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1. What is BFM?

Budget Formulation and Management is the software tool that will be used by the State to prepare
budgets, track performance measures, and report on in-year budget-to-actuals. It includes a reporting
solution that allows users access to any data that has been entered in BFM in any format.

2. Changes by Fiscal Year

2.1

2.2

2023

The Decision Package form willnow include revenue naturals including series 4XXXXXand 5XXXXX
so that agencies can create packages with revenue impact. The inclusion of revenue naturals on
the Decision Package form will allow agencies to submit stand-alone revenue generating
proposals as well as comprehensive proposals that include both revenue and expenditure
components. This change will not only allow agenciestoinclude revenue generating proposals in
Decision Packages, but also allow for more efficient tracking of such proposals across agencies
and throughout the budget development process. Refer to Appendix — List of Revenue Naturals
and Revenue Categories.

2022

The Decision Package form willnow include revenue naturals including series 4XXXXXand 5XXXXX
so that agencies can create packages with revenue impact. The inclusion of revenue naturals on
the Decision Package form will allow agencies to submit stand-alone revenue generating
proposals as well as comprehensive proposals that include both revenue and expenditure
components. This change will not only allow agenciestoinclude revenue generating proposals in
Decision Packages, but also allow for more efficient tracking of such proposals across agencies
and throughout the budget development process. Refer to Appendix — List of Revenue Naturals
and Revenue Categories.

This year, while base budget changes can continue to be submitted through the BFM base budget
form, as has been the case in previous years, agencies will also be able to submit base budget
changes utilizing the Decision Package form in BFM. Alongside “Constrained” and
“Unconstrained”, agencies will now be able to select “Base Budget Change” in the dropdown
menu on BFM Decision Package form. The base budget change Decision Package is providedasa
convenience to agencies that wish to group changes together or provide additional detail in the
item description field about a given change. Agencies should group base budget changes by
program and provide explanations foreach shift within the BFM item description field. For more
complicated base budget changes, which generally would include changes to aline sequence that
are more than either $10,000 or 10% of the line sequence value, whichever is larger, agencies
should include additional analysis and contextual information in BFM.

This year, agencies will be asked to input their outyear forecast for constrained and
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unconstrained Decision Packagesin the BFM budget form. If the outyearfield is left blank, the
Budget Office will assume that the proposal’s outyear impact will remain steady and will apply
standard grow rates to estimate outyear costs. However, if proposals have unique outyear
impacts (forexample, if a proposal begins six months into a fiscal year, or there are expected
changes in caseload across years, or a proposal is a one-time expense and does not have
outyear costs) agencies should include their outyear estimates in the Decision Package form.

If you have questions about the changes occurring this year, please contact your assigned Budget
Analyst.

2.3 2021

The contract form will no longerbe used. Instead, 63XXX natural accounts will be entered into the Base
Budget Form and contract details will be entered in an excel template. A template will be provided to
track contract detail such as contract and vendor information. If you have any additional questions about
the proper way to complete the template, or the information required, please contact your assigned
Budget Analyst. Send the completed template to your Budget Analyst who will ensure the data is
uploaded into BFM. The data will be available using report 106 — Contract Summary.

All performance measures are not editable in the Performance Measures form (9260 or 9460).

2.4 2020

BFM Personnel Cost Forecasting (PCF) projection will be utilized for both years starting with this budget
cycle. The BFM software is loaded with positions and employees from HR along with any updates made
by your agency during the clean-up period. The planning values will be updated to create the base
personnel budget. This includes salaries, benefits, supplemental pays, and statutories. Agencies will
have the opportunity to make updates during the budget preparation period

2.5 2019

e SWP / Planning Values concept is being replaced with a BFM Personnel Cost Forecasting (PCF)
projection. The BFM software is loaded with positions and employees from HR along with planning
values and creates the base personnelbudget. This includes salaries, benefits, supplemental pays,
and statutories. Agencies will have the opportunity to make updatesto correct data errors (such as
incorrect steps) and change allocations.

e The concept of Constrained versus Unconstrained budgets has changed.

o ForFY 2019, Agencies are asked to submita Base Budget, which is the cost of maintaining
current services after accounting for inflation and operational efficiencies.

o Inaddition, Agencies will be given a budget Target and guidelines for any additional
budgetary submissions. These targets are created in the same manner as in 2018 but will be
met by Agencies submitting a series of Decision Packages that will be reviewed as part of the
budget process. Decision Packages will feed reports that will replace 2018's Budget Impact
Statements.

o Decision Packages will be assigned to the Constrained or Unconstrained budget types
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The Departmental Revenue Estimating (BR-7) process has also changed significantly. Instead of
submitting a document with a series of amounts that have been entered elsewhere in the system,
Agencies will enter estimates for new restricted revenues, grant awards and prior year balance
adjustments and the BR-7 will be produced as a report. This should save agencies time in compiling
information for this purpose.

The concept of having twoforms, one for the revised budget and one forthe new year submission
has been changed. Under Budget Formulation we now have one form for both fiscal years to
accommodate the multiple requests we received for this change.

Personnel Adjustmentform willnot be allowed by agencies this fiscal year. All PCF changes will
need to be reflected in your turnover line.



3. BFM Terminology

PCF: Personnel Cost Forecasting. BFM creates the base personnel budget based on HR data and
planning values loaded in the system. This replaces the Salary and Wage Projection (SWP).

Budget Form: This is how you enter data into BFM. A Budget Form is a specific layout that has certain
required fields, such as text, price, quantity, or other information.

Report: This is how data from multiple forms is consolidated. Reports are also used to view historical
actuals and adopted budgets alongside the budget request data.

Stage: Stages are how BFM creates workflow. End users will enter their budgets in the Program
Budgeting stage. The budget request will be submitted to the OMB Analyst Review stage. OHHS
agencies have an additional OHHS review stage that other agencies will not see.

Form Instance: A forminstance is the generic term for a particular budget form that you access to enter
your budget. Each form instance has an ID, called a Form Instance ID, which is a unique numerical code
that is assigned to each budget request. This IDis not generally referred to except for Decision Packages
since agencies may submit multiple Decision Packages and each will have a unique Form Instance ID.

Org/Organization: a generic term referring to the organizational dimension which consists of Agency,
Program, Subprogram, and Line Sequence as well as performance measures.

4. The Budget Equation — How to Build Your Budget
BFM is designed to allow different components of the budget to be added together to create a budget
request. Budget forms are used to get data into BFM; REPORTS are used to view the data.

4.1. Program versus Agency budget forms
Note that most budget forms have two options, one form where submissions are created at the Agency
level and one form where submissions are created at the Program level. This is to allow agencies that
have programs submitting budgets for agency review to have this capability while not forcing agencies
that are more centralized to create one budget form per program. Users will only see one type of form,
Program or Agency. Upon using the system if you determine that you need to switch from being an
Agency-levelform Agency to a Program-levelform Agency, contact BFM Supportas notedin "How to get
help".

4.2. Budget Forms
Following are the budget forms that will be used for 2025 budget preparation. Additional forms may be
added as needed. Form numbers in () such as (9200) are for reference only.
Menu Form Name Description/Purpose

Base Budget Form - Agency Use the Base form to make any adjustments to your
(9200) base budget that do not impact services. This form will



Menu Form Name Description/Purpose
Budget Base Budget Form — Program not include PCF (Salary and Benefit) Naturals. Contract
Formulation (9210) naturals are now included as of 2020.

Decision Package Agency (9230) Use the Decision Packages form to enter a group of
specific line sequences and naturals that together
comprise a specific change to your current services. In
many cases these may be reductions to meet targets but
increase packages for new or expanded services may be
requested. This year, the Decision Package form may
also be used to enter base budget changes.

