
Budget Planning & Analysis System (BPAS) 

User Training Exercises 
*screen shots are examples only. The years are only for example purposes and may not be accurate based on 
the current Budget Cycle.  You also may not have security access to the appropriations included in this 
document. Choose an appropriation within your agency to follow along* 
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Exercise 1 – Log into BPAS 
Open Internet Explorer and go to the Administrative Portal  

Enter your User ID (employee number) and your password, and click Sign In. 

 

 

In the Enterprise Menu, click Budget Planning & Analysis Sys. 

   

 

Two windows will open.  The first says ORACLE Enterprise Financial Management System.  The second is the 
Workspace log on page. 

 

The BPAS Home Page is displayed. 
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The Home Page will have quick links to your personal page, the applications, and will have a list of applications 
and reports you recently opened. 

Exercise 2 – Setting Preferences 
Display preferences can be set up in BPAS. You will only have to do this once, but you will need to do it for each 
of the three applications.  You will need to click on an application in order for the preferences to be 
updated. 

 
1. To set your preferences for BBIS, Click on BBIS on the Homepage. Once the Application opens, then 

Select File→Preferences. The Preferences dialog box opens. Click on the Planning Icon at the bottom of 
the menu. 
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2. Click the Display Options tab and proceed to set your preferences as identified below.  Make sure to 

click save. 
a. Set the Thousands Separator to Comma 
b. The Decimal Separator should be set to Dot. 
c. For negative numbers, select Parentheses for the Negative Sign and Red for the color. 
d. Set the Page and Other options as desired. 
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3. Click on Financial Reporting on the left panel (do not click OK before navigating away from Display 
Options. 

a. User Point of View – preview should be on 
b. Set the Thousands Separator to Comma 
c. The Decimal Separator should be set to Period. 
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4. Click OK. 

When you are back at your desk repeat steps 1 & 2 for the transfer application (Transfer) and the change 
application (Change). Step 3 only needs to occur once.  
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Exercise 3 – Run Dimension Structure Reports   
To understand where dimension members are located within a dimension hierarchy, you can run a dimension 
hierarchy report.  

To run a dimension hierarchy report, click Explore in BPAS. The Report Menu should appear. 

 

 

Double click on the Detail Reports folder. Then again on the Dimension Hierarchy folder.

 

 

There is a report for each dimension (except for period). Double click on the Entity report. Select your agency.  
There are three ways you can select your Entity or Agency:   
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1. You can type your agency 3-digit ID into the selection box.   

 
 

2. You can click on select to find an agency and click arrows to drill to display.  For Entity, you should 
always use the Statewide Hierarchy since this level will go to Appropriations.  For this example, we have 
clicked the arrow next to entity, then next to statewide, then next to SGV (State Government and 
Veterans Bill Area) to find Agency G10 (MMB) 
 

 
 

3. You can click on select and find or search for your agency by using the find feature 
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NOTE:  Make sure to keep the * in the box when doing a search.  It will allow a search for anything that has that 
particular item entered in any field.  Then click the binoculars to search. 

 

NOTE:  Always select the results option that has STATEWIDE after entity.  This will allow you to drill down to 
appropriation level 

 

 

Click Ok once you have selected an agency. 

The report will open with the programs listed for that particular agency selected. 
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Drill down using the arrow to the left of a specific program to give you all the Budget Activities under that 
Program 

 

To see the Appropriations listed under the Activity, just click on the arrow next to the activity you would wish to 
see more detail on. 
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If you want to see all levels of the hierarchy for an agency, rather than drilling down on each arrow, you can click 
expand all at the top of the report and it will open up all arrows in the report. 

 

 

Once expanded you can also Collapse all at the top of the report to go back to the original report. 

 

Close the reports by clicking on the x on the right side of the tab.  

