How To Designate A Folder As A Standard Folder (to highlight the folder you use most):

1. [image: image1.png]


Left-click to highlight the desired folder.

2. From the Menu-bar go to: Planning Folders(Set as Standard. The next time you open the Planning Folders your designated planning folder will be highlighted and will remain highlighted whether you use it or not.

[image: image10.wmf]How To Remove The Standard Folder Designation:

1. Left-click to highlight the desired folder.

2. Go to: Edit(Remove Standard Folder.
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How To Create A Personal List In Most Drop-Down Search Menus:

1. Click the drop-down button within the field for which you wish to create a list.

2. Highlight the desired master data (use the binoculars for easy search).

3. Click Insert in Personal 
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 List.

4. Repeat for each additional selection.

5. Click the green checkmark or press ENTER. The next time you select the drop-down button, only the master data selections you inserted in your personal list will appear.

Note: To delete a match from your personal list, select the entry and click Delete From Personal Value 
[image: image2.png]


 List.

Note: To view all master data again, click the All Values 
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How To Create a Budget Formulation Shortcut on Your Desktop:


Did You Know…?

You can reduce the amount of time it takes to log into Budget Formulation by creating a shortcut on your desktop allowing you to bypass the Easy Access screen and go directly to the Planning Folders screen.
1. Log into Budget Formulation.
2. Go to the Planning Folders screen.
3. Click the Generates a Shortcut on the Desktop [image: image4.png]
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4. Exit out of Budget Formulation.
5. Go to your Desktop and look for the shortcut. 
6. Double-click on shortcut and sign in.
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How To Set Status Messages To Appear In Pop-Up Boxes Instead Of On The Status Bar:

1. From any screen, click on 
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 Customizing Of Local Layout.

2. Select Options.

3. Place checkmarks next to:

· Dialog box at success message

· Dialog box at warning message

· Dialog box at error message.

4. Click Apply or OK.
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Budget Formulation

Tips & Tricks

For IFM Users
July 30, 2004

For Center specific BF information and updated tips, go to: 

http://ifmp.nasa.gov/insite/index.html
Click Center BF Sites to view your center’s site.
How To Enter Header Data For The First Time (Proj Plan  (FTE,Travel,SP,Oth Dir $,WYE):

Note: (applies to all BF folders): 
Entering data in white fields: single-click and enter data. 
Entering data in gray fields: Click within the field. Then click the drop-down arrow and enter data in pop-up box.
1. Place cursor in the BA field and enter your center code (e.g. 51 = GSFC). 

2. Enter Budget Year.
3. Enter Agency Version (A002 = POP).
4. Enter Center Version (usually C001).

5. Enter Type of Planning (usually NOA).
6. Enter Appropriation Type (SAE, SFC, ESA etc.).
7. Enter WBS Element: Place cursor in the WBS element field and click the drop-down button. Enter your WBS (If you do not know the WBS, you may use the drop-down function to search for it).
8. Enter “#” in the Network field. Place cursor in the Network field and click the drop-down button.
9. Enter Network Activity: Place cursor in the Network Activity field and click the drop-down button.

10. Enter the Fiscal Year in the Fiscal Year field.

11. Click the Transfer Variable Values [image: image8.png]


 icon.

12. Click SAVE.
How To Cut And Paste Data From EXCEL Into Budget Formulation Planning Folders:

Did You Know…?

With the help of the BF Template Job Aid you can set up Excel formulas linking data from waterfall spreadsheets directly into the template. Or you can populate the template manually. Then simply go to Step # 2 below to copy and paste the data into BF. UPDATE! It is no longer necessary to append the same amount of rows in BF that exist in EXFEL. Just append one row and Budget Formulation will auto fill the appropriate number of rows to accommodate the data being copied from Excel.
1. If you choose not to use the BF Template, you must create a column in EXCEL for every column that exists in the BF layout before using the copy/paste function. This includes blank columns. 

2. Append ONE row in the BF planning folder layout. 

3. In EXCEL, left-click and drag your cursor across and down to highlight the data (exclude column headers).

4. Press CTRL + C (to copy).

5. In your BF planning folder Input area, left-click once within the left-most block to highlight it.

6. Press CTRL + V (to paste).
7. ALWAYS unfreeze columns before you Sort and Save.

Note: Any blank rows must be deleted before saving your layout.

How To Cut And Paste Data From Budget Formulation Planning Folders Into EXCEL:
1. In BF, left-click and drag your cursor across and down to highlight all data to be copied.

2. Press CTRL + C on your keyboard.

3. Go to EXCEL and left-click in the left-most cell into which you wish to paste data.

4. Press CTRL + V on your keyboard.
How To Adjust Column Width:  

1. Click on [image: image9.bmp] Select All (left of the column header row) to highlight columns.

2. Hover cursor between any column header (a double arrow will appear) and double-click. Columns will adjust to width of text/data.
How To Unfreeze Columns: 
1. Right-click in any Input area column header and choose “Unfreeze Columns.”
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