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Introduction 
 
The Departmental Earnings System (DE) is a web application that collects data for publication of the 
biennial Departmental Earnings Report. The system is accessed through the Statewide Systems 
Administrative Portal. All state agency budget staff authorized to access the Budget Planning and 
Operations System (BPAS) will have a link to DE on their portal menu; however, only users from 
agencies that are required to submit data for the Departmental Earnings Report will be able to access the 
application (see Appendix 1). 
 
 
Departmental earnings receipts—revenue account codes 600000-669999—are exported nightly from 
BPAS to DE at the appropriation level. Receipts are uniquely assigned by revenue account to an agency 
DE group: that is, a revenue account code can only be assigned to one agency and one DE Group. 
 
Agencies will enter descriptive information for each DE Group, including its purpose and the statutory 
citation(s) authorizing the fee(s) it comprises. Agencies will also enter into the system actual, current, and 
budgeted expenditures for each DE group, and, if applicable, other related resources and/or resource 
reductions. Finally, the DE system collects narratives for each DE group, which are included along with 
the fiscal data in the published biennial Departmental Earnings report. 
 
Note: MMB has copied DE group purpose, legal citation, and narrative information from agencies’ 2016-
2017 Departmental Earnings Reports into the new application. Agencies must review and update it. 
 
To learn more about Departmental Earnings, see the 2018-19 Departmental Earnings Report Instructions 
and Minnesota Statute 16A.1285. 
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Logging In 
 
The Departmental Earnings System is accessed through the statewide systems administrative portal. 
Using Chrome or Internet Explorer version 11, open the statewide systems Administrative Portal  
 
Enter your state user ID (employee ID) and password. 
 
Click the “Sign In” button. 
 

 
 
The Statewide Systems Administrative Portal screen opens to the user’s main menu. All state agency 
budget staff who are authorized to access the Budget Planning and Operations System (BPAS) will have 
a link to DE on their portal menu; however, only users from agencies that are required to submit data for 
the Departmental Earnings Report will be able to access the Departmental Earnings System. For a list of 
agencies, see Appendix 1. Contact Budget.Finance.mmb@state.mn.us if you are on the budget staff of 
an agency on this list and are not able to open the DE system. 
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To open the system, click on the "Departmental Earnings" link, which is listed immediately below BPAS 
in the Enterprise Menu. 
 
The Departmental Earnings Home Page opens: 
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Home Page Menu and Navigation 
 
The Home Page displays an announcement with current information about the application. 

 
 
The navigation Menu is found in the left margin of the Home Page and lists four screen selection options: 

• Agency 
• DE Account Directory 
• Reports 
• Exit 

 
Click on any option in the Menu to open it. 
 
Agency  
 
The Agency option consists of a Main Agency screen and four related sub-screens: 

• DE Group Summary 
• DE Detail View 
• Data Entry 
• Narrative Entry 
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When first selected, the Main Agency screen displays a drop-down agency selection panel.  

 
 
Select an agency from the drop-down. Users whose security profile includes multiple agencies may 
select one agency at a time. You must select an agency and a DE Group before you can open or 
navigate among the four Agency screens.  When you have selected an agency, the Main Agency 
screen displays a table listing the agency’s DE Groups and their data submission status. 

 
 
To enter or review data for a DE Group, click on its name. This opens the DE Group Summary screen. 
You may now navigate to any of the other Agency screens and enter or review data for the selected DE 
Group. To select another DE Group, return to the Main Agency page by clicking on “Agency,” either from 
the Menu or the navigation “bread crumbs” at the top of the screen (see illustration below). 
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Update DE Group Data Submission Status 
The Main Agency page is also where you will update each DE Group’s data submission status. Select 
the status from the drop-down list, then click outside of the DE Group table to save the selection.  

 

 
Agencies must update each DE Group’s status from “Draft” to “Ready for EBO” when all required 
entries are completed and data is ready for MMB to review. The Executive Budget Officer will update 
the DE Group’s status from “Ready for EBO” to “Complete” when they have finished reviewing. Only DE 
Groups in “Complete” status will be included in the final Departmental Earnings report.  
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Important Note: when the DE Group’s status is “Complete,” agencies will not be able to change the 
status but can continue to modify the record. If changes are required to a DE Group in “Complete” status, 
please notify the EBO to change its status to “Draft.” 
 

DE Group Summary 
Select one of the DE Groups from your agency’s list and click on the DE Group Name. This opens the 
first of four Agency screens, the DE Group Summary Screen. The DE Group Summary Screen has read-
only data from BPAS, purpose and legal citation narrative entry, radio button selections, and read-only 
data that is entered on the DE Data Entry screen. 
 
Agencies enter information in text fields within this section. You may enter text directly into the textbox 
fields, or copy and paste from Word. Use the “Clean HTML” button to erase any code characters that 
display after pasting copied text. Important Note: execute the “Save” button at the bottom of the 
screen frequently to ensure that your entries are saved in the system. 
 

 
 

Read-Only: DE Group and Revenue Account Code(s) 
The top section of the Summary screen displays the name of the DE Group and its system-assigned 
code in parentheses, and the list of Revenue Account Code(s) belonging to the DE Group. The DE 
groups are currently established as they were in the 2016-17 report and MMB Budget Operations is 
working with agencies to make sure all account codes are assigned to a group. If you have questions 
about your agency’s departmental earnings groups, send an email to Budget Operations at 
budget.finance.mmb@state.mn.us. The account names displayed on the Summary screen are from 
BPAS. Use the scroll bar at the right edge of the field to view any account codes that exceed the size of 
the textbox.  
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Data Entry: DE Group Purpose  
This is a required field. You may copy and paste from Word. Save after entering or copying/pasting text 
to ensure that data is saved before navigating away from the screen. Note: MMB has pre-populated this 
field from the agency’s 2016-2017 Departmental Earnings report. 

Data Entry: Legal Citation(s) 
This is a required field. You may copy and paste from Word. Save after entering or copying/pasting text 
to ensure that data is saved before navigating away from the screen. Note: MMB has pre-populated this 
field from the agency’s 2016-2017 Departmental Earnings report. 
 
Scroll down to view the middle section of the DE Group Summary screen. 

 

Data Entry: Dedicated and Non-Dedicated Receipts Radio Buttons 
Select Yes or No for each set of radio buttons, as best describes the departmental earnings belonging to 
the selected DE Group. 

Data Entry: Recommending Fee Change 
Select the Yes radio button if the agency is recommending a change in the fee rate as part of its biennial 
budget request, otherwise, select No. 

Data Entry: Accumulated Balance Forward 
Enter the DE Group’s amount of unexpended departmental earnings, or deficit recorded at the close of 
Fiscal Year 2014 in the Accumulated Balance Forward for FY 2015. Accumulated Balance Forward and 
Accumulated Ending Balance amounts for FY 2016 through FY 2019 are auto-calculated. Typically for 
DE groups with non-dedicated receipts the accumulated balance forward for actual FY 2015 will be zero. 
 
Scroll down to view the entire fiscal data table. 
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Read-Only: Departmental Earnings 
This section of the table displays the amounts of departmental earnings exported from BPAS for the 
accounts assigned to the DE Group. Click on the “Departmental Earnings” label link in the first column of 
this row to open the DE Detail View screen, where appropriations-level data by account code are 
exported from BPAS are displayed.  
 

Read-Only: Other Resources, Resource Reductions, Total Resources Available 
These sections summarize data the agency enters on the Data Entry screen. Other Resources is the 
sum of total Other Receipts (Non-Departmental Earnings) and total Other Resources amounts. Total 
Resources is the difference between Other Resources and Resource Reductions. 
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Read-Only: Expenditures 
This section Total Resources is the difference between Other Resources and Resource Reductions. 
 

Read-Only: Current Fiscal Year Difference  
This row displays a calculation of the difference between Total Resources Available and Total 
Expenditures. 
 

Read-Only: Accumulated Ending Balance 
This row displays a calculation of the Current Difference plus the amount of the Beginning Balance. 
 

DE Detail View Screen 
The DE Detail View Screen is read-only and displays appropriations-level departmental earnings receipts 
for the revenue accounts that are tied to the selected DE Group. The top of the screen summarizes 
receipts by dedicated and non-dedicated appropriation types. The bottom half of the screen displays 
appropriations-level data. 
 
While BPAS is open to agencies, departmental earnings receipts will be exported nightly to the 
Departmental Earnings application from BPAS at 11:30 PM and will reflect all changes entered into 
BPAS before 10:00 PM.  
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Data Entry Screen 
Fiscal data that is not exported from BPAS is entered on the Data Entry Screen. Select the Data Entry 
Screen option from the menu to display this screen, which consists of five tables: 

• Departmental Earnings 
• Other Receipts (Non-Departmental Earnings) 
• Other Resources 
• Resource Reductions 
• Expenditures.  

 
Click on the blue arrowhead to the left of each section’s title to close or open it. Except for the 
Departmental Earnings section, which is read-only, each section includes a table for entering fiscal data 
and below it a text field for entering comments. All data must be entered in thousands; enter 
amounts in all columns, including Gov Rec FY 2018 and FY 2019.  
 
All fiscal data entered on the Data Entry screen is summarized (read-only) in the fiscal table on the DE 
Summary Screen and also in the published Departmental Earnings Group Summary report. Comments 
and descriptions are not published, but may be read by Executive Budget Officers and MMB Budget 
Operations. There is limited space in the description field so they should be kept short. The Comments 
fields have more space available to provide more detail regarding each section. 
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Read-Only: Departmental Earnings 
This read-only table displays the amount of receipts in thousands exported from BPAS for the revenue 
account codes tied to the DE Group. This table displays by default when the Data Entry Screen is 
opened, but can be closed by clicking on the blue arrowhead. 
 

Data Entry: Other Receipts (Non-Departmental Earnings) 
This table collects the amount(s) of any receipts from other sources supporting the costs of providing the 
goods or services for which departmental earnings are collected. There are two lines for entering other 
receipts data; enter a descriptive label in the “Description” column for each. All data must be entered in 
thousands; enter amounts in all columns, including Gov Rec FY 2018 and FY 2019. 

 

 

Data Entry: Other Resources 
The Other Resources table has two lines for entering the amount of transfers in from another agency and 
the amount of departmental earnings collected by another agency. The Description field may be used to 
enter more detailed labels for each line; additional remarks may also be entered in the Comments 
textbox. All data must be entered in thousands; enter amounts in all columns, including Gov Rec 
FY 2018 and FY 2019. 

Data Entry: Resource Reductions 
The Resource Reductions table has two rows for entering the amount of transfers out to another state 
agency and the amount of any departmental earnings collected for another agency. The Description field 
may be used to enter more detailed labels for each line; additional remarks may also be entered in the 
Comments textbox. All data must be entered in thousands; enter amounts in all columns, including 
Gov Rec FY 2018 and FY 2019. 

October 2016 Page 14 



DEPARTMENTAL EARNINGS SYSTEM USER MANUAL 
 

 

 

Data Entry: Expenditures 
The Expenditures table displays by default when the Data Entry Screen is opened, but can be closed by 
clicking on the blue arrowhead. Agencies are required to enter actual, current, and budgeted 
expenditures for the DE Group in this table. The table has separate lines for direct and indirect 
expenditures. The Description field may be used to enter a more detailed label; additional remarks may 
also be entered in the Comments textbox. All data must be entered in thousands; enter amounts in 
all columns, including Gov Rec FY 2018 and FY 2019. 
 

Narrative Screen 
The narrative screen consists of four rich text fields: 

• Background Information 
• Forecast Basis 
• Recent Changes 
• Agency Analysis/Comments 

 
Agencies must enter a brief narrative for all text fields. You may enter text directly into the textbox fields, 
or copy and paste from Word. Use the “Clean HTML” button to erase any code characters that display 
after pasting copied text. Important Note: execute the “Save” button at the bottom of the screen 
frequently to ensure that your entries are saved in the system. 
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DE Account Directory  
The DE Account Directory Screen is a read-only table listing all revenue accounts that are assigned to an 
active DE Group. The Directory also includes a data entry field to record the legal citation authorizing the 
each revenue account’s fees. Note: MMB has pre-populated legal citations from historical data files for 
many revenue accounts. Agencies must review and update them, as needed. Agencies can only enter 
legal citations for revenue accounts belonging to their own DE Groups; legal cites of other agencies’ 
revenue accounts will be read-only labels. 
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Sort and Filter Functions 
The Directory’s default sort is by Revenue Account, in ascending order. Double-click on the Revenue 
Account title to re-sort the list in descending order; click again to restore the default order. The list may 
be re-sorted similarly by clicking on the DE Group, Category, or Responsible Agency fields.  
 
To filter the list, type a search string value into the textbox below any title, then click on the title link or 
outside the textbox. The picture below illustrates search results when T79 was entered into search field 
below Responsible Agency. You can continue to filter the list by any of the other fields to narrow the 
search results. Click on the “Clear” button to restore the default statewide list. 
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Statutory Cite Field 
Agencies may only update the Statutory Cite field for revenue accounts belonging to their own agency’s 
DE Group(s). Enter your agency’s three-digit agency code in the textbox beneath the Agency field to filter 
the Directory list to the revenue accounts assigned to your agency. Review the pre-populated citations 
for accuracy and update them as needed. Enter citations for revenue accounts without a legal cite. 
Important note: you must click on the “Save” button at the bottom of the screen to save your 
legal cite entries. Click the “Cancel” button to discard entries that have not been saved. 
  

October 2016 Page 18 



DEPARTMENTAL EARNINGS SYSTEM USER MANUAL 
 

Reports Screen 
 
Agency users can select two different reports on the Reports Screen:  
 

• The DE Group Summary report contains the same information and format as the biennial 
Departmental Earnings Report published on MMB’s website (Appendix 2); 

• The Agency Revenue Detail report lists departmental earnings receipts by DE Group, revenue 
account and appropriation, with totals by DE Group and agency (Appendix 3). 

 
Both reports are pdf files that can be opened and printed or saved electronically to your local directory or 
desktop. Future releases of this application will include an Excel file export option. 
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Select Entity 
You must first select an Agency checkbox from the drop down list. If you are assigned to multiple 
agencies, you may select one, multiple, or all agencies. Click outside the drop down to commit your 
selection. 

 

 

The drop down will display “Agency Selected” or “Multiple Agencies Selected.”  
 

To view your agency selection(s), click inside the drop down box. 
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Select DE Group 
If one agency is selected, you may select either the “All DE Groups” radio button, or select one or 
multiple DE Groups from the drop-down list checkbox. 
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For users that can select multiple agencies, when more than one agency is selected from the Agency 
drop-down, the Select DE Group report filter option is not available; reports can only be run for All DE 
Groups when multiple agencies are selected. 

 

 

Select a Status 
You may select from “All Statuses” for select a single or two statuses from the Status Selection drop-
down. 

Select a Report 
The last step is to select either the DE Group Summary or the Agency Revenue Detail Report. Report 
samples are found in Appendix 2 and Appendix 3.  
 

With Governor’s Rec Checkbox 
This checkbox option will not be displayed on the Reports screen for agency and legislative users until 
after the Departmental Earnings report is published. The checkbox is displayed in the illustration below. 
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Generate a Report 
Click on the “Generate Report” button at the bottom of the screen to run the report you’ve selected. If you 
are using Chrome as your internet browser, a pop-up box will prompt you to save the pdf file to a local 
directory as shown in the illustration below: 
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If you are using IE-11 as your internet browser, a pop-up at the bottom of the screen will ask whether you 
want to open or save the pdf report, as show in the picture below: 
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Exit 
 
You may exit the Departmental Earnings system at any time by closing your internet browser session. 
The system Menu also has an “Exit” option. Select this option to open the Exit screen. 

Click “Cancel” to return to the Home page. If you click “Exit” the browser session will remain open and 
the Departmental Earnings system log in screen displays. 
 

Enter your User Name and Password to Login again and resume work.  
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Appendices 
 

Appendix 1 – Agencies Required to Submit 2018-2019 Departmental Earnings Analysis 
 
# AGENCY 
B7P Accountancy Board 
G9K Administrative Hearings 
B04 Agriculture 
B14 Animal Health Board 
B7E Architecture, Engineering Board 
G06 Attorney General 
B15 Barber Examiners Board 
H7X Behavioral Health and Therapy Bd 
H7H Chiropractic Examiners Board 
B13 Commerce Dept 
P78 Corrections Dept 
B11 Cosmetologist Examiners Board 
H7F Dentistry Board 
H7U Dietetics and Nutrition Practice 
J33 District Courts 
E37 Education 
H7S Emergency Medical Services Bd 
B22 Employment and Economic Dvlpmt 
B20 Explore Minnesota Tourism 
G09 Gambling Control Board 
H12 Health 
E60 Higher Education Office 
E40 Historical Society 
G17 Human Rights 
H55 Human Services 
B43 Iron Range Resources 
B42 Labor And Industry 
JLP Legal Professions Boards 
G10 Management and Budget 
H7M Marriage and Family Therapy Bd 

# AGENCY 
G45 Mediation Services Bureau 
H7B Medical Practice Board 
H60 MnSure 
R29 
H7C 
H7K 
H7J 
P7T 
E25 
H7D 
H7W 
H7Q 

Natural Resources Dept 
Nursing Board 
Nursing Home Admin Board 
Optometry Board 
Peace Officers Board (POST) 
Perpich Center For Arts Education 
Pharmacy Board 
Physical Therapy Board 
Podiatric Medicine 

R32 
B7S 

Pollution Control Agency 
Private Detectives Board 

H7V 
B24 
P07 
B82 

Psychology Board 
Public Facilities Authority 
Public Safety Dept 
Public Utilities Commission 

G05 
G67 

Racing Commission 
Revenue 

G53 
H7L 

Secretary Of State 
Social Work Board 

G61 State Auditor 
J65 
E39 
T79 
H75 

Supreme Court 
Teaching Board 
Transportation 
Veterans Affairs 

H7R 
R9P 

Veterinary Medicine Board 
Water and Soil Resources Board 
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Appendix 2 – DE Group Summary Report 
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Appendix 3 – Agency Revenue Detail Report 
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