a 1424 G and the second grant would appear as a 1424 G01. 

AN and 
AN1 

If you want to add two new regular positions - one with City miscellaneous 
retirement indicator and one with a PERS miscellaneous retirement 
indicator, you would create two position records.  
One record would have an “AN” PI and the other would have an “AN1” 
PI.  

A01, A02, 
A03… 

Use A01, A02 ONLY to make changes to Step and/or Attrition position 
records. Do Not use these position indicators for new, deleted or 
substituted regular FTE records. 

OS If you want to create an off-budget position by substitution, you would 
have a negative OS record for the old class and a positive OS record for the 
new class. Reference numbers must be used to link the positions. 

LD If you want to delete a limited duration position, you would use LD. 
ARD ARD or a similar reassignment coded position record is incorrect and 

should never be done. 
 
Call your departmental contact in the Controller’s Budget Office if you need assistance 
with Position Indicators.   
 
 
Special Position Numbers :  
Several special classification numbers have been created in BPREP to accommodate 
particular budgeting needs: 
 
9993x  (Used to record normal Attrition savings) 
9993M  Departmental Attrition Savings, Miscellaneous  
9993N  Departmental Attrition Savings, Nurses 
9993P  Departmental Attrition Savings, Platform 
9993U  Departmental Attrition Savings, Uniform 
 
9994x  (Used to record MCCP adjustments) 
9994M  Departmental MCCP Adjustments, Miscellaneous  
9994N  Departmental MCCP Adjustments, Nurses 
9994P  Departmental MCCP Adjustments, Platform 
9994U  Departmental MCCP Adjustments, Uniform 
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9997x  (Used to offset all non-operating positions) 
9997M  Non-Operating Position Offset, Miscellaneous  
9997N  Non-Operating Position Offset, Nurses 
9997P  Non-Operating Position Offset, Platform 
9997U  Non-Operating Position Offset, Uniform 
 
STEP x (Used to reflect step adjustment changes in a cost center) 
STEP M Step Adjustment, Miscellaneous  
STEP N Step Adjustment, Nurses 
STEP P Step Adjustment, Platform 
STEP U Step Adjustment, Uniform 
 
For all of the classes listed above departments should always use the “Z” retirement 
indicator to ensure that corresponding fringe benefit savings by subobject will 
automatically be computed. All special position numbers (e.g. 9997M) should only use 
“A” as the position status indicator. 
 
 
 
 

! 
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Creating Position Records  
 
Most of your work will be done in the Position Record Maintenance screen (8200), which 
allows the user to create, update, delete, and inquire of data for a particular position.  
Pressing F3 from the Data Entry: Positions Menu accesses the 8200 screen.  When 
creating position records, you will find it useful to have your latest turnaround report with 
you so that you can accurately enter the organization and choose the correct position 
status indicator.   
 
Follow these steps to create a new position record: 
 
Press F8 from the Main Menu to go to Data Entry: Positions 
Press F3 to call up the Position Record Maintenance Screen 
 
Note that several values are defaulted when you call up the Position Record Maintenance 
screen: 
 

– Fiscal Year:  Defaulted to FY 2008 to facilitate data entry. 
– Retirement Indicator:  Defaulted to C – City Miscellaneous 
– Accumulator Number:  Defaulted to 701 (C – Dept/Mayor Change Count) 
– Budget FTE:  Defaulted to 0.00 to facilitate data entry. 

 
 
BPRL8200 V4.0        CITY/COUNTY OF SAN FRANCISCO * BPREP 2007-2008       12/18/ 2006 
 LINK TO:    POSITION RECORD MAINTENANCE                     7:56 AM 
 ACTIVE 
 SCROLL\INQ BY           : E                                         NOTE : 
 FISCAL YEAR               : 2008 
 ORGANIZATION          : 
 INDEX CODE                : 
 POSITION STATUS      : 
 JOB CLASS                    : 
 ------------------------------------------------------------------------------- 
  
 RETIREMENT IND       : C         UNION/LOCAL CODE: 
 REFERENCE NBR         :                                        BUDGET FTE :        0.00 
 ACCUMULATOR NBR : 701 
 DEPT DEFINED             : 
 ------------------------------------------------------------------------------- 
  
  
 UNSTDRZD AMT         :           0.00 
  
  
 F1-HELP      F2-SELECT    F3-DELETE    F4-PRIOR     F5-NEXT      F6-ACCOUNTS 
 F7-BENEFITS  F8-EARNINGS  F9-LINK      F10-SAVE     F11-ERRORS   F12-RECALC 
 G007 - RECORD DOES NOT EXIST, PLEASE SELECT A FUNCTION  
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Type in the following elements to create a position record: 
 
-Index Code 
 
-Organization Code – If you do not know the org. code, use F9 to link to screen 5300 and 

          input the index code. The organization code will be displayed. 
 