Budget Review This form displays all of the 2025 Decision Packages and
allows ranking and, in later stages, OMB
recommendations.

Strategic Planning Use this form to request new performance measures,
update existing performance measure descriptions, or
update Agency/Program text that prints in Volumes 1-4
of the budget book.

Estimated Departmental Agencies responsible for collecting general revenue

Revenues — Agency (9410) departmental receipts (e.g. license fees, fines and
penalties, etc.) must use this form to provide updated
estimates of these revenues for the 2024 budgetyear.

Federal / Restricted Receipts - Use this form to make updates to prior year balance

Agency BR-7 (9270) forward and new revenues / grant awards. This form is

Federal / Restricted Receipts - used for BOTH 2024 Revised and 2025 Budget since the

Program BR-7 (9470) BR-7 report shows the relationship of the two years.

Agency Submission Attachments This formis used to submit any supplemental

(5400) documents to OMB. There is one form per agency.

Agency Submit (9900) The form allows a user to submit a set of forms together.

Attachments — All Forms View Allows Agencies the ability to manage all their document

(5500) uploads in one place.

Create Authorized Red Balance (ARB) entries; these will
Budget 2024 Revised Budget ARB be approved and sent to the financial system apart from

the rest of the budget process. Submit the ARB to your
Management

OMB Analyst, who will route through approvals and
initiative the process to load the data to RIFANS.

4.3, Budget Form Stages/Workflow

Budget forms advance through the budget process using a concept called Stages. Stages are unique to
each budget form and the first three characters of a stage are the form to which they are assigned.

For example, Base Form 9200 has stages 9201, 9202, 9203, 9204 and 9208. For simplicity, those stages
are often referred to generically by the last digit, such as 9201 as 'Stage 1".



The stages used for Rhode Island are:

Stage Description

1 Agency Stage 1 (often used for program submissions)

2 Agency Stage 2

8 Agency Stage 3 — used for special additional reviews for certain agencies
3 OMB Analyst

4 OMB Manager / Governor's Recommended

Users are assigned different roles to facilitate this workflow. For example, one user will have EDIT
access to ONLY stage 1 and can SUBMIT to stage 2, while their agency approver has access to EDIT
stages 1 and 2 but can submit to stage 3, OMB. If security changes are required, contact the BFM
Administrator.

Once you Submit your budgetyou will not have access any longer, but the approver has the authority to
Submit the request backwards in the process, so contact the appropriate reviewer if you need to make
changes post-submission (assuming the deadline has not passed).

5. How to Access BFM

BFM is accessed via internet browser and can be accessed from any internet connection.

e BFM Links: Your BFM Link is below. Save your link as a Favorite for easy access. h
ttps://ri.bfm.cloud/bfmprod/default.aspx
e Reporting: In BFM, go to Links / BFM Reporting to access reports.

hd

e ID/PW: Your BFM system administrator will send your Userid and Password.

e Timeout: Web-based applications have a built-in timeout function. A timeout function is
required so users do not leave idle windows open for excessive amounts of time, impacting
overall performances.

The current timeout is set at 20 minutes. Be sure to save often as you work. If you are idle for more
than 20 minutes, you will have to log back in and any work you did not save will be lost.

6. Browsers and Internet Security

BFM now supports multiple browsers including Edge, Chrome, Firefox and Internet Explorer (IE). Since
BFM is a web-based application, please be aware of some browser-specific issues. In some cases, IE
displays screensslightly differently from the screen shots in this document, but the functionality is the
same. For example, older versions of |E will show buttons as rectangles instead of ovals.

[{o]



In addition, the first time you use BFM on a new computer, there may be requests from the browser to
trust the application, accept pop-ups, or other warnings. Accept any of these requests and when
possible, check the options to not remind you in the future / always trust / etc.

7. Logging In

7.1.1.Click on the BFM link or select it from your Favorites.
7.1.2.From the top levelmenu bar at the top left of the screen, click on Main Menu, then login
using your Userid and Password provided in a previous email.

= Budget Formulation —

Login
Logout

Update My Account

7.1.3.Enter your Userid and Password, then click Submit.

Userid: }first.last

Password: Ioonnu

(Login) (Reset)

Change Password
The first time you log in you may receive this dialog box:

' Message from webpage N
4\

Your Password is expired. It was either Reset or has reached the
Expiration Interval

OK

7.1.4.Click Ok.

7.1.5.Set your new password and click Update.
e Users often will set the password to match their computer log-in
e Follow all State guidelines for proper password complexity
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Application User - Expired Password - Please Reset g

ENDUSER2

Confirm the current password (may have been
provided by your admin) and establish a new
password.

Current Password:" |ssesssss
New Password:* |ssssssse

Confirm New

B

From the top-level menu bar at the top left of the screen, click on Main Menu, then login using
your Userid and Password provided to you. If you do not have a Userid or are not sure, please reach out
to Lisa Henriques, OMB Database Administrator at Lisa.Henriques@budget.ri.gov.

BFM - Budget Formulation and Management

Main Menu Budget Formulation v Budget Management v Links

8. Basic Navigation

Each user has different Security. The level of Security controls the menu items that appear in the
application.

BFM relies mostly on the mouse for navigation. Some users prefer navigation using keyboard shortcuts,
tabs/enter, and other shortcuts. At this time, only a few of the typical keyboard shortcuts work. We
encourage users to use mouse point-and-click for the majority of the navigation.

8.1. How to Navigate:

8.1.1.Hover over any top-level menu item to see the assigned entries.

v

Base Budget Form (9200)
Decision Package (9230)

8.1.2.Place your cursor directly below and click to select any menu item.

3 Paging through records
The bottom panel determines how many records are visible per page and allows you to page through
records. A record refers generically to a piece of data that may vary based on the screen you are on; in
some screens it may be a distinct budget form instance, in other screens it may be a detailed budget
entry.
8.2.1.Click on the Records Per Page, the default setting of 50 is highlighted. With this setting, 50
records are displayed.
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Budget Form Entry - Lines
) D)

D Budget Form Agency Expense Revenue
190 9230 068 - DEPARTMENT OF ADMINISTRATION
Quick Search:

[ Fnter search criteria here..

Record Actions:

( add vew )
¢ 2019 2019 Base 2019 2019 Base 2019
Row "‘, ':‘ LineSeq LS Name Program Natural Nstural Name Base Statewide  Current Budget Tatal Base
Budget Adjust. Svcs Base Changes Request Justification

1 ~ 1000107 | Dircctorof Adm| Central Manage| 621200 | Management Consubants 250,000 0 250000 2 250,000 A

2 ~ 100010 Oirectorof Adm | Centra Manage 641420 Mzintenance/Renairs Office Equi| €00 o 600 o 500

3 1000107 Director of Adm| Central Manage 643030 | Tood £00 0 500 2 500

4 ~ 100010 Directorof Adm,  Central Manage 643110 Ciffice Supplies & Equip 7,500 0 7,500 o 7,500

5 ~ 1000101 Director of Adm| Central Manage 643120 | Comp Supplias/Software & Cauip 4500 D 4500 2 4500

L] ~ e Sl Uirector of Adm | Central Manage 643200 Dues and hees SLu i) Su00 ) 3,000

? ~ 1000107 | Directorof Adm| Central Manage| 643300 | Subscrioticns 00 0 500 0 500

g ~ e e iy Lirector of Adm | CLentra Manage 643310 Postage anc Postal Svcs 30 o 2000 ) 3000

9 ~ 1000107 | Directorof Adm| Central Manage| 643520 | Records Center. Overhezd 2000 0 2000 2 2,000

10 ~ 1000107 Duwrector ot Adm|  Central Manage 643511 Pnint Advertsing 1000 0 1000 ] 1,000