Exercise 4 – Open BBIS Forms 
If you have multiple tabs open, select the tab called HomePage. Select BBIS from the planning application list.  
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The main window shows the forms that are in BBIS. Utilize the form names in the left window pane. The Form 
and Ad Hoc Grid Management information in the main panel is information only. You cannot select from this 
menu. 

 
Click on the Budget Entry Form General Fund. 
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All data is entered at the zero level. Data entry is performed at the appropriation level. Select an appropriation 
from the drop-down box. You can search by typing either the Appropriation Number or Name. Click the ‘go’ 
arrow to the right of the box. 

 
 
 

 

 

You will see all of the revenues and expenditures loaded from SWIFT for the appropriation. This is a test 
environment so data is old and has been manipulated. 
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If in the process of budgeting you need to plan for revenue or expenditures that were not budgeted in SWIFT, 
you can add additional accounts to the rows. To add a new account to the form and search for the account you 
want to add to the entry form. Click on the Add Account – General Fund tab. 

Click on the drop down arrow underneath the appropriations tab. Add the revenue account 510011 – REF IND 
INCOME.  
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Enter the fiscal data associated with that account code that you want to added back to the main entry form and 
click Save. 

Data that has not been saved has a cell color of yellow 

 

  

Click on the save button and the cells turn to a white background. 

 
Go back to the Appropriation tab. You should see the account you added with the numbers entered. You can 
make adjustments on this page if needed.  
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To exit BBIS, click on the x on the right side of the BBIS tab. 

Exercise 5 – Reconcile FY15, FY16 & FY17 
FY 2015 and FY 2016 hard close data will be loaded from SWIFT to BPAS. FY17 will be loaded from SWIFT 
only on Budgeted data. Agencies will review FY15, FY16 & FY17 and make modifications to BPAS data to 
account for SWIFT close errors and/or to eliminate variances within BPAS. Agencies will be contacted about 
FY15 and FY16 appropriation which have variances and need to be reconciled. Special BPAS access will be 
given to contacted agencies to modify FY15 or FY16 data. 

Run the Account Net report. Detail Reports→Appropriation→Account Net. This report pulls back all direct and 
dedicated appropriations. 
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Identify appropriations that have a variance. Account Net is available resources minus uses. An appropriation 
with a dollar amount in the Account Net report is not balanced and needs to be reconciled. 

 

Open BBIS and select the correct budget entry form, ‘General fund’ or ‘Other funds’. Select the correct 
appropriation and click Go. 

 

Reconcile the appropriation to eliminate the variance, reconciled numbers should generally reflect FY 2015 or FY 
2016 hard close. If an appropriation was unbalanced at fiscal close (for example, Federal Funds waiting for 
additional reimbursements), the close numbers can be altered to eliminate the account net. Changes should 
reflect the expenditure or revenue changes anticipated to occur post-close that will balance the appropriation in 
SWIFT. 

All appropriations must balance, which means Available Resources equal Uses by appropriation 
(account net = 0) in order to report accurately on fiscal pages. 
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Re-run the account net report. The variance should be eliminated. 
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Exercise 6 –Transfer Forms 
Click on the Homepage Tab and select Transfer from the planning application list.  

 

 
Select ‘Transfers – General Fund’ form from the left panel.  

 

As in BBIS, appropriation is the level at which data is entered.  Select an appropriation and fund to transfer 
money out of and an appropriation and fund to transfer the money to. Click the ‘go’ arrow.  

It is important before you enter that you know the exact fund and appropriation you are transfer from 
and to. 
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Be sure to click the ‘Go’ arrow after you make your selections. 

If transfers occurred between your selected appropriations and funds in FY14 – FY17, the transfer amount will 
show on the form. If no transfers have occurred between your selected appropriations and funds the form will be 
empty. 

The form has no transfers, add $150 in FY18 

 
 

Select the ‘Legal Citation tab’. The cell is red because it is a required field that is missing data. Enter the legal 
authority for the transfer. Type in the legal citation for the budgeted transfer.  

 
 

Click save and both the Legal Citation and $150 data are saved. 
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The transfer data entered in the Transfer application will be moved to BBIS at the top of every hour. This will be 
a total amount of Total Transfer In and Total Transfer for each appropriation. So if there are multiple Transfers In 
to an appropriation it will total them. Enter your transfer by 59 minutes after the hour and you should see the 
transfer data in BBIS reports by 10 after the hour.  

In my example I would expect to see: 

G9R0046 – 1000 Fund – a transfer out of $150 in FY15 

G100002 – 1000 Fund – a transfer in of $150 in FY15 

Exercise 7 – Base Adjustment FY18-21 
The “base” for an agency’s budget in FY 2018-21 is FY 2017 appropriation amounts adjusted for a limited 
number of technical changes. These technical changes are called base adjustments. 

Run an appropriations report. Detailed Reports→Appropriation→Appropriations 

 

Enter your 3 digit agency code and the fund you want to include or use the Select buttons. The scenario should 
be Nov Base.  Click OK. 
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Identify any appropriations that have a different current law base than FY17 pushed forward since agencies are 
not allowed to change the direct or open appropriation amounts, a base adjustment is used to change the 
appropriation amount to the current law base. Review the Base Budget Instructions before entering a base 
adjustment to identify which base adjustment type to use. 

 

Open BBIS. Select the appropriate budget entry form, ‘General fund’ or ‘Other funds’. Click on the base 
adjustment tab and select the appropriation and fund. Click Go. 
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Enter the adjustment in the appropriate base adjustment type and fiscal years and save. 

Run a Base Adjustment report to review all base adjustments entered for your agency.  

Detailed Reports →Appropriation →Base Adjustments by Appropriation 
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The report will return all direct and open appropriations for the agency and fund selected. The report includes the 
Direct or Open Appropriation (2017 amount) or Appropriation (Source) amount plus the entered base 
adjustment(s) by adjustment type to get to the new Appropriation total.  
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If you would like to see this report in PDF, just click the PDF button at the top of the screen and it will open the 
report in PDF that will allow for saving or printing. 
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Exercise 8 – Updating Forecasted Dedicated and Non-Dedicated 
Revenues 
Agencies must review and revise FY 2017-21 forecasted dedicated and non-dedicated revenues to reflect the 
best estimate of projected revenues likely to be received based on current law. For statutory and dedicated funds 
(including federal funds), resources are changed based on the forecast of the revenue based on current law. 
Base adjustments are not used to change resources in statutory appropriation accounts. Budgeted spending 
plans should be developed within the current law resource amounts. Forecast growth in dedicated receipts may 
support increased spending within agencies’ current law base budget plans. Proposed fee or other revenue 
changes must be presented as change items for both dedicated and non-dedicated revenues. 

We will start by running the Revenues All (Suppress Zero) in the Detail Reports→Appropriation folder. The 
Revenue All (Suppress Zero) report, includes both dedicated and non-dedicated revenue when first run, but later 
can be limited by Type Code Attribute.  

Open the report Revenue All (Suppress Zero) under Explore→Detail Reports→Appropriation 

You will be prompted to enter a fund, entity, and scenario.  For scenario, select Nov Base.  Go ahead and pick 
your agency ID for the entity and any fund code in the fund. 

 

Click ok to run the report. 

Once you have run the report, you have the ability to modify the report to run a specific appropriation type code 
(dedicated or non-dedicated).  Click on the Type Code Attribute hyperlink at the top of the report. 
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Now you can select the appropriation type code attribute you would like to review data for. Expand the arrow 
next to Type Code Attribute 

 

Click on the bubble next to non-dedicated and click ok at the bottom of the pop-up box. 
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The report will now show you all non-dedicated appropriations that contain revenue. 

 

To see the detail of the revenue associated with the appropriations listed, you can also run the Revenue Detail 
(Suppress Zero) report located under Detailed Reports→Account Folder.  Select the Fund and Appropriation you 
would like to review. 
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The Revenue Detail report will allow a user to click on the arrows next to the type of revenue to drill down to the 
revenue account code. 

 

Other reports which are helpful for dedicated receipts are the Available Resources by Appropriation or Available 
Resources by Funds reports. Both of these reports are located in the Detail Reports→Accounts folder. The Fund 
report will show your total dedicated revenues for a fund. If you need more detail to see which appropriations you 
would like to update, the Appropriation report will show you the dedicated revenues by appropriation. Detail 
Reports→Accounts→Available Resources by Fund or Detail Reports→Accounts→Available Resources by 
Appropriation. 

Available Resources by Fund 

Select your agency for the entity and Nov Base for the Scenario.  Click ok. 
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The Fund report will show all funds for the agency. The Revenue row is the dedicated revenue for each fund. If a 
fund level needs to be updated, you can run the Appropriation report to see all of the appropriations within that 
fund. 

Available Resources by Appropriation 

Select a fund.  Select your agency for the entity and select Nov Base for the scenario 
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You may also run the Revenue Detail report to drill down to specific revenue accounts within a Detail Reports→ 
Accounts 
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Return to BBIS to update the revenues by appropriation. Repeat this process for both Dedicated and Non-
Dedicated Appropriations. 

Exercise 9 – Final Base Budget Step Review Fiscal Pages 
The final step in preparing your base budget is to review the fiscal pages that will be included in the Governor’s 
budget.  

Explore to Reports. Select Fiscal Page Reports folder. 

 

There are 2 fiscal pages that will be used in the Governor’s Budget book; Expenditures Overview and Financing 
by Fund. These reports have been created at the Agency, Program, and Budget Activity (BACT) level. 
Additionally, there is a Change Summary reports, in a separate folder, created at all 3 levels. This report is for 
review only and will not be included in the Budget Book.  

 

Select the Agency Financing fiscal page. This should be run at the 3 digit agency code.  

  

The report will return as an HTML report and you will see only one fund at a time.  
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Click on the PDF icon at the top of the window to switch the report to PDF view. (You can toggle back and forth 
between HTML and PDF by clicking on the icons). Now the report will show all funds on one page.  
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Review the report to make sure the totals are accurate and how your information should be displayed.  

Run the BACT Financing by Fund report. This report should be run at a BACT level. Search for your agency. 
Click on the + sign next to the 3 digit code to see the programs. Click on the + sign next to the programs to see 
the BACT level. Run the report for each BACT.  
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35 
 

Click ok. 
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Review the report to make sure the totals are accurate and is displayed correctly on the report.  

The last report you will want to review is the Expenditure Overview report at the agency level and then either the 
program or budget activity level. 

 Agency Expenditure Overview Report 
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Exercise 10 – Change Application  
The Change application allows agencies to enter detailed information about specific change items. 

On the Home Page, click on Change 

 

 

Adding a new change item 
 

Click on Form A.0 Change Item List.  Your agency should appear in the top of the form.  If it doesn’t or you are 
authorized for multiple agencies, then select an agency from the dropdown list and click the arrow.   
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Right-click somewhere on the form and select “Add Change Item”.   

 

This will open up a new window to allow a new change item to be entered.   

1. Enter a name for this change item.   
2. Select a fund type from either General, Other, Federal or Multiple Funds.   

a. General Fund:   Fund 1000 
b. Other Fund:   Any fund other than Fund 1000, 3000, or 3001 
c. Federal Fund:   Fund 3000 or 3001 
d. Multiple Funds: If your change item had more than one fund 

 

Once you’ve entered the change item name and selected the fund type, click “Launch” at the bottom right of the 
screen. Note:  If you do not select a fund type from the drop-down, it will default to General Fund 
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You will see the change item added to the list. 

 

Add Category A for the change item by clicking on the arrow on the right side of the box for Category A.  This will 
provide a dropdown list with categories identified during the Budget Process.  One category will need to be 
selected for each change item.  
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NOTE:  The list of categories will change during each biennial budget process to reflect the Governor’s agenda 
items and to allow categorizing of change items. 

 

Click Save and OK 
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Entering Detail of Change Item 
 

To enter change item detail, go to form “B.0 Change Item Detail”.  There are two ways to get to the detail form:  

• From form “A.0 Change Item List”, right-click on the change item you want to add detail to and select 
“Change Item Detail –or- 

• From the left-hand menu, click form “B.0 Change Item Detail”.  Once the form is open, using the 
dropdowns at the top of the screen, select the change item number.  Your agency will default.  

 

Getting to Change Item Detail – from form A.0 Change Item List: 

 

Getting to Change Item Detail – from left-hand menu: 
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The change item detail form has three tabs that must be completed: 

1. Tab B.1 Change Item: Enter or modify the name of the change item and its description.  Also enter a 
description for the Relevant Base for this particular change item.  Click the “Save” icon at the top of the 
screen after filling in this information. 
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2. Tab B.2 Change Item High Level Funding: Enter the dollar amounts by fiscal year, fund, and revenue 
and expense category for the particular change item.  Also add any transfer, FTE, and IT spending 
associated with the change item.  Click the “Save” icon at the top of the screen after entering each fund’s 
fiscal information. 
 

 

 

3. Tab B.3 Relevant Base High Level Funding:  Enter the dollar amounts by fiscal year, fund, and 
revenue and expense category related to relevant base for the particular change item.  Also add any 
FTEs related to the Relevant Base 
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Reviewing Change Items 
 

You can review your change Items that have been entered from “C.0 Change Item Review” Form.  Click the C.0 
Form of the left side of the screen. 

 

 

There are 4 tabs that will allow you to review the data you have entered in either Form A.0 or B.0. 

 
• C.1 Change Item Review – This will allow you to see each change Item by change item number 

and name.  
o This screen is where you can add the Priority Ranking, which is a selection from a drop 

down box.  To change the priority, click on the arrow in the Priority Ranking box and select 
the Rank you would like the change item to be numbered. 

 

 

• C.2 Net Impact by Fund - This will allow you to see the net change based on revenue and 
expenditures by change item number, name and fund. 
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• C.3 Detail Impact by Fund – This will allow you to see all revenue, expenditures, and available 
resources by change item number, name and fund. 

• C.4 Change Item Relevant Base by Fund/Fiscal Year – This will allow you to see all Relevant 
Base Total revenue and expenditures by change item number, name and fund. 

 
 

Change Item Reporting 
 

Click on Explore to review available reports 
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Click on Detailed Reports Folder 

 

Click on Change Items Folder 

 

 

There are two reports that agencies may want to use to review their change items: 

• Agency Change Item Relevant Base by Change Item Number-This report will provide a list of all 
relevant base information that has been provided base on the change items entered 

• Agency Change Items by Change Item Number Report-This report will provide a list of all change 
items that have been entered for an agency.  This includes the description, amounts, funds and 
Category A. 
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Set the Preview User Point of View for either of these reports as follows: 

1. Scenario should be Original 
2. Version should be Pending 
3. Entity should be your “[Agency number] – CI” 

 

To change the criteria, click the select button next to the criteria you would like to change. 

 

 

Expand the plus signs to see all the available selections or you can type in the find field and click the binoculars 
to find something specific 
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Find the criteria you would like to include in your report.  For Entity, make sure you are selecting the Entity within 
Statewide-CI when looking for change items.  

Click ok 

50 
 



Budget Planning & Analysis System  User Training Exercises 
 

 

 

Once all Criteria has been entered, click ok. 

 

Once the report has run, click on the PDF button to display the report.   
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Scroll over the top of the report to be able to Print or Save the report as a PDF.   
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