-Job Class 
 
Position Indicator – Enter the appropriate status and actions and sequence if required to 
differentiate records with the same key elements (organization, index code, job class). 

 
Press Enter; this will show that you have valid values for the fields you have typed and 
that there is no existing record with the key elements you are using. If there is an existing 
record, it will be recalled to your screen. 
 
The following message must be displayed in order to create a position record: G007 
- RECORD DOES NOT EXIST, PLEASE SELECT A FUNCTION. 
 
 
Type in the following elements: 
 
 
Retirement Indicator 
The retirement indicator is used by BPREP to calculate retirement earnings and 
links the record to the system’s bargaining unit tables.  Note that some types of 
position records should be coded “E”-exempt from retirement earnings—this is 
true of Temp, Holiday, Premium and Overtime records.  Valid values are: 
 
C: Regular City Retirement (Miscellaneous Employees) [Default Indicator] 
E: Exempt from Retirement; use for Temp, Holiday, Premium, and Overtime 
F: City Retirement for Fire Dept Uniform Classes (excludes FICA costs) 
M: State Retirement (PERS Miscellaneous ) 
P: City Retirement for Police Dept Uniform Classes (excludes FICA costs) 
S: State Retirement (PERS Safety and excludes FICA) 
X: Uniform Exempt from Retirement; use for Uniform salary subobjects for 

Temporary, Holiday, Premium, and Overtime pay and excludes retirement and 
FICA).  (i.e., TEMPU, HOLIU, PREMU, OVERU) 

Z: Use for salary savings, step adjustments, and O positions 
 
Budget FTE 
Type the number of FTEs for the position you are creating.  Press the Delete key on the 
keyboard to clear out the default value of 0.00.  Remember that all new positions assume 
an October 1 start date and therefore use an FTE count of 0.75. 
 
 
 

! 

! 
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Salary Amount or ‘Unstdrzd Amt’ 
 
Only make an entry in this field if the position you’re adding is not at top step.  If no 
entry is made, BPREP will automatically calculate the amount based on the default salary 
setting of top step.  Press the Delete key on the keyboard to clear out the default value of 
0.00.  Always make sure this field contains a “0”.   
 
New positions must be budgeted at the top step.  
 
Press F10 to save the record.  The message G001 - RECORD SAVED should appear at 
the bottom of your screen. 
 
 
A completed position record is shown below. 
 
BPRL8200 V4.0        CITY/COUNTY OF SAN FRANCISCO * BPREP 2007-2008       12/20/ 2006 
 LINK TO:    POSITION RECORD MAINTENANCE                   7:55 AM 
 ACTIVE 
 SCROLL\INQ BY   : E                                         NOTE : 
 FISCAL YEAR      : 2008 
 ORGANIZATION     : LIB01            PUBLIC LIBRARY 
 INDEX CODE       : 415012           MANAGEMENT & OPERATIONS 
 POSITION STATUS  : AN 
 JOB CLASS                      : 1823             SENIOR ADMINISTRATIVE ANALYST........... 
 ------------------------------------------------------------------------------- 
  
 RETIREMENT IND         : C         UNION/LOCAL CODE: 021 
 REFERENCE NBR          :                                        BUDGET FTE :        0.75 
 ACCUMULATOR NBR  : 701 
 DEPT DEFINED              : 
 ------------------------------------------------------------------------------- 
  
  
 UNSTDRZD AMT           :      57,550.50 
  
  
 F1-HELP      F2-SELECT    F3-DELETE    F4-PRIOR     F5-NEXT      F6-ACCOUNTS 
 F7-BENEFITS  F8-EARNINGS  F9-LINK      F10-SAVE     F11-ERRORS   F12-RECALC 
 G001 - RECORD SAVED  

 
 
Deleting Existing Positions  
To delete an existing position, go to the 8200 Position Record Maintenance Screen and 
enter in the index code, organization code, and the job class of existing position.   
 
For the position indicator, you will use the appropriate status indicator and the action 
indicator will be ‘D’.   
 