11 ~ 1000107 Direclor uf Adm| Cenlral Manage| 643520 | Prinling - Oulside Vandors 300 2 300 2 200

12 Ay 6 €0 [T Director of \om|  Central Manage  643/00 Miscellaneous Expenses 1500 o 1,500 ] 1,500 M

Reoweh per pages B0 Ressneds: 1913 - Pages T fondl oot

10
25
8.2.2.To change the number of records displayed, click the Records Per Page dropdown and
select the number of records to display.
8.2.3.Click on th he doubl - doubl ith d lind "
.2.3.Click on the on the double arrow (next page) or double arrow with an end lin¢
(last page) to page through available records.

2500 9092 SFSB - Suburban Field Services Branch = 2501 SFSB 0 12/24/2015 | aubiadas I
Records per page: |25 ¥ 1 Records: 16 - Page: a4 l

8.3. Quick Search

Instead of paging through records, often a quicker option to find a record is the Quick Search function.
This functionis an option for most of our menuscreens. Forexample, selectany budgetform to which
you have access /Click Details/ to perform a Quick Search.

Quick Search:
(:Enter search criteria here... _.\
Record Actions:
Row 2% lineSeq LSName Program Natural ~Natural Name
1 ~ 1000101 | Director of Administration Central Management 631200 Management Consultants
2 e 1000101 | Director of Administration Central Management 641400 Maintenance/Repairs: Office Eq
3 -~ 1000101 | Director of Administration Central Management 643030 Food
4 ~ 1000101 | Director of Administration Central Management 643110 Office Supplies & Equip
5 ~ 1000101 | Director of Administration Central Management 643120 Comp Supplies/Software & Equ

8.3.1.Type any text in the Quick Search box. Once you stop typing for one second, you will see
‘Loading...” in the table area below. The search will be applied to all non-data columns. All
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rows that contain the Quick Search text will be returned in the table. Do not press Enter
or any other buttons to execute the search. Just wait.

Example 1: Searching by text
Search: "Health"

Result: All entries that include the word "Health"

BFM - Budget Formulation and Management

Main Menu Budget Formulation = Budget Management = Links

Base Form - Program

Quick Search:
Record Actions:
Form S Form Last Last < s
D Description Stage Program Riws Upd User Submit Actions

1218 04075 - Health Services Regulation 921 04075 0 5/31/2017 ul (reader) | (Detail)
1221 06075 - Environmental Health 9211 06075 35 6/26/2017 OMB (Header ) | (Detail)

10075 - Community and Family Health

1 5/31 1 i
1227 i e 9211 10075 0 5/31/2017 ul |
Records per page: |25 ¥ - Records:3 - Page: |14 [ <« |1

Example 2: Searching by a number
Search: "2200112"
Result: All entries that contain 2200112.

@ hitps://n.bfm.coud/bfrproc/uy/bdgtfognd_pg3. sas bdgt frm_In_expl 6200 3spxvqNav_id=12218qgNav_cd=5210%gMoce=nav_Dpopsscriv=12808scrh=/20

Budget Form Entry - Lines

{Closz) (Erportto bxcel ) (Import from Excel )

D Budget Form Program Expense Revenue
1221 9210 06075 - Ernvitonmental Heath $124.265
Ick Search:
((22co112
Audit 2019 2019 Basc 2019 2019 Basc 2019
Row ot LineSeq LSName Program Natural Natural Name Base  Statewide CurrSucs  Budget  Total Base
Budget Adjust. Base Changes Request Justification
3 ~ 2200122 | Oceupational | Environmental | €4341C | Postage and Fostal Sves 1500 0 L1500 10 1510 pencil edit, existing ine
2 < 2200112 | Occupational e, Environmental b 648112 | Telecomm: Overhead 3,700 0 3700 500 4200 Added through us'oad
3 N 2200112 | Occupational ¢! Evaronmental | