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.

Administrative Portal

State of Minnesota

Main Menu
-

N

‘Sign In
Userip: |

Password: |

Enterprise Menu

— Forgot Your Password?
EN

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

Administrative Portal
I —

Main rleru
Home SEMA4 Sl 5 reice
Enterprise Menu El=

i SWIFT Data Warehouse Access

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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Navigate Fle View Favoites Tools Help

# B & % Bgore

/Shared Workspace Pages/HomePage

D Recently Opened

[:&] version
@ 2016-17 Governor's Budget - Administration, Department of
s
4 B8IS
4 change
P Transfer
2] €75 4 - Ind Fund Stmt
| €F5 2 - Rev by Type and Exp by Bill Area
| CFS 1 - Rev and Exp by Fund
| CFS 3 - Rev by Type and Exp by Bill Area and Agency
3 Open...

Lﬂ | Workspace Pages

L'/,\\;Qui:k Links
Favorites
T My Personal Page
Applications
Planning
& B8ls
& s
4 change
A Transfer

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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Preferences £
o Application Settings Display Options Printing Options User Variables
i=
General E-mail Options Use Application Default [_]
o) E-mail Address:
[ Task List Notification:
Authentication Approvals Notification:
}ij Copy the Application Owner: No v [
— Job Console Motification: Mo v [
Explore
Alias Setting Use Application Default [
= Alias Table: Default + []
SR Production Reporting Approvals Options Use Application Default [l
= Show Planning Units as Aliases: no v [
¥ Show Planning Units That are Not Started: No v [
Finandal Reparting Out of Office Assistant
I | ]
Web Analysis
Planning
Help [6]4 Cance|

2. Click the Display Options tab and proceed to set your preferences as identified below. Make sure to

click save.

Qo op

Set the Thousands Separator to Comma
The Decimal Separator should be set to Dot.

For negative numbers, select Parentheses for the Negative Sign and Red for the color.
Set the Page and Other options as desired.



Budget Planning & Analysis System User Training Exercises

Preferences "
= Application Settings  Display Options | Printing Options ~ User Vaniable Options
==
— Number Formatting Use Apphication Default [] X
Thousands Separator Comma~] []
B Decimal Separator Dot ..."_".t a
Authentication Negative Sign Parentheses | v| []
s Negative Color Red [EAIW!
(=
Page Options Use Application Default [ ]
Remember selected page members Yes i[ O
Allow Search When Number of Pages Excesds 100 []
Indentation of Members on Page Indent level 0 members mhﬂ O
Other Options Use Application Default [ ]
Show consclidation operators Form Setting [ v] []
Partial Grid Fetch Size{Rows,Columins) 25,17 d
Date Format Automatically De'-.ec'._il ¥4
High Contrast O
User Image W
Phanea Ela I Bemsears
Save | |Reset |
_HEIF K Cancef

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. Setthe Thousands Separator to Comma
c. The Decimal Separator should be set to Period.
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| Preferences

Planning

Help

4. Click OK.

When you are back at your desk repeat steps 1 & 2 for the transfer application (Transfer) and the change

Financial Reporting

Default Preview Mode
(@) HTML Preview
() PDF Preview

[] Merge Equivalent Prompts

Annotation Print Details...

User Point of View

Preview

O off
@® On

Setup Members...

Query-Ready Export

Export Mode Export To

(@) Smart View (@) New Workshest
() Excel Grid () Mew Workbook
() Disabled

application (Change). Step 3 only needs to occur once.

Thousands Separator
(®) Comma
O Perod

() Underscore
() Space

Decimal Separator
(® Period

{_) Underscore
O Sspace

Date Values Format
MMM d, yyyy =

OK || Cancel
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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.

Mavigaie File Edit \View Favorites Toolz Help

AB & % oo m B @ &

Mame -~

[] Consolidated Fund Statements
[[J Detail Reports

[[J Fiscal Page Reports

[ General Fund Statement

[] Sample Content

[ Shared Workspace Pages

[J Statewide Level

[[J Users

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

/Detail Reports/Dimension Hierarchy
1 | #*|MName
<:i:| Account
:| Account Selection

| Appropriation Type Codes
z:z| Entity

=:i| Entity Selection

2| Fund

=il Fund Selection

:| Scenario

i Viersion

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.

Preview User Point of View

This reportfbook runs for the members on the user Point of View listed
below.

Entity
G10

Help oK

Cancel

e

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)

Preview User Point of View

| () Entity

0 () staTewine

EOenu
E O Hep
B COnns
B enr
OOeov
&= O sav
OQue
EOee
O0Oes
OCems
EOess
EOen
mfglce:]
BOees
BB Oesk
"B O coz
"B e
‘O @acio

Education Bill Area

Higher Education

Health and Human Services

Environment and Agriculture

Economic Development

State Government and Veterans

Legislature

Govemor, Office of the

State Auditor

Aftorney General

Secretary of State

Campaign Finance and Public Disclosure Board
Investment Board

MM.IT Services

Administrative Hearings, Office of
Administration

Capitol Area Architectural and Flanning Board

Management and Budgst

3. You can click on select and find or search for your agency by using the find feature

8
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Preview User Point of View

Members
Available: Entity {1-2 of 2)
And: Mame (vl = Fﬁ Use Wildcards

&' &l 2l rows Per Paga: 20 v

MName
3 (@ Entity

| () Substitution Variables

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.

Preview User Point of View

Members
Available: Entity {1-2 of 2)
Find: Mame [v] *c10 & Use Wildcards

,ﬁ“ lﬂ lﬂ Rows Per Page: 20 ﬂ

MName
* [ (@ Entity
> B3 () Substitution Variables
NOTE: Always select the results option that has STATEWIDE after entity. This will allow you to drill down to
appropriation level

Preview User Point of View

Search Result
Namg Location Description
® G Entity\STATEWIDE\SGVG10 Management and Budget
G10 Entity\STATEWIDE _ALPHAVG10 Management and Budget
G10 Entity\STATEWIDE_BRANCH\Executive|Cabinet\G10 Management and Budget

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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BPAS Entity

Click on the armows to wiew the Entity hierarchy:

P G1001 Program: Statewide Senvices
¥ 51002 Program: Statewide Insurance Programs

Drill down using the arrow to the left of a specific program to give you all the Budget Activities under that
Program

BPAS Entity

Click on the armows to view the Entity hierarchy-

31007 Program: Statewide Senvices

* 5100101 (B) Budget Activity: Accounting Senvices

# 5100102 (B) Budget Activity- Budget Services

» 5100103 (B) Budget Activity: Economic Analysis

» 5100104 (B) Budget Activity: Information Systems

» 5100105 (B) Budget Activity: Debt Management

¥ 5100106 (B) Budget Activity- Management Analysis & Devipmnt
¥ 5100107 (B) Budget Activity: Enterprise Human Resources

» 5100108 (B) Budget Activity: Labor Relations

¥ 5100109 (B) Budget Activity: Agency Administration

¥ 5100110 (B) Budget Activity: Enterprise Leaming and Development
* 51002 Program: Statewide Insurance Programs

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.

BPAS Entity

Click on the armows to view the Entity hierarchy:

(31001 Program: Statewide Serices

(5100101 (B) Budget Activity: Accounting Services
GO2N102 (&) GO2ZN102-Mon-dedicated - GDA

5100000 (&) G100000-Mon Dedicated Receipts
G100001 (&) G100001-Accounting Services

G100025 (&) G100025-Non Dedicated Treas

G100080 (4) G1000%0-Maps Replacement Project Expd
100091 (&) G100091-MRP Debt Service Account

¥ 5100102 (B) Budget Activity: Budget Senvices

» G100103 (B) Budget Activity: Economic Analysis

» G100104 (B) Budget Activity: Information Systems

» 5100105 (B) Budget Activity: Debt Management

¥ G100106 (B) Budget Activity: Management Analysis & Devipmnt

» G100107 (B) Budget Activity: Enterprise Human Resources

P G100108 (B) Budget Activity: Labor Relations

» 5100109 (B) Budget Activity: Agency Administration

¥ 5100110 (B) Budget Activity: Enterprise Leaming and Development
¥ 51002 Program: Statewide Insurance Programs

10
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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.

BPAS Entity

i ows to view the Entity hierarchy:
Expand All

¥ 51001 Program: Statewide Services
» G1002 Program: Statewide Insurance Programs

BPAS Entity

Click on the armows to view the Entity hierarchy:
Collapse all

(531007 Program: Statewde Services
53100101 (B) Budget Activity: Accounting Services
G02N102 (&) GOZN102-Non-dedicated - GDA
(3100000 (&) G100000-Mon Dedicated Receipts
(5100007 (&) G100001-Accounting Services
100025 (4) G100025-Mon Dedicated Treas
(3100050 (A&) G100050-Maps Replacement Project Expd
(3100097 (&) G100031-MRF Debt Senvice Account
(5100102 (B) Budget Activity: Budget Services
5100002 (&) G100002-Budget Services
(5100010 (&) G100010-Local Impact Notes
(53100024 (&) G100024-Statewide Budget System
G100026 (&) G100026-Results Management Imitiative
5100030 (&) G100030-ARRA - Oversight & Reporting
(5100037 (&) G100031-ARRA - Monitor & Fin Control
(3100092 (&) G100092-Budget Info System
G1007105 (&) G100105-Retum of Taxpayer Investrment
G100106 (&) G100106-Mcknight Grant for Results Mgm
(3100103 (B) Budget Activity: Economic Analysis
(3100003 (&) G100003-Economic Analysis
G100028 (&) G100028 - Revenue Uncertainty Report
(5100104 (B) Budget Activity: Information Systems

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.

11
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[Shared Workspace Pages/HomePage

a Recently Opened | JiE- Quick Links

=] version Favorites

@ 2016-17 Governor's Budget - Administration, Department of r@ My Personal Page
CFs Applications

4 Bals Planning

b Change P BBIS

4 Transfer & oFs

{ig] CF5 4 - Ind Fund Stmit & Change

[55] ©FS 2 - Rav by Type and Exp by Bill Area o) trashir

| Rev and Exp by Fund £

Rev by Type and Exp by Bill Area and Agency

ﬁ . Workspace Pages

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.

Forms Form and Ad Hoc Grid Management
= Form Folder | Artions -  View . H Detach
+ Farms [Form [Descripbion|Last Modfied <= |Access
]:| Budget Entry Form General Fund 7r24{14 7:37 AM Blaad
|'_f_'| Budget Entry Form Cither Funds [Fzaj14 737 a4 |Read
Ignore the Form and Ad Hoc Grid
Manaagement Section. Information
= Forms in Forms
—
Fosm
[FT] Busdget Entry Form General Fund
7| Badget Entry Form Cither Funds

Click on the Budget Entry Form General Fund.
12
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Budget Entry - General Fund

=
E370010-Education Agcy Operation|| ¥ il
Appropriations - General ﬁ-ﬂ\&Adjusl Base - General Fu nd\{ Add Account - General Fund
Working hd 1‘
Actual Actual MNov Base
Account FY12 FY13 FY14 FY15 FY16 FY17 FY18 FY19
Prior Year Balance Fwd In 292.729 999,999.0 35.0 15.0 25.0
RFWIN - Balance Forward In 293.159 213,131.0 202.848
=l Balance Forward In 203.159 213,131.0 202.848
Appropriation (Source) 1,892.517 1,892,517 1,892,517 1,892,517 1,893.0
= ati 1,892.517 1,862.517 1,862,517 1,862.517 1,893.0
Transfers In 9,564.5 18,000.0 18,000.0 18,000.0
Transfers Out 12,255.25 16,805.564 500.0 500.0 500.0
=] Met of Transfers (12,255.25) (7,241.064) 17,500.0 17,500.0 17,500.0
RFWOUT - Balance Forward Out 292.729 999,994.0 35.0 15.0 25.0
=] Balance Forward Qut 202729 999,900.0 35.0 15.0 25.0
CNL - Cancellations 0.211
[l Cancellations 0.211
(= Available Resources (10,655.462) (5,055.599) (786,868.0) 19,560.365 19,377.517 19,393.0 (25.0)

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.

=

E370010-Education Agcy Operation| ™ J

‘ Working - il

Budget Entry - General Fund

o LUUUUZ-BUdgQEL »& YICES

[ Appropriations - General ﬁlﬂ\.ﬁ.djust Base - General Fund\{ Add Account - General Fund

|[+]

Ed

[mﬁti:-s—smemlﬁ-i Adjust Bz
|“.:._:.~; ~=

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.

13
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Lk
R o v _Cove i} ot Comitnd
- e
I Actul I
E ALssar F¥; | F\'I.'i i P14
| Brior Year Batancs Fed In ﬁ &71.194
| mrwn - Belsnce Famvasd in a0
| = sance Forwand 1 ! . 491880
| SUETTY - ST SALES TX CLRNG {AGENCY LSE] | an
| £ O Tt 0.0
i Othes Tanes 0|
| H Tases: BB 1
| S4T2I0 - Bistary Comemsssions 1,455,055 | 1,500.16
| SATIH - Cleiring Accsus] 1| men

HTIIS - W Gearchey 148635 | 127.698
| #4724 - Eleciion Cogy - Hisc Fees 4830 (23
| 47262 - Honee Reg Coma Infa 20.136| 15.396
| &AT3ES - EFS Ll Al Lists |MI 14.85
| =l Departmemtal Sorvion L s | 1403458
| #7255 - Ansusd Regesations Adwes|  memass
| = Deparimentsl Sakes 1746495 | LELISE

Fras,

1,510.0 |
Bt
IM.D_
50|

180
17250
200
ze4m0 |

Frig FrLT Feis. Fram

L515.0 151640
08 [T}

165.0 170.0|
UL 1.0 |
L) 350

100 20|
1134 1720
¥ ZA50.0 |
23458 za500 |

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.

Budget Entry - General Fund

4 Approprations - General Fund

GLO0002-Budget Sendces | [ 2]
Appropriations - General Fund  Bslance Fuvd In - Ganeral Fund || Adjust Base - General Fund mm-ﬁmulﬁnd
Loan Acthibe-In w | Wlorking - _*._.
P14 FY15 Fris Fri7 Frig

Fri9 FY2d Fra1

Click on the drop down arrow underneath the appropriations tab. Add the revenue account 510011 — REF IND

INCOME.

Budget Entry - General Fund

I;':

Approprations - General Fund | Adjust

-

Base - General Fund

LA

Fri4 FYL13

Meamdber

RF'l'l'EH - B!m'l_l:e anwqd In
EIONIE, TN THE MBS -FINAL. T
_ 510002 - INDIV INC TAX Vi/H

51003 - IND INC TAX DEC

510004 - PARTHERSHIP TAXES
510005 - NOM RES ENTERTAIN WiH
_ 510006 - NON RES COMPOSITE INC

510007 - NON RES COMPOSITE WH

510008 - FIDUCIARIES FNL/MISC TAX

510009 - Hﬁm ES ESTIMATED
= s

.
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Appropriations - General Fund

~|3)

Adjust Base - General Fund [ Add Account - General FIIII.\

-

-

FY14

FY15

FY16

Be Sure to Click the Go Arrow

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

=]
00002-Budget Services vﬂ
Appropriations - General Fund | Adjust Base - General Fund [ Add Account - General Fund
|| 510011 - REF IND INCOME [+
FY14 FY15 FY16 FY17 FY18 FY19
600 600 600 600

MHavigaie  File

A= Explore B & =E

Edit Miew  Favorites

i

Tools  Adminigiration Help

Be =m .

B2 8 Fo ¥

i B =

nnTe el reit. e e a1 W

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

Budr;e.t Entry - General Fund

~|3]
I Appropriations - General Fund .Idjun Base - General Fund | Add Account - General Fund
i - — - 1'
(|t XA Friy. FY15 P17 | FE s |
(|| 600 B00 | 00 600 |

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.

Mudgs! [ntry - General Tuned

- &

Ampriorations - Grmersl Tumd - 2ciost Qave - Geveral Fund Adé ieesert - Ganans Fund
v @
Acteal dotuasl Wi Base
o Fri | Frad Frd s Frik Frar Fras Fria

Tesdgatadd Balnare Faoaand n ATE.104
P - kit Formand 1e 880
o = =T

52011 - REF inD InidE BO0.0 &30 354 0L

T ractagianl Baroemen Taw Fipbandy GEI.D I‘ﬁ.l:l [S00] B00.0

3 invidnl Bncieva T 008 | 0.0 B0 | S00.0

F1077] - 5T ST To CLRNG [RRERCY ) op

15
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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.

Mavigale File Edit View Favonies Tools Help
# B =& % Bgore @ B B®BE

GO EN  Explore: [Detail Reports/ Appropriation *

Falders [Detail Reports/ Appropriation
| [fJ Root ! | % | MName
+| [[J Budget Books ] Account Net I

[ Capital Budget
[ Consclidated Fund Statemen
[] Departmental Earnings

—| [[J Detail Reports

| Appropriations

:::| Appropriations by Type Code
;| Base Adjustments

;| Expenditures-Dedicated

| FTE

[ Accounts :
] Ad Hoc | IT Spend
[} Appropriation | Revenues All

i Change Ttems
[ Dimension Hierarchy z::| Revenues NonDedicated
[ MMEB Validation ci| Statistical Accounts MDE
[ SmartView Templates ﬂﬂ Transfer To and From.xlsx
[ Fiscal Page Reports :
[J General Fund Statement

:i:| Revenues Dedicated

i| Transfers- Incoming From Statewide

:::| Transfers- Outgoing to Statewide

=1 Charad WAlaelrmem e Miamme I
Preview User Point of View [2¢]
This report/book runs for the members on the user Point of View listed
below.
Scenario
Mowv Base select...
Version
Working Select...
Entity
G110 Select...
Fund
All_Funds Select...
Help QK| Cancel
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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.

BPAS Account MNet
Entity:Managemant and Budged . Account ACCOUNT NET. Fund: 1000 - General. TypeCodeAfiribute: Dedicated

Actual Actual o Base
‘working Working ‘wiorking
Eu:nnurr B‘Eﬂﬂlhlﬂ
13 Fii4 15 Fri4-Fris Fri6 P17 P67 Fr18
G100050-Maps Replacement Projec Expd (2300 O
i iy G (2300 0
G100002-Budget Serices 15134 15,107 15,107 16,788 31,591 600
G10000-Loeal knpact Mobes 15,134 15,107 15,107 15,158 30,351
G100024- Statewice Budget Sysiem 15,124 15.107) 15,107 15,188 0.3
G0002%5-Results Management Infistree i) 20,621 (20,621 50 828) (70826 50,000)
G100052-Budget Info Syslam (230 0
Budget Acthaty: Budget Seraces. 45,095 24,7008 24.700) 26.209 [4.662) 21.547 4524000

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

Muckpet Frbny - Goassral Funsd
- [
M Balanze Pwed In - Ganeral Pursd sdpast Base - General Pund Add Accous o Ganarasl Fund
f STES
At ALt Riy iBmea
| | Friz FYi3 it | Fris ] Fris " Friz
| Badpeted Bstanca Forveard In ara
| P - Balands Fadveand In anz
| BIOOLE - KEF QME [heccsl 00 Bou
| Insdswidual Inconss Tas Bafunds | | | &S00 | 600 |
| Indriduasl Incomra Tases | a0 A
| B1LOFTE « BT SALES TW CLERG [S&GEMCY LILE) (]
| Cortpegs Taim [
| Crif Tauss [
| 18 Tacms | o | 600 600
(| AT VG - Nobaiy Commissssny 1. A65 1,500 1,510 1,515 L8516
| AATIRD - Chmaring i il 18 % n o [
| EATIAN - UEC Emarches | feTy 138 e | 165 1P
| EATIHS - Elaction Copy - Misc Pass | 5 rd | % | 10 | 15
| LATIED - Yotor Rag Comp Indo 1 0 {H] 5 | 3o ax
| HATIRE - EFL Llsen dsnual Lisks T4 (-3 1n 19 20
| Erpparmmepnisl Earvicns 1,660 1,609 | 1,733 | 1,748 | 1,753
| WATIEH - Annual Reguaratone I 1,746 . B4 I a0 | I3 A I AS0
| ComparEmonntal Safen L 2 BA 2840 | 845 2,850
| BATIIE < LOC FILINGS 2548 2, ey &, e oty TS
AFTAS - CERTIFICATION FEES 223 L] 2R ] L1 FL
AATIN - CAMDIDATE PELINGS el L] 0 &0 r

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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S LOU - DUGULETVICIN | -T2 AP s Liw v
[=] 471-Mon Capital-Assets 110 482
[=] Other Financial Transactions 110 482
44135 - AID-GRANTS TO CITIES-TOWNS ] 15,134
[=] 441-Grants, &ids and Subsidies L] 15,134
[= Grants, Aids and Subsidies 1] 15,134
47010 - BUILDING-IMPROVEMENT-CAPITAL L] 12
47060 - EQUIPMENT-CAPITAL 48
[=] 470-Capital Qutlay-Real Property 1] 59
[= Capital Qutlay-Real Property 1] 29
= Mon-Payroll Expense 1,478 17,692
[= Expenditures 5,002 21,4449
1 Uses of Funds 5,002 21,4449
LCCOUNT NET 12,976 I 0
ULL TIME EQUIVALENT POSITION COUNT 50.18 50.78
Re-run the account net report. The variance should be eliminated.
BPAS Account Nel
Eniity Management and Budget _ &cccunt ACCOUNT NET, Fund: 1000 - General, TypeCodadribute: Dedicated
Aictual dactual [ry-—
Varking  Varking Varking
Biarwaum, e
Fr12 Fr14 FYi5_ FYi4Fris FY16 FYI7_FYIEFT F18
G000 Maps Raplacarnent Project Exped (30 1
Busigeet fctivity. fermnting Servioes i [
GD002-Busdget Senvices I [} I 15,907 15307 15303 15788 31581 &00
G00010-Local Impact Hotes 15,107 15,101 15208 1smE 303
GADN2E-Statewide Budget Sysiem 15,158 15,107 15307 15203 e a0
G00025-Fesults Management inifistive T eoet|  p0En EO000)  BOEMN (7082 50,000)
GDOAZ-Budges Info System ) i
Pusiget Activity: Pudgel Services FEra) 24,700 24,700 M09 (466 el a0
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Exercise 6 —Transfer Forms

Click on the Homepage Tab and select Transfer from the planning application list.

/Shared Workspace Pages/HomePage

BBIS - Budget Entry - General Fund

m Recently Opened

4 B815

=i| Entity Detail

5] Agency CI by Category A
Distribution Template

=i Agency Change Items
4 Charh2

4 Transfer

| Account Selection

= Account

=] IT Spending Review

% Open...

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

Forms

=l Form Folder
Hl Forms

[=] Forms in Forms

+a |

—

| Eo0m)
I} Transfers - General Fund I

==
1| Quick Links
il Q
Favorites
rﬂﬂ My Personal Page
Applications

Planning

& BBIS
& CBS
4 ChaPh2
4 Transfer

Form and Ad Hoc Grid Management

Acions ~ Views L B o 2 4 = [§ search &

il

|Form

[ Transfers - General Fund

.'__‘j Transfers - Other Funds

Description

Ignore the Form and Ad Hoc Gnid
Management Section. Information

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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Transfers - General Fund

1000 - Genera | GIR0046-Tort Claims | To_1000 - General | To_G100002-Budget Services - j
Transfer - General Fund  Legal Citation - General Fund

Actual Actual Mov Base
FY14 Fri5 FYi6 FY17 Frig FY19 FYzo FY21l
Amount
Transfers - General Fund
000 - Genera | GIRO0046-Tort Claims | To_1000 - General ¥ | Tn G100007-Rudnst Sanvices vl
Transfer - General Fund ~ Legal Citation - General Fund Page Dimension =
Member
Actual Actual
FY14 FY15 FYle FY17 FY18 Member
Amount To_G100002-Budget Services
To_G100010-Local Impact Notes A

To_G100024-Statewide Budget System
To_G100026-Results Management Initiative
To_G100030-ARRA - Oversight & Reporting
To_G100031-ARRA - Monitor & Fin Control
To_G100092-Budget Info System
To_G100105-Return of Taxpayer Investment
To_G100106-McKnight Grant for Results Mgm
To_G100003-Economic Analysis

To_G100023 - Revenue Uncertainty Report
To_G100027 - SW Inf Tech Sys v
To_G100103-Statewide System Enhancement

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

Transfers - General Fund

1000 - Genera ¥ | (G9R0046-Tort Claims w | To_1000 - General | To_G100002-Budget Services - ﬂ
Transfer - General Fund  Legal Citation - General Fund

Actual Actual Mov Base
FYi4 FY15 FYlG FY17 FY18 F¥19 Fy20 FY21

Amaount 150

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.

Transfers - General Fund

1000 - Genersl | G9R0046-Tort Claims | To_1000 - General |  To_G100002-Budget Services - ﬂ
Transfer - Generzal Fund  Legal Citation - General Fund

Actual

Click save and both the Legal Citation and $150 data are saved.
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Mavigate Hle Edit View Favorites Tools Administration Help

A B o vEve|B ® & |/ H B o

Transfer - General Fund | Legal Citation - General Fund
Actual

M.5. 16A.005 requires transfer
Legal Citation

Transfers - General Fund

| GEROD46-Tort Claims | To_1000 - General w | To_(5100002-Budget Services h ﬂ
Legal Citation - General Fund

Actual Actual Nov Base
FYi4 FY15 FY16 FY17 FY1g FY19 FYZ0 FY21
Amount 150

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 | 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

{Detail Reports/Appropriation
1| % | MName

=) Account Met
Appropriations
Appropriations by Type Code
| Base Adjustments
| Expenditures-Dedicated
5| FTE
| IT Spend
| Revenues All
Revenues Dedicated

Revenues NonDedicated

- Statistical Accounts MDE

’.‘Jﬁ Transfer To and From.xdsx

:i| Transfers- Incoming From Statewide
-i| Transfers- Outgoing to Statewide

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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Preview User Point of View *®

This repart/book runs for the members on the user Point of View listed
below.

Fund
1000
Entity
G10
Scenario
Nov Base

i

Help OK || Cancel

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.

BPAS Appropriations
Entity Maragement and Budget , Acoount Appropriabion, Fund: 1000 - General, TypeCodediinbuie Dedicaied

Achual Aot Mow Base
\horbineg ‘rintang \iorhong
Be=nnusm [Bhermium
Fy13 Fri4 F'.'"I_gu Fr14-F1 FY1& EY17  FYI8FT Fy18
5025 561 £531 =] 5631 13,
AT 5.028 663 643 Azl 6631 1326
(5100024 Stabewvide Budgat Systam 5825 631 £.631 (x| £631 1326
(G 00026-Rezsks Maragament Initistive: ] 20 o 1,000 fret) 5 B
Budget Activity: Budget Sensces T8 164 ETEE EERE i EES ;
G100085-Maragemert Aralysis 1,915 163 1,534 112 182 1,94])
Bkt Aty Masagernent Aralyss & Dedparnd 1.915 16| 15| 112 1_33 1,540
510001 1-Corntaned Charbes Adsrn 3640 263 2634 1112 2 1.540]
G 00016-Resumis 3640 26| 263 1mz 2526 3,94
G100 B- Training-HFtM & Wirkiroe Flan 1640 263 26| 1112 2528 3,94()
(10007 0- Erserprise Talens Mgmi System 1 179 1 113 gk | 7
(51 00085- Training 138 132 133 12 134 275
Bl Aedronty. Hurman Fessmuca Managorme—nt 11,758 .15 8150 3514 R | 12374
G 00020-514-Mise Shutdown Exparsas 139 139 13 133 1 278
Budget Activity: Agency Adminstration 15 | EE | [E] 1 Fi |
o Frograen Slusaide Servors 3416 FeXrs P 4758 2] I
G1O0040-ACTHP Medical 1855 o
0004 - npurancs Adwinatton 1955 0 J
5100045 Drasbslity emance 0 o o 0 1
{51 00046-Heaith Partrer - Dental 0 o o 0 | 1
G100097-Eardy Resires Fsing-SEGIF 10 10 10 H 20
Busdget Activiby: Stake Empleyee: Gooup lra Pgm FEIF] iE 10 i ] Fli |
Prograrn Stateasde brnmance Programs 7912 10 10 10 5 2
Managermant and Eudget 3325 2&.@ 295 .75 3050 £ 354
39,328 75, 79,834 4,768 30513 £5.380)

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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G100002-Budget Services hd J

[ Appropriations - General Fund\[ Balance Fwd In - General Fund

Working - ﬂ

\KAdd Account - General Fund

MNov Base

Mov Base

FY15

FY16

FYi7

FY18

FY13

Appropriation (Source)

6,631

6,631

6,631

Current Law Base Change

Approved Transfer Between Appropriation

Biennial Appropriations

February Forecast Adjustments

Movember Forecast Adjustment

One Time Appropriation

Forecast Open Appropriation Adjustment

Appropriation Reduction

Pregram or Agency Sunset

Transfer Between Agencies

=] Appropriation

6,631

6,631

6,631

Enter the adjustment in the appropriate base adjustment type and fiscal years and save.

=]

G100002-Budget Services hd J

Warking - J

Appropriations - General Fund\{ Balance Fwd In - General Fund\m Add Account - General Fund

Mov Base

Appropriation (Source)

Current Law Base Change

FY16

FY17

FY18

FY19

6,631

6,631

Approved Transfer Between Appropriation

Biennial Appropriations

February Forecast Adjustments

MNovember Forecast Adjustment

One Time Appropriation

Forecast Open Appropriation Adjustment

Appropriation Reduction

Program or Agency Sunset

(6,631)

(6,631)

Transfer Between Agencies

[=] Appropriation

6,631

User Training Exercises

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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Mame -

=z Account Met

zi| Mccount Met (Suppress Zero)

:i| Appropriations

z:iE| Appropriations by Type Code

:iiz| Base Adjustments by Appropriation
:it| Base Adjustments Summary

ziit| Expenditures-Dedicatad

S| FTE

zi| FTE by Appropriation

;i Revenues All (Suppress Zerc)

:ii| Transfers- Incoming From Statewid:
=i Transfers- Qutgoing to Statewide

Preview User Point of View *®
This reportfbock runs for the members on the usar Point of View listed
below.

Fund
1000 Select...

Entity
G10 Select...

Scenario
Mov Base Select...

Help oK Cancel

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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BPAS Base Adjustments
Entity: Management and Budget, Fund: 1000 - General

Actual Now Base
Working Working
Biennium Bienrmum
13 14 FY15  FY14-FY15 FY16 FY17_ Fr1EFy17
G100002-Budget Services
Appropration (Source) 5,829 EE3 BE31 E.E31 6,631 13,262
13t i L O
Program or Agency Sunsst 0 (6,631 (6.631) (13.263)
5835 6,631 (1x]| 0 1, o
G100010-Local Impact Motes:
Appropnation (Sourca) 5.E29 BE3 BE3 E.E31 6,631 13,262
Appropnation Reduction 4 0
Total 5 B35 B.E31 E.631 E.631 6,631 13,262
GI00024-Stabeade: Budget System
Appropration (Source) 5E29 EEN EEN EEN 6,631 13.262)
Appropaation Reduction 4 0
Total 5 825 6,631 6631 £.631 5631 13.262]
G100026-Results Management Iniistie
Appropration (Source) B89 (200 (20 1.000 {200 S50
Tatal B89 (20 (20 1.000 (200 9801
G100022-NDR Treasury Bank Interest
Appropnation (Sourca) 1.020 1,020 1,020 1,020 10204
Total 1,020 1,020 1,0208 0 1 IZIZ_)‘ 1,020
G 100085-Management Anabyss

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.

Navigate Hle View Favorites Tools Help

A B *bBooe|f A m

foead sace Acusrarts by

BPAS Base Adjustments by Appropriation
Entity: Management and Budget, Fund: 1000 - General
Nov Base
Werking
Biennium Biennium
FY17 FY18 FY19 FY18-FY19 FY20 FY21 FY20-FyY21
G100001-Accounting Services
Appropriation {Source) 5,044 5,044 5,044 10,088 5,044 5,044 10,088
Total 5.044 5.044 5.044 10,088 5.044 5.044 10,088
G100091-MRP Debt Service Account
Appropriation (Source) 8,968 8,968 8.968 17,935 8,968 8.968 17,935
Total 8.968 8,968 8.968 17,935 8,968 8,968 17,935
Budget Activity: Accounting Services
Appropriation (Source) 14,012 14,012 14,012 28,023 14,012 14,012 28,023
Total 14,012 14,012 14,012 28,023 14,012 14,012 28,023
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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.

Preview User Point of View b
This report/bock runs for the members on the user Point of View listed
below.

Fund
2200 Select...
Entity
R29 Select...
Scenario
Nov| Base X | Sglect..
Help aK Cancel

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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BPAS Revenues All (Supprass Zero)

Entity Materal Resources. _ dooount Revenaes, Fund: 2200 - Game dnd Fh (Operations) Type Copalmainsedinluie
Account REV Pencd: Rl TypaCndetiiniete: TepeCodeating s
v P P m
\lorking Yorking Working *
Ba=nrium Biennasm

4 FYis  FY14-FY1S FYIE 7 Fe-Fis Frig Frigs F
AZINACZ-LAM Mo Dechicated Flacepty GEF Ha Ea 'l.l:lﬂ 4N i7H 47 76 iTH
Buxdget Actraty. Lanchs & Manwaks: k] 552 1008 AN 747 P IS
Program: Land fed Mool Resounon Mgt ) 562 1,008 47 47 276 iTH
R232206-EWR Lic Sechig Inv Species 1 1.000) 2. 1076 1099 217 1,093 1,084
R232A35-FWR Non Dedicated Feceipts GEF ] 34 74 52 25 7 25 2
Budget Actraty: Ecologecal And 'wiater Resourmes. 1151 1135 L] 1128 1124 2 1134 1,124
Program: Eookegpoal And \weber Resournmes 1,151 1135 227 1128 1124 2 1124 1124
R0 F X Pubbe Grazing Programs: 1 1 3 1 1
AZSRTAF A Lae Suschusgs inlkan Prog /17 & 1 Fiin 1m 1
F2HEIIG-F A L Surchirgs Vinrason Prog 9z iFd 4% = 46
RZFEALE-FAN Nor Dedicated Ripls G&F B3 T 160 235 ﬂi.&:ﬂ 164 555 825N ﬂ.ﬁﬁ
Buxdget Actraty. Fash fond afildlisle Marugesnent Bl5Z3 735m 160400 2507 g 165 237 a2 71
R236237-F iy Electronic Licens: G&F [TC 3404 3261 B! 32% 1303 6,539 1303 3304
R23A5T-File) Mon Dedicated Fopls G&F {15 13 33 13 a [1E ] i
Busdget Actraty: Linensing 33090 345 L) AH7 3303 B 1303 3.
Program: Fish Ard vikiile Management B1MA 2314 167 42 B5 725 26002 171,74 85002 ﬂﬁ_
R287200-ENF Firearm Satety Training 174 1 160 1 160 1
R2AT04-ENF Al Hurter Bducaton | L L 1 j 1 ] L
AZTADG-ENF hen Dedecalnd Ropes GAF a0 £ -] L I 440

Now you can select the appropriation type code attribute you would like to review data for. Expand the arrow
next to Type Code Attribute

Preview User Point of View =

HMembers
Mvailable: TypeCodedstribute (1-3 of 3]
Find: Wama ] = I e Wideards
#' SR Ao PerPage: 20 (|
Hama Dfa

3 @ Typacodesnribute

WE T [Mone]

* [0 ) Subskittion Varishlss:

hdp 6| | et

Click on the bubble next to non-dedicated and click ok at the bottom of the pop-up box.
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Preview User Point of View X,

Members
Available; TypeCodetmibane (1-5 of 5)
Fnd: Name [w] = LA use wikdcards
o B S S Rows Per Page: 20 [v] .
Hame Defauk
3 7 Typatodesttribute

3 @ wompEDTC Non Dedicated

B3 enTe Dedicated
1) [one]

3 () substitution Variables

Help Ok | Cancd

The report will now show you all non-dedicated appropriations that contain revenue.

BPAS Revenues All (Suppress Zero)
Entity-Mahural Resources . Account Revenues. Fund: 2200 - Game And Fish (Dperations) Type Code: Non Dedicated
Account: REV Period: Jul TvpeCodestinbute: NONDEDTC

Achal Al Ll

Workang ‘workang Worlang
Biermium Biernium
Frid Fia  FY14-Fi5 F116 7 FY1eF7
1402-LAM Hon Dedicated Receipts GAF 5 = | 1,004 471 78 747
gmmr 345 BE2 1.008 A7 274 743
Program: Land And Minerals Resource Mgt 346 562 1.008 47 278 747
RZ32A435-EVR Non Dedicated Receipts G&F 40 Er| 7 52 24 7
Budget Activity. Ecologacal And Water emources 40 U 74 52 4 73
Program: Ecological And Water Resources 40 ey 74 52 e 7
RZ36A02-F &l Non Dedicated Repts GAF 80334 7a7sd  1e0.0ed £2.354 g257 164809
IHudget Actrty: Fesh And \whldiie: Managesment 50334 79.752 180.088 £2.354 82,571 164,505
REIGAST-FAMW Non Dedicated Ropts G&F 15) it i3] 18] [ (18]
Busdhget Actnty: Licersang 15) (18} (33) (18) i (18]
Program: Frsh And Wildiife: Managemen 80,319 79.7. 160,052 B2.336 B2.5M 164 5077
RI3TADE-ENF Mon Dedicated Acpts GAF 440 i &1 342 440 72
Buddget Activity: Erforcement Nr Laws & Rubes 440 T E17 342 a4l 72

To see the detail of the revenue associated with the appropriations listed, you can also run the Revenue Detall
(Suppress Zero) report located under Detailed Reports—Account Folder. Select the Fund and Appropriation you

would like to review.
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Preview User Point of View *®

This repart/bock runs for the members on the user Point of View listed
below.

Fund

2200 Select...
Entity

RZ91A02 (A) Selett...
Scenario

Nov Base Select...

Help oK Cancel

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.

BPAS Revenue Detail (Suppress Zero)
Entity: R291402-LAM Non Dedicated Receipts G&F, Fund: 2200 - Game And Fish (Operations)

Actual Actual Actual Actual Nov Base
‘working ‘working ‘working ‘wiorking \wiorking
Biennium Biennium Biennium
Y14 FY15 FY14-FY15 FY16 FY17 Fr17 _ FY16-FY17 FY18 Fr13_ FY18-FY19
» Deparimental Eamnings 346 662 1.C{)8‘ 471 278 747) 278 278 553
¥ Al Cther | 0 o 0 0 o 0
Revenues 45 662 1.008 41 278 747 276 276 553
Dedicated
Revenues

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. Detalil

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.

Preview User Point of View x
This report/book runs for the members on the user Point of View listed
below.

Entity
R29 Select...
Scenario
Nov Base Select...
Help oK Cancel
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EPAS Avadabla Resourcas by Finds
ety aghorl Firstri). T Dot Cinfocintod

Artand Actunl Ardon [Ty —
Worioneg Worksag kg Wizwiane
Basarsumn Amurcam wniror.
Friq FY15_FrisFyis EY18 F¥17 FY185%H] F¥id FY18 Frifsv i Fra
1600] - Charsenl Eiakace Forsmrd 1s 2HE £a11 T 1% T 2 56 |
Fevisrusn 51a KET E5T & Ew EY 2= v EE )
AOpIOEn 116157 1) 388 TN 137602 1529 T3 R 1H.523 LR T TH5E
Transters in Ha 57 BT |
Trawvabais Tl 3007 asad E5 55
Bl Fomssrd Dl 44K} 2. HE BEZS 4737 RE
arecslalonn 14 1,087 1,118 1500 1 3 |
Evadabin Rikouon BIEIT 29 M3 183,539 1383830 13538l 273 %4 134,551 I 134,351
Exparneiitigd BlET |3 1 98,555 WAy E000T 101416 WEATE QBN 101416
Usnwn ol Fundn [ K I k) ReSA i 300 1048 R4 AR AN 101416
ACTOUNT KET ) ] " iy Rk | J}g TN EELT ) LTLE LT -
1300 - Wansiaots At Bislmaci Fomai b T F2 ar |
Appmgnaian a [ ] [ o q [ [ i [
Eakmscs Formand O 4 34 |
Cancedsbon o) M |
Frapdabie Repouces 1] a o [+ o o [+ o o a
Expessiuran ] o [ i 1
Usen of Funids: 0 o [ [
ADCOUNT HET ] 1] 11} 7 "] b |

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

Preview User Point of View ®

This report/book runs for the members on the user Point of View listed
below.

Fund
2200
Entity
R29
Scenario
Mov Base

:
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Erisky Hartoral Famourcen, Furd 300 - Ciarma e Find [iparsboral), Typa Coda: Slaccaied

F’ﬁﬁ fywaitable Hesources by Appeognabon

MArhiisl Actaal Actaal Mo Base
Warkong Wisrieng Wierieng Warkong
Hanfrum Bisartram Eaatram
Frid Frif FYi4-Fvis Frif Fri? _ Frif-Fyi? Frig FYif FYif-Frig
FL291 D0G-LAM Managerrssnt (WLF FAppropriaticn 1,107 1,907 FEL
¥ Transders Cul 1167 1.107] 231
kAyaddabin Aasouce 1] i) 1]
FACCOUNT KET /1] '-'F._ /1]
280 (ir-LAM Land Record System GAF  » Balance Fomssnd in &
®Appropnabon 344 144 144 34 e 34 344 2=
¥ Svmsinbin Aesurces ETT] 50 ] 14 ETE = 4 344 =
¥ Expendiures fis] i, o) W e 1o M4 oy, A
Flisas of Funds 344 150 [Fa] 144 34 GEE 344 184 BEY
FACCOUNT KET ] 7 T ] q 1] 0
R231017-LAM Lasd Rbeid Syt L11 |
GLF ¥ Balance Fonesnd in Fol o 2N
*Approprabon 0 o o
® sl b Rasourcis 231 o F=T
¥ Expenditures 241 o 1|
Pl of Funds L 1] el
FACCOUNT RET 1] g ::

You may also run the Revenue Detail report to drill down to specific revenue accounts within a Detail Reports—
Accounts

Preview User Point of View *
This report/book runs for the members on the user Point of View listed
below.

Fund
2200 Select...
Entity
R25 Select...

Scenario
Mov Base Select...

Help. 0K || Cancel

BPAS Revenue Detail (Suppress Zero)
Entity: Natural Resources, Fund: 2200 - Game And Fish {Operations)

Actual Actual Actual Actual Nov Base
‘Working ‘Working ‘Working ‘Working ‘Working
Biennium Biennium Biennium
Frid Fr15 Fri4-Fris Fri6 Fri7 Fri7_ FY16-FY17 FY18 Fris _ FY18-Fyi9
Non Dedicated
» Deparimental Eamings 80,974 20,545 161619 22928 83,155 166,083 83155 83,155 166,310
¥ Investment Income 151 161 312 185 150 335 150 150 300
¥4l Cther 7 17] 45 107 24 132 24 24 43
Revenues 81,152 80,823 161,975 83219 83.329 166.549 83329 83,329 166,659
Dedicated
wDepartmental Eamnings 4892 45648 9539 4525 4717 9342 4717 4717 9435
» Deparimental Services 183 169 352 166 7 337 m 17 343
wlicenses & Fees 4709 4479 5,188 4459 4 544 9,005 4545 4 545 9,082
636075 - LICENSE ISSUING FEE 3402 3261 6563 3232 3,300 6532 3.300 3,300 6.600
635127 - HUNTING SURCHARGE 195 128 323 152 147 299 147 147 254
635128 - FISHING SURCHARGE 111 1,050) 22 1,076 1.099 2175 1.099 1,099 2198
¥ Investment Income 2 2 4 4 3 7| 3 3 6
Revenues 4894 4650 5,544 4829 4720 5,349 4710 4720 9441
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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.

Mame -

[ Consolidated Fund Statements
[} Detail Reports

[ Fscal Page Reports

[ General Fund Statement

[ Sample Content

[i] Shared Workspace Pages

[ Statewide Level

[ Users

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.

s Agency Expenditures Overview

s Agency Financing Fiscal Page

| BACT Level Expenditures Overview

::i| BACT Level Financing by Fund

:i| MDE Agency Financing Fiscal Page

| MDE BACT Level Financing Fiscal Page
;| MDE Program Level Finanding Fiscal Page

| Program Level Expenditures Overview

zi:| Program Level Financing by Fund

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

Preview User Point of View (%]

This report/book runs for the members on the user Point of View listad
below.

Entity
G10 Select...

The report will return as an HTML report and you will see only one fund at a time.
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Management and Budget

Agency Financing by Fund

{Dollars in Thousands)

Page: 1000 - General

_ED

—
Actual Actual Estimate Forecast Base
Fr14 FY 13 FY 16 17 FY15 FY138
Balance Forward In 0 0,443 0 0 0 1El-1I
Direct Appropriation 37750 29,574 0 3453 | 28451 29,459
Met Transfers (10,333} {11,965 0 (8,780) | (8,783) (8,781)
Cancellations 2,008 73 0 0 0 0
Expenditures 20,063 2.4 0 20,573 20,573 20,720
Balance Forward Out 5,345 400 0 0 10 0
Biennial Change in Expenditures (21,404) 20,481
Bisnnial % Change in Expenditures (51) 95
FTEs 1682 1554 1553 1507 150.7]

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.

File View Favorites Tools

T

Mavigaie

A B m % Epore 5§ &

Help
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Management and Budget

1000 - General

Agency Financing by Fund

(Dollars in Thousands)

Actual Actual Estimate Forecast Base
Fyi4 FY 15 FY 16 F¥iT FY18 F¥19

Balance Forward In 0 5,442 /] 0 0 104
Direct Appropriation 37,750 20,578 /] 20,458 20481 20,450
Met Transfers (10.333) (11.885) /] (8.780) (8.783) (8.781)
Cancellations 2,000 T36 1] 1] 0 a
Expenditures 20,063 .14 /] 20,873 20,573 20,780
Balance Forward Out 545 400 ] 1] 104 a

Biennial Ghange in Expenditures (21,404} 20481

Biennial % Ghange in Expendifures {51 a3
FTEs 1882 1556 155.8 1507 150.7
2000 - Restrict Misc Special Revenue

Actual Actual Estimate Forecast Base
FY14 FY 13 FY 16 F¥17 FY18 FY139

Balance Forward In 5 T 1] [1] 0 a
Receipts B4 61 /] a7 a8 69
Expenditures 62 62 1] 67 68 69
Balance Forward Out 7 ] [1] 1] a a

Biznnial Change in Expenditures {57)) 70

Biznnial % Change in Expendifures (4a)) 104
FTEs 0.0 0o 0.0 0.0 0.0

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.

Preview User Point of View (2]
This repoert/book runs for the members on the user Point of View listed
belaw.
Entity
Help QK| Cancel
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Preview User Point of View

Members
Available: Entity {1-2 of 2, & Total)

Find: | Mame EI *

mame

ﬁ" | ‘ li FRows Per Page:

o Use Wildcards

® Entity

B T sybstitution Variables

Name

B ® Entigy

© sTaTEWIDE

E-d C STATEWIDE_ALPHA

B C STATEWIDE_BRANCH

=g C Deleted Entity Members

Bl © sybstitution Variables

BEC g

‘Management and Budaget

‘Pru-g ram: Statewide Services

P EEC gon

‘Budget Activity: Accounting Services

C BT g100102 (B)

‘Budget Activity: Budget Services

C BT g100103 (B)

‘Budget Activity: Economic Analysis

- BT g100105 (B)

‘Budget Activity: Treasury

- BT g1o0106 (B)

‘Budget Activity: Management Analysis & Devlpmnt

BT g1o0107 (8)

‘Budget Activity: Human Resource Management

- BT 5100108 (B)

Budget Activity: Labor Relations

| BT g100108 (B)

‘Budgel Activity: Agency Administration

P BEC g

‘Pru-gram: Statewide Insurance Programs

BT G100201 (8)

‘Budgel Activity: State Employee Group Ins Pgrm

B4 T g1o0202 (8)

‘Budgel Activity: Public Empoyees Insurance Pgrm

E3

Preview User Point of View
This report/book runs for the members on the user Point of View listed
below.
Entity
100101 (B) Select...
Click ok.
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Budget Activity: Accounting Services

1000 - General

Budget Activity Financing by Fund

{Dollars in Thousands)

Actual Actual Estimate Forecast Base
FY14 FY 15 FY 16 FY17 FY18 FY19
Balance Forward In 0 12 0 0 0 |
Direct Appropriation 12915 12,915 0 12,912 12,915 12,913
Net Transfers (6,652) (7,711) (8,022) (8,025) (8,023)
Cancellations 1,996 348 1] ] 1] 0
Expenditures 4,255 4,869 0 4,920 4,859 4921
Balance Forward Out 12 0 0 0 31 0
Biennial Change in Expenditures (4,204) 4,860
Biennial % Change in Expendifures (46) 99
FTEs 46.7 50.0 0 47.0 430 430

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

Management and Budget

1000 - General

Agency Financing by Fund

{Dodlars in Thousands)

Actual Actual Estimate Forecast Base
FYi4 FY 15 FY 16 F¥1T FY18 FY19

Balance Forward In ] 5,442 [1] 0 a 104
Direct Appropriation 37,750 20,578 [1] 20,458 20481 20,450
Met Transfers (10,333) {11,855) 1] (8,780) (8.783) (8.781)
Cancelations 2008 736 1} il a 0
Expenditures 20,063 22,214 [1] 20,873 20,573 20,780
Balance Forward Out 5345 400 1] i) 104 0

Biennial Change in Expenditures (21,404 20481

Biennial % Change in Expendifures 51 23
FTEs 1882 1658 155.8 150.7 150.7
2000 - Restrict Misc Special Revenue

Actual Actual Estimate Forecast Base
Fii4d FY 13 FY 16 F¥iT FY1i8 FYi3

Balance Forward In 5 T 1} il a 0
Receints o4 [i] 0 a7 a3 il
Expenditures B2 E2 1] 67| E3
Balance Forward Out 7 [i] 1] [1] a 0

Biznnial Change in Expanditures (&7} 70

Biznnial % Change in Expendifures (4a)| 104
FTEs 0.0 0o 0.0 0.0 00
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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

Enterprise Performance Management System Workspace, Fusion Edition

Hmagate Fle Yiew Favorles Took Hep

. ‘ e = Explore

{haned Workspaoa FagesHomeFags

a Recently Opened g Quiick Links
2| Expanditure Datsd [Suppress Zara) Favortes

] Expenditure Detad B2 v Parsonsd age
] Appropriations by Type Code Applications

8| Appropriations Planning

il Anpropriation Type Codes 4 eais

o Available Resources by Agency i o

8] Agency Financing Fiscal Page .

Gl 1T spanding Review b Transfes
8] Agency Finanding Fiscal Page - Level 1

_I'1 Workspace Pages
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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BT o >

Formas | [Farm and Ad Hoc Grid Manapement
—Fﬂ’l"“m | Aelierm = View - Ew
' B A0 Ghanga D Uit
A0 Change e Optil
N C0/Chimgn Rev oo
I .0 Change Them Destribution - Original
|1l = Forms in Forms 4
| _ '
WL A0 Charga Reen List
| ]
ﬂﬁ]tummm
17 DL Changé Them Distribation List
E]E.ﬂﬁmbunb'w!hm-m
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Right-click somewhere on the form and select “Add Change Item”.

| A0 Change Them List

Foms
| = Farm Folder + s T8 Seanain:riginal
4 Farms :
-+
There ave no vaskd rows of data for ths foom, ) ) . o )
/ Jama, jCatagunth | Catngeny & L5 sumany bund LIY.Spaniing LCho B Siabua
L:I [hmbme | TE3rge DB

[y Crange hem Detsd
I:'_: Crangs Bem Sumrany

Filter
Gt
Apody k

Forms in Formas
=

1A Change Bam Lzt

BT Al Change Marm Lint iabal

T B0 Crange: herm Durted

) C0 Chanegge Do R

1] (00 Changee Them Distribation List
I £ Changs Them Destrbubon

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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Rumtiens Prompls - Add Changs Tiem Oviginal )
Promgt Tet Value |
d * Enter Change Ram Name
| ™ Sefect Fund Type Cther Fus |

You will see the change item added to the list.

A.0 Change Ttem List
£, Scenario:Original
R259-CI : [Natural Resources] hd ﬂ

Name Category A Category B Summary Fund IT Spending Chg Itm Status

Test
CI-1 Catg A TBD Catg B TBD General Fund Pending

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.

A0 Change Them List
455, SeenanatOriginal
Summary Fund IT Spanding Chy Itm Status

Test
General Fund Pardng
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A0 Change Ttem List

1K, Scenario:Original

R2%-CT 1 [Mataal | -1
TS Category A Category B Summary Fund IT Spending Chg Ttm Status
Tt
i1 II'.I- Catg B TED Genaral Fund Pending
A Change Them List
'._'-:.‘SDEI'W:G!'DQ el
i
Test [ b Ser b LA
= ._,,_| Huitiple Funds Pending
Entrics E]

Saarch
._._. ——
Cabogony-A

Eary Ecducation/Chidren Inftiatives

5 for everyons/Equity 5& Opporfuniy Ini
€l Water Iritiatives

Bonding

Batter Gowvernment
Critical Nesds
Dthir Froposals

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

Form Bahder o Ja —— —
1 Form *
bt
L Cagony A Categoey B Summady Fured [T Spanding | Ow) B Ssis |
Tast
(=11 - [t Hutipis Furh Prrdeyg
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| A0 Change Them List

i, ScenaricaOriginal

e | -
. — Harne — > | Cakegory B | Summany Fund | IT Spanding | Ch Tt Status |
B Tast |
(@) Information
The data has been saved,

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:

e 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-

e 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:

AD Chamge Ttem List

i Scananie: Origiral

Cafegery A~ ToBe Defermn Cotogory 8- To Be Detemin. Genernl Fund N R

Lo
Select A
Apply

Getting to Change Item Detail — from left-hand menu:
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B cnorea < "

Forms Form and Ad Hoc Grid Management
5 Faprm Folder Mtons. Vews [ Detach
& Fonms Form I
1 .0 Crange Ber List
0] 80 Changs Bevm Dot
Eﬂmmtﬂnw
[7] 0.0 Change Ttam Distribution List
7.0 Changs [hem Distritytion - Orignal
11| B Foome in Forms 4
Form
c 8.0 Changs Bewm Detail
L
7] O Chawnge Them Distribution List
| 4 E.0 Change rem Distrisution « Driginal

B.0 Change Item Detail

=]

|_._?|'5cenario :Original

R29-CI : [Natural Resources] w |11 v o]
Page Dimension (%]

[ B.1 Change Item . B.Z Change Itg

Member

. Member
MName

CI-2 ~
CL-3
Cl-4
CI-5
cl-6
cI7
cl-8
cl-9
CI-10
CI-11
CI-12 v
I-13

Description

Relevant Base Description

The change item detail form has three tabs that must be completed:
1. Tab B.1 Change Iltem: 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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B.0 Change Item Detail

129-C] ; [Naturad Resources) * CI-1

B.1 Change [tem | B.2 Change Item High Level Funding

Mavigats Bl Edi View Fovorbes Took Adminisivabion Help

A B o Yool v |/ N BB

- 1|
B.3 Relevant Base High Level Funding

Fr1a

7 Scenario:Original

= B.0 Change Ttem Detail
Form Folder + =
Forms
BFR-CT = [Nabural Pesources]

General

¥ 7.1

BL1 Charge tem B.2 Change Them High Level Funding

|-/
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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.

B.0 Change Ttem Detail

= SoenaripeOniging
o ™

it

E.1 Changg®iern  B.2 Change Item High Level Funding 3 Relvant Base High Leval Funding

FYis FYls FYan Al
Departmental_Eamings
AR Tames
Fadaral_Grants
Irestment_Ircome
Orttveer_ S it it
Total Revenue
Balancs_Forward_In
Trangfer In
Transfer Out
Loan Acthdty - In
Loan Acthlty - Out
Balance_Forvward_Out
All_Cancellations
Avallabibs - Resources
Grarts to Lol Govt
Grarts ta Higher Ed
Grarits to Mon-Gov
Grards to Shate Agences
Payrmarts b5 ircivdusls
Cithar Non-Payroll
Paryrodl - Rsgular
Expanditure
Met Total
Fudl Tireed Euivalant Position Cout
Full Tims: Equivalent Positicn Mainiain
Information Tacknology Spending

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

45



Budget Planning & Analysis System User Training Exercises

B.0 Change Item Detail

'._Z_-II Soerar:Origanal

B.1 Thangs Jtem B2 Changs [em High Level Fundi 6.3 Relevanl Base High Level Fundinu.

il

16 Lar.il g

Raleant Base Exparditunes
Rotlersnt St Rirebirots
Rlevant Gass FTE

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.

= Forms in Forms
Form

[ A.0 Change Item List
B.0 Change Ttem Detsil
£€.0 Change Ttem Review "
[ D.0 Change Item Distribution List
E.0 Change Ttem Distribution

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

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

and name.
0 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.0 Change Ttem Review

i Soenanc: Original

29-01 v
C.1 Change Item Review  C.2 Net Impact by Fund =~ €3 Detail Impact by Fund || C.4 Change Ttem Relevant Base by FundiFiscal Year

Summay IT
Hame Categary &  Categary B Fund Spending
-1 Catg A TBD Calg B TED Genesal Fund

e 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.0 Change Item Review

£, Scenario:Original
R29-CI : [Natural Resources] - ﬂ
C.1 Change Item Review {

d | C.3 Detail Impact by Fund = C.4 Change Item Relevant Base by Fund/Fiscal Year

High Level High Level High Level High Level
CI Name Accounts Accounts Accounts Accounts
FY13 FY18 FY19 FyYz20 FY21
Test
CI-1 1000 - General 100 100 100 100

e 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.D Change Item Review

__L Scenario:Original
R29-CI : [Natural Resources) v il
C.1 Change Item Review = C.2 Net Impact by Fund = €.3 Detail Impact by Fund: C.4 Change Item Relevant Bass by Fund/Fiscal Year

FY18 FY19 FY20 FY21

CI-1 1000 - General Test
CI Name

Expenses 100 100 100 100

e 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.
C.0 Change Item Review

i£3, Scenario:Original
R29-CI : [Natural Resources] - ﬂ
C.1 Change Item Review  C.2 Net Impact by Fund ~ C.3 Detail Impact by Fund = C.4 Change Item Relevant Base by Fund/Fiscal Year

FY16 FY17 FY18 FY19 FY20 FY21

Test
CI-1 1000 CI Name

Change Item Reporting

Click on Explore to review available reports
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cpriabon by Bl Area

17 Bxpeor Crrvenicry.pd

T Teeigeristion [ evilable Besinries.in

Click on Detailed Reports Folder

Cusich; Limkes
Tivorirs

Ropls svey

Fy

J g
M Trareder

[ torolsted Furd Slfere
i ) Densd Raorns
) Pacnl Pags Rupons
] Ganerd Pand Sestwmant;
{7 Fhaesd Worlapace Fages [ Fravesd Svcdoopace Fuges
[ Stateside Lewi | Seatwenda Lneel
i Lo [
1] 20117 Raport Iveriorypof
T Aeperiaton Furd Teblestn
B2 M) Dol o

[ Gararsl Fund Statemant

Click on Change Items Folder

[ Rat 1, % Fam
[ Corsildatad Fusl STatote (R
] et Raprts ) A e

k
1 sl Pags Bapmrmy

1 Garensl Fund Steiermant
[ wraremt Wortagate Paga
I Satevide: Level

B Loy

[} Seatiies Teplstes

Trem

Figer
L=
Fziciar
Foidlar
Fotder
]

Lewriptor

Bex'S wied Ko piodvte B OFL

Regirsd 10 redirie ool vevater Burwaal Busiipet daty
D1 Bl gt Tep

Sapmn 0 FeConCils with T Ganersl Furd Saneren

Teatwwicis wnd Pund el raporting

Lasty S riasm e braaf' Sescneor of wvery peport o BPRG
e the atvaadient 1 find b furd maccited wilh Hhe atoroonssion
Crrivmilis repirts o 14:15 BARL Np 1817 BRRS

L wten

B will dal ((n S [N i,

LT L g SR L T R

Raapowty with Eriry Masrmechey (B Sews, Agancy, Progrem, BALT, Appenpraton | &
Froports for Govermor's Dacmion Making

Prorvies o it of rrembers i the divarson i B beotaehucal crdar,

Trrplbles TRl Bposted (b0 Mttt BE Dudloeide Hpar.

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 Iltem 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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HomePage

Folders
=1 [{7 Root
Consolidated Fund Statemen
=| [ Detail Reports
[E7 Accounts
[0 Ad Hoc
[ Appropristion
|} Change Ttems
[ Dimension Hierarchy
[ Smartview Templates
+| [ Fiscal Page Reports
General Fund Statement
Shared Workspace Pages
[ Statewide Lavel
*#| [ Users

Set the Preview User Point of View for either of these reports as follows:

Explore: /Detail Reports/Change Items %

/Detail Reports/Change Items
1| #|Name

| Agency Change Items by Change Ttem Number

\é_:]Agency Change Item Relevant Base by Change Item Number
| Agency Change Ttem Relevant Base by Change Item Number - Summary Fund

Type

Financial Reporting Report
Financial Reporting Report
Financial Reporting Repart

Modified
10/23/15 12:55 PM
10/18/15 1:14 PM

|

Description

{| Agency Change Items by Change Ttem Number - Summary Fund

Financial Reporting Repert

10/23/15 12:06 PM

Pulls back all change items for the entity sel

10/18/15 1:11 PM

1. Scenario should be Original
2. Version should be Pending

3. Entity should be your “[Agency number] — CI”

Preview User Point of View

This report/bock runs for the members on the user Point of View listed
below.

Scenario

foriginal 3
Wersion

Pending
Entity

R23-CI

Help

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

Preview User Point of View

This repert/ook runs for the membars on tha user Poink of View lisbed
o,

Soerario

ragpnial = | Select..
WErRGN

Pending Calect,

Entity

fi=p

oK Cancel

ail

% | Gancel

to find something specific

Pulls back all change items for the entity sel

Expand the plus signs to see all the available selections or you can type in the find field and click the binoculars
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Preview Dser Point of View

Find the criteria you would like to include in your report. For Entity, make sure you are selecting the Entity within
Statewide-Cl when looking for change items.

Wb

Avplable: Entrty (1-3 of §)

|
red: [N ~] LR TR
O | O o Per rage=[20 W
Faarrm Dol
=S W Eriry
= ) gramewins
& U O sramewmeo i |

= () Dedetes Enoty Mambers

[STATEMADE]
%l O substmation Vanabies

1]

Click ok
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Once all Criteria has been entered, click ok.

Tﬁmmﬁhmwhwmﬁmw
Origina | Select... |
Pending Select...
Entity
Tea | Select...

’-'-\
Help oK

Once the report has run, click on the PDF button to display the report.
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B tcrency Ol P by Chainges M Mm%
| imad Faportn/Change Snadiguncy Charss Barms by Changs mm b
|[Fe—TS—"] f———— - |

Agency Change ltems by Change Item Number

Pk  Coti Caimgory i - To fe Deterenes  Cat B Camegory B - Tz Ba Ciptmemined

Combionial Dral - MME
T i Pt | oy . [latosad Frsam s

Navigate e . ! Tools  Help
A e % Eploe| 7 ]

= e e Sy e P Sl Agency Change Items by Change Item Number %
[Detail Reports/Change Ttems/Agency Change Items by Change Ttem Number

Scenario: Original | Version: Pending | Entiy: Ras-CI

Agency Change ltems by Change Item Number

[Natural Resources]
(Diollars in Thousands)

Change Hem: CI-1

Rankc  Cati Cateqory A - To Be Determined  Cat B: Cateqory B- To B Determined FY18 Fr17 Fria Fris
1 Name: Test

GENERAL FUND

Revenue 1000 - General 20 200 200 200
Expenditre 1000 - Genersl 50 50 50 50
Net Change 1000 - General -150 150 150 150

STATE FUNDS

FEDERAL FUNDS

Confidential Draft - MMB

Fiters Applied: Entity in: [Natural Resources] 1073015
Page 1of1 22328 FM

Scroll over the top of the report to be able to Print or Save the report as a PDF.
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