Type in the Budgeted FTEs as a negative FTE count.  Remember that most deleted 
positions assume an September 1 end date and therefore use an FTE count of -0.83.  In 
the Unstdrzd Amt field, type in 0.   
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Press F10 to save the record.  The message G001 - RECORD SAVED should appear at 
the bottom of your screen. 
 
 
A completed deletion of an existing position is shown below. 
 
BPRL8200 V4.0        CITY/COUNTY OF SAN FRANCISCO * BPREP 2007-2008       12/20/2006 
 LINK TO:    POSITION RECORD MAINTENANCE                   7:55 AM 
 ACTIVE 
 SCROLL\INQ BY   : E                                         NOTE : 
 FISCAL YEAR      : 2008 
 ORGANIZATION     : LIB01            PUBLIC LIBRARY 
 INDEX CODE       : 415012           MANAGEMENT & OPERATIONS 
 POSITION STATUS  : AD 
 JOB CLASS                      : 1823             SENIOR ADMINISTRATIVE ANALYST........... 
 ------------------------------------------------------------------------------- 
  
 RETIREMENT IND         : C         UNION/LOCAL CODE: 021 
 REFERENCE NBR          :                                        BUDGET FTE :        -0.83 
 ACCUMULATOR NBR  : 701 
 DEPT DEFINED              : 
 ------------------------------------------------------------------------------- 
  
  
 UNSTDRZD AMT           :      -64,550.50 
  
  
 F1-HELP      F2-SELECT    F3-DELETE    F4-PRIOR     F5-NEXT      F6-ACCOUNTS 
 F7-BENEFITS  F8-EARNINGS  F9-LINK      F10-SAVE     F11-ERRORS   F12-RECALC 
 G001 - RECORD SAVED  
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Saving Positions for Projects and Grants 
 
Saving positions in index codes with projects and grants requires an important extra step.  
If you fail to do this step, BPREP will not calculate the position cost properly.  After you 
have saved the position record in the 8200 screen, press F6 (Accounts) to bring up the 
Allocation Screen (8210).  Please see the next page for a continuation of how to properly 
budget grant and/or project funded positions using screen 8210. 
 
BPRL8200 V4.0        CITY/COUNTY OF SAN FRANCISCO * BPREP 2007-2008       12/18/ 2006 
 LINK TO:    POSITION RECORD MAINTENANCE                   7:58 AM 
 ACTIVE 
 SCROLL\INQ BY    : E                                         NOTE : 
 FISCAL YEAR      : 2008 
 ORGANIZATION     : REC08            ZOO 
 INDEX CODE       : RECZOOPROJ       ZOO OPERATIONS PROJECT 
 POSITION STATUS  : AN 
 JOB CLASS         : 3320             ANIMAL KEEPER........................... 
 ------------------------------------------------------------------------------- 
  
 RETIREMENT IND   : C         UNION/LOCAL CODE: 856 
 REFERENCE NBR    :                                     BUDGET FTE :        0.75 
 ACCUMULATOR NBR  : 701 
 DEPT DEFINED     : 
 ------------------------------------------------------------------------------- 
   
 UNSTDRZD AMT     :      37,818.90 
   
 F1-HELP      F2-SELECT    F3-DELETE    F4-PRIOR     F5-NEXT      F6-ACCOUNTS 
 F7-BENEFITS  F8-EARNINGS  F9-LINK      F10-SAVE     F11-ERRORS   F12-RECALC 
 G001 - RECORD SAVED  
 
 
If the index code that you are using has an embedded project or grant, BPREP will 
default to the embedded project or grant.  If the index code is variably encoded with 
different projects or grants, or with Level 1 embedded but requiring level 2, 3, or 4 to be 
variably encoded, you need to enter the correct project or grant on this screen.  Then 
press F10 to save again.  The message EI03 - EMPLOYEE INDEX ALLOCATION 
SAVED should appear at the bottom of the screen. 
 

! 
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BPRL8210 V4.0        CITY/COUNTY OF SAN FRANCISCO * BPREP 2007-2008       12/18/ 2006 
 LINK TO:    POSITION INDEX ALLOCATION EDIT                    8:00 AM 
 ACTIVE                                                                PAGE : 01 
 FISCAL YEAR     : 2008 
 ORGANIZATION    : REC08 
 INDEX CODE     : RECZOOPROJ        ZOO OPERATIONS PROJECT 
 POSITION STATUS  : AN                 JOB CLASS       : 3320 
 (JOB STRT DATE)  : 07/01/ 2006        (JOB END DATE)  : 06/30/2006 
 ------------------------------------------------------------------------------ 
  INDEX CODE    PROJECT       GRANT        USER C  START DATE  END DATE   PCT 
 RECZOOPROJ   PRP007 01                              07/01/ 2006 06/30/2006  100.00 
 
  
  
  
 F1-HELP      F2-SELECT 
 F7-PRIOR PG  F8-NEXT PG   F9-LINK      F10-SAVE     F11-ERRORS 
 EI03 - EMPLOYEE INDEX ALLOCATION SAVED  
 
Press Pause to return to the 8200 screen from this screen. 
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Substitutions, Reassignments, and Existing Reclassifications  
 
As part of the budgeting process, departments may request that one classification be 
substituted for ano ther or may reassign a position from one index code to another.  
  

• Position indicator “S” should be used when the reclassification/trades of 
position(s) are being proposed by the department and has not been acted on 
by HRD.  

• Position indicator “T” should be used for reclassification/trades of position(s) 
that have already occurred since the budget was approved and HRD has 
acted on making the position(s) changes.   

• Position indicator “R” should be used when reassigning positions from one 
index code to another. Do not include an additional letter code, such as 
AR“D”, as a position status indicator when reassigning positions.  In 
addition, use “R” to replace Grant or Project funded FTEs for position 
records within the same Index Code or to newly created index codes that 
require new Grant or Project coding instead of using “G01” or “A01”.   

 
To code these transactions in BPREP, the following procedures are used. 
 
1. Substitute the old position by creating a new position record code with a negative 

FTE count in the relevant index.  You must manually enter a negative salary 
amount—BPREP default salary values are positive.  

 
2. Add the substituted or reassigned position by creating a new position record with a 

positive FTE count in the relevant index code. 
 
3. Both records must include a three-character reference number to show that they 

are linked.  Reference numbers should use the two-letter code for your department as 
the first two characters, and a letter (A through Z) or number (1 through 9) in 
sequence as the third character (JV1 = Juvenile Probation 1).  If you plan more than 
35 substitutions and reassignments, contact the Controller’s Budget Office to develop 
a coding system.  The Controller’s Budget Office and the Mayor’s Office use the 
reference numbers to understand the transaction that is being made. 

 
Ø Pay attention to the existing position list when substituting positions.  You must have 

an existing position in your budget in order to substitute or reassign—have your 
turnaround document handy and check to be sure that the position you are deleting 
actually exists in the classification that you are using.  If you need an Excel download 
of positions by department, please contact Cindy Czerwin at 554-7663 or Nadia 
Feeser at 554-5247. 

 
Ø Pay attention to the funding source when reassigning positions.  For example, if you 

wish to reassign a position from a grant or work order- funded index code to a general 
fund index code, you need to insure that there will be funding for that position in the 
new index code/fund. In addition, you need to use the correct position indicators. 

 

! 
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The following screens illustrate both sides of a substitution.  A class 9116 is being 
substituted for a class 9110 at the Department of Public Transportation, using reference 
number PT1. 
 
The deletion has a negative FTE count and a negative salary amount: 
 
BPRL8200 V4.0        CITY/COUNTY OF SAN FRANCISCO * BPREP 2007-2008        12/19/2006 
 LINK TO:                     POSITION RECORD MAINTENANCE                      12:02 PM 
  
 SCROLL\INQ BY    : E                                         NOTE : 
 FISCAL YEAR        : 2008 
 ORGANIZATION     : DPT020503        REVENUE COUNTING ROOM 
 INDEX CODE     : 352530                REV-COUNTING ROOM 
 POSITION STATUS  : AS 
 JOB CLASS         : 9110                    FARE COLLECTIONS RECEIVER............... 
 ------------------------------------------------------------------------------- 
  
 RETIREMENT IND   : C         UNION/LOCAL CODE: 790 
 REFERENCE NBR  : PT1                                    BUDGET FTE :       -1.00 
 ACCUMULATOR NBR  : 701 
 DEPT DEFINED     : 
 ------------------------------------------------------------------------------- 
  
  UNSTDRZD AMT     :     -42,334.20 
  
  F1-HELP      F2-SELECT    F3-DELETE    F4-PRIOR     F5-NEXT      F6-ACCOUNTS 
 F7-BENEFITS  F8-EARNINGS  F9-LINK      F10-SAVE     F11-ERRORS   F12-RECALC 

 
The addition has a positive FTE count and a positive salary amount: 
 
BPRL8200 V4.0        CITY/COUNTY OF SAN FRANCISCO * BPREP 2007-2008            12/19/2006 
 LINK TO:                     POSITION RECORD MAINTENANCE                       12:00 PM 
  
 SCROLL\INQ BY     : E                                           NOTE : 
 FISCAL YEAR     : 2008 
 ORGANIZATION     : DPT020503        REVENUE COUNTING ROOM 
 INDEX CODE        : 352530                REV-COUNTING ROOM 
 POSITION STATUS    : AS 
 JOB CLASS         : 9116                   SENIOR FARE COLLECTIONS RECEIVER........ 
 ------------------------------------------------------------------------------- 
  
 RETIREMENT IND   : C          UNION/LOCAL CODE: 790 
 REFERENCE NBR    : PT1                                    BUDGET FTE :        1.00 
 ACCUMULATOR NBR  : 701 
 DEPT DEFINED     : 
 ------------------------------------------------------------------------------- 
  
  UNSTDRZD AMT     :      48,963.60 
   
 F1-HELP      F2-SELECT    F3-DELETE    F4-PRIOR     F5-NEXT      F6-ACCOUNTS 
 F7-BENEFITS  F8-EARNINGS  F9-LINK      F10-SAVE     F11-ERRORS   F12-RECALC 
 G001 - RECORD SAVED 
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Calculating the Position Costs-Screen 8450 
 
As you enter your position budget, you may want to view the detailed cost associated 
with each record.  Once you have saved the position record on the BPRL8200 screen, and 
have saved the project and grant elements as needed on the index allocation screen, you 
can calculate the salary and fringe costs on-line.  Press the F12 key to recalculate these 
costs.  You will see the following message on the bottom of your screen:  EM36 - 
EMPLOYEE COSTS HAVE BEEN RECALCULATED.  Then press the Home key to 
put your cursor in the Link To field, enter screen number 8450, and press F9.  The 
Position Cost Detail screen will come up. 
 
In BPREP, all job class numbers are included in the subobject table.  Subobjects are 
displayed on the Position Cost Detail screen sorted alphabetically, then numerically.  This 
means that for many job classes, the salary will appear as the last subobject on the Cost 
Detail screen.  You may need to Press F8 to scroll down and see the salary and total 
amount.  To return to the 8200 screen, press Pause. 
 
While this screen can be useful for learning and tracking position budget costs as you 
work, you do NOT need to recalculate position costs on- line to have the costs 
recalculated and interfaced.  A batch projection job is run nightly in BPREP to 
recalculate costs for all position records and interface the resulting counts and amounts to 
BPREP. The detailed cost for salary savings, step adjustment and O positions  with a Z 
retirement indicators can only be calculated by the overnight process, not by using F12. 
 
BPRL8450 V4.0        CITY/COUNTY OF SAN FRANCISCO * BPREP 2007-2008       12/19/ 2006 
 LINK TO:    POSITION COST DETAIL                          3:10 PM 
 ACTIVE 
 FISCAL YR   : 2008                                   SCROLL\INQ BY  : E 
 ORG        : CON01             MANAGEMENT             JOB START DATE : 07/01/2007 
 INDEX CODE  : CON314005       MANAGEMENT             JOB END DATE     : 06/30/ 2008 
 POS NO      : A                                         JOB CLASS             : 1823 
 INDEX CODE  : CON314005       MANAGEMENT 
 PROJECT     : 
 GRANT       : 
 USER CD     :                                          CY FTE         :     3.00 
 ------------------------------------------------------------------------------- 
  SUBOBJ  DESCRIPTION         BASE AMOUNT       INCR. AMOUNT     PROJECTED COST 
  01301   RETIREMENT P             5,579.00  173.31             5,752.31 
  01401   SOCIAL SECUR          14,272.52              143.27           14,415.79 
  01402   SOCIAL SECUR              3,337.92                  33.50              3,371.42 
  01501   HEALTH SERVI              9,152.73                                  9,152.73 
  01571   DEPENDENT CO              6,819.00                                  6,819.00 
  01601   DENTAL COVER              3,339.00                                  3,339.00 
  01701   UNEMPLOYMENT              230.20                       2.31                   232.51 
             TOTALS                           273,853.18                        2,672.47                276,525.65 
 
 F1-HELP       F2-SELECT                 F4-PRIOR     F5-NEXT 
 F7-PRIOR PG   F8-NEXT PG            F9-LINK 
 G014 - RECORD FOUND 

 

! 
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On the 8450 screen, costs are classified as Base Amounts or Increment Amounts.  The 
Projected Cost is the total of these two amounts.  The salary and fringe amounts in the 
Base Amount column are the unstandardized amounts and those in the Projected Cost 
column are the standardized amounts.   
 
 
Adding an Off-Budget Position  
 
Some departments have positions that are not part of the operating budget, but are instead 
funded by capital project funds or other non-annual funds.  These positions have to be 
included in BPREP so that they will become part of the position database used by the 
Human Resources Department for processing requisitions and for creating the Annual 
Salary Ordinance, which provides legal authority to hire all city positions.  However, the 
FTE count and the costs associated with these positions are backed out of the operating 
budget with the following procedure. 
 
Create a new off-budget position record using Position Indicator “ON”.  All “O” 
positions should be coded with retirement indicator “Z”.  When all “O” records are 
created, add up the total count and costs associated with these positions and create a 9997 
class record with a negative FTE count and a negative salary amount to back out the 
count and cost.  Records in class 9997 should also use retirement indicator “Z” and 
position indicator “A”.  Following standardization, the Controller’s Budget Office will 
re-balance the “O” and “9997” record totals. 
 
 
Adding a Temporary, Holiday, Premium, or Overtime Record 
 
Position records are used to budget for temporary, holiday, premium, and overtime pay 
amounts.  These job classes begin with codes TEMP, HOLI, PREM, and OVER, and are 
then followed by (M)iscellaneous, (N)urses, (P)latform, or (U)niform.  All 
Miscellaneous, Nurses, and Platform classes must be entered with retirement indicator 
“E”.   For these classes, BPREP will calculate only social security and unemployment 
costs, and not other fringe benefits.  Uniform classes must be entered with retirement 
indicator “X”, which will calculate only medicare and unemployment costs. 
 
 
Departmental Salary Savings Records - 9993 Series 
 
Salary savings records are used to reduce the overall salary cost in a cost center and 
represent funds that will not be expended due to department’s normal attrition rate.  All 
departmental salary savings job classes begin with 9993, and are then followed by 
(M)iscellaneous, (N)urses, (P)latform, or (U)niform.  All departmental salary savings 
records must be entered with a retirement indicator “Z”  and position indicator “A”.  The 
system will automatically calculate the BUDGET FTE count and the fringe costs during 
the nightly projection process.  The results of these calculations will be available for 
inquiry in BPREP on the following day.  Remember - you must enter any variably 
encoded elements (i.e. project/project detail, grant/grant detail, and user code) in the 
position index allocation screen for these records just like any other classification.   

! 

! 
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MCCP Classes – 9994 Series 
 
To the degree departments have not already done so in the previous year’s budget, 
departments should substitute old classes for new MCCP classes in their department 
positions submission.  This applies only to the old positions replaced by MCCP classes.  
Reclasses MUST be cost neutral.  If reclasses are not cost neutral, then the department 
must budget either the increase or decrease in subobject 9994X series (9994M, 9994N, 
9994P, 9994U).  Use reference code  MCP for all MCCP related position submissions.  
Please use the same retirement indicator for each 9994X series as the reclassed positions.   
 
 
STEP Records – 9997 Series 
 
STEP records are used to reduce the overall salary cost in a cost center and represent 
funds that will not be expended due to the fact that while all existing positions are 
budgeted at top step of the salary scale, not all employees are actually working at top 
step.  These job classes begin with STEP, and are then followed by (M)iscellaneous, 
(N)urses, (P)latform, or (U)niform.  All STEP records must be entered with a retirement 
indicator of “Z” and position indicator “A”.  The system will automatically calculate the 
fringe costs during the nightly projection process.  The results of these calculations will 
be available for inquiry in BPREP on the following day.  Remember - you must enter any 
variably encoded elements (i.e. project/project detail, grant/grant detail, and user code) in 
the position index allocation screen for these records just like any other classification. 
 
 
Adding a Position That’s Not at Top Step (the Default setting) 
 
If it is mandatory that a new position will have a salary that is less than top step (the 
default salary on the job class table), calculate the accurate salary (total for the number of 
FTEs), and manually enter it in the Unstandardized Amount field.   
Note:  However, ALL positions should normally be budgeted at Top Step.  Anything 
outside of this protocol should be approved by the Mayor’s and Controller’s Budget 
Office(s). 
 
 
Correcting Added (New) Positions Entered Incorrectly 
 
At some point, you may need to delete a position record that you added by mistake in the 
new Fiscal Year 2007-08. 
 
Call up the position record you wish to delete by entering the correct organization, index 
code, classification, and position status indicator.  If you don’t know all of these 
elements, type in the elements you do know and press F5 to scroll to the first record most 
closely matching your initial criteria.  You can scroll forward or backward through the 
job class records for a particular organization by pressing F5 or F4. 
 

! 
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When the record you want to delete is on screen press the F3 key to delete the position 
completely from BPREP.  You will be prompted by the system to press F3 again to 
confirm the deletion—BPREP will then delete the account information and the calculated 
costs. 
 
If you delete a position accidentally, you can save the data that’s on the screen by 
pressing F10 immediately after confirming the deletion.  If you do this, you’ll need to 
manually re-enter any variably encoded elements on the index allocation screen (project 
or grant). 
 
 
Using the Position Record Selection Screen 
 
To recall the record for a particular position, you can use the position record selection 
screen (6910), which lists all positions in an index code, and allows you to recall a record 
by placing your cursor on it and pressing F3 for position maintenance. 
 
It is important to note that this screen lists all positions, sorting first by accumulator and 
then by job class.  Therefore the list you see will include position records in the Base 
accumulator (651) that you will not be able to change or delete.  The accumulator where 
a record is stored is shown in the 5th column on this screen.  To find records that you 
created in the C – Dept/Mayor Change accumulator (701), press F8 to scroll down. 
 
BPRL6910 V4.0        CITY/COUNTY OF SAN FRANCISCO * BPREP 2007-2008     12/19/2006 
 LINK TO:                      POSITION RECORD SELECTION                      3:43 PM 
 ACTIVE 
 FISCAL YEAR       : 2008 
 INDEX CODE        : CON314005          MANAGEMENT 
 ORGANIZATION      : 
 TYPE/FUND/SUBFND  : 
 PROGRAM           : 
 DEPT. ACTIVITY    : 
 PROJECT/DETAIL    : 
 GRANT/DETAIL      : 
 USER CD            : 
 ------------------------------------------------------------------------------- 
 S INDEX CODE    CLASS   TITLE                POS # STATUS  COUNT         AMOUNT 
   CON314005     1003    OPERATOR-SENIOR   A      651     1.00           53,794.00 
   CON314005     1022    ADMINISTRATOR I   A      651     1.00           67,002.00 
   CON314005     1023    ADMINISTRATOR I   A      651     1.00           83,018.00 
   CON314005     1044    ENGINEER-PRINCI   A      651     1.00         111,306.00 
   CON314005     1070    PROJECT DIRECTO   A      651     1.00         111,306.00 
   CON314005     1222    SENIOR PAYROLL    A      651     1.00          59,522.00 
  
 F1-HELP      F2-SELECT    F3-POSMAINT                            F6-COST SUMM 
 F7-PRIOR PG  F8-NEXT PG   F9-LINK 
 G012 - NEXT PAGE DISPLAYED 
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8.  BPREP SECURITY 

 
BPREP Security Access 
 
New users  
For all new BPREP users, the Fiscal Manager for each department must fill out a BPREP 
Security Access form and submit it to the Security Administrator and your respective 
Budget Analyst in the Controller’s Budget and Analysis Division.  The Security 
Administrator is Bruce Summers, 554-7525, and the Budget Analysts are Thomas 
DiSanto, Nadia Feeser and Cynthia Czerwin.  
 
See page 52 for the BPREP Security Access form.   
 
Existing Users Review 
In January, the Security Administrator will email a list of BPREP users to the Fiscal 
Managers at each department to confirm that the list of users should have access to the 
BPREP Mainframe.  The Fiscal Managers must respond to the email within 5 business 
days in order to retain access to BPREP of those users reporting to that Fiscal Manager.   
 
 
BPREP Mainframe Access Turned On/Off 
 
All BPREP users (new and current) will have their access to the BPREP mainframe 
“turned on” during the Department Phase.  This phase occurs after the Base Budget has 
been completed in the mainframe system by the Mayor’s Budget Office and the 
Controller’s Budget Office at the end of December or early January.  Immediately 
following the Final BPREP Budget Submission to the Controller by each department, 
each department BPREP user will have their BPREP mainframe system access “turned 
off”.   
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BPREP Security Access Form 
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Glossary 
 
Accumulator:  Similar to columns in a spreadsheet, this is where the budget data is 
stored.  An example of an accumulator is “Current Year Original Budget”. 
 
 
Accumulator Detail Entry :  Data entry for one subobject for up to 20 accumulators. 
 
 
BPREP:  Acronym for Budget PREParation System. 
 
 
BPS :  Acronym for Budget Position System.  This is also referred to as Position 
Budgeting.  BPS is a subsystem of BPREP, where all budget entries related to positions 
are made.  Information from BPS is loaded into the main BPREP files each night. 
 
 
Budget Process:  A BPREP Budget Process defines a specific view of budget data. 
 
 
Phase:  The yearly budget process is divided into four phases: 
 

A. History (prior and current year) 
B. Base Budget 
C. Department’s/Mayor’s Proposed Budget 
D. Board of Supervisor’s Budget Review 

 
 
Subobject Detail Entry :  Data entry for multiple subobjects and up to six accumulators. 
 
 
Subobject Type :  Used to identify the nature of the subobject (e.g., “R” is used to 
indicate a revenue subobject). 
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Screens By Title 
 
Accumulator Detail Data Entry  4100 
Bargaining Unit Table   8170 
Bargaining Unit-Earnings Edit  8171 
Benefit Distribution Summary  8111 
Benefit Eligibility Table    8150 
Benefit/Earnings Distribution   8110 
B/E Eligibility Table     8151 
Budget Process Selection   4000 
Character Table    5201 
Data Entry: Positions     8000 
Dept. Activity Inquiry: Accumulator  6550 
Dept. Activity Inquiry: Subobject  6300 
Direct Access Menu    3050 
Employee B/E Edit     8202 
Employee Costs Detail Inquiry  8450 
Employee Idx Allocation Edit   8210 
Employee Record Error Display  8201 
Employee Record Maintenance  8200 
FICA/Medicare Table    8160 
Function Table     5260 
Fund Inquiry: Subobject Detail  6700 
Fund Inquiry: Accumulator Detail  6750 
Fund Table      5050 
Fund Type Table     5045 
Grant Inquiry: Subobject Detail  6100 
Grant Inquiry: Accumulator Detail  6150 
Grant Table (Screen 1)   5070 
Grant Table (Screen 2)   5071 
Grant Table (Screen 3)   5072 
Grant Table (Screen 4)   5073 
Help Inquiry     9000 
Index Code Table    5300 
Index Selection    6900 
Inquiry: Accumulator Detail   6001 
Inquiry: Subobject Detail Menu  6000 
Job Class Table     8140 
Main Menu     0000 
Miscellaneous Tables Table   5950 
Object Table      5202 
Organization Inquiry: Accumulator Detail 6450 
Organization Inquiry: Subobject Detail 6400 
Organization Table    5100 
Program Inquiry: Accumulator Detail 6850 
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Screens By Title (continued) 
 

Program Inquiry: Subobject Detail  6800 
Position Record Selection   6910 
Program Security Table   3300 
Program Table    5250 
Project Inquiry: Subobject Detail  6200 
Project Inquiry: Accumulator Detail  6250 
Project Table     5060 
Subobject Detail Data Entry   4200 
Subobject Table    5200 
Subfund Table     5055 
Inquiry: Accumulator Detail   6001 
Table Lookup     5999 
Table Maintenance    8001 
User Code Inquiry: Accumulator Detail 6650 
User Code Inquiry: Subobject Detail             6600 
User Code Table     5600 
User Selection Menu    6002 
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    HOW DO I ________ ? 
 
 
1. How do I add a new position?       See page 38 of the BPREP Manual and 

page 48 for corrections. 
 
2. How do I delete a position?   Deletions are entered as negative FTEs 

with negative salary amounts. See page 40 
of the Manual. 

 
3. How do I enter a grant funded position?    See page 42 of the Manual. 
 
4. How do I enter limited duration positions?  Use status code L, see page 34 of the    
   Manual. 
 
5. How do I enter an off budget position?    See page 47 of the Manual. 
 
6. How do I reclassify a position?     See page 44 of the Manual. 
 
7. How do I substitute a position?     See page 44 of the Manual. 
 
8. How do I budget for equipment?         See page 31 of the manual for data entry  
     and pages 31 and 69 of the Budget  
         Instructions for policy. 
 
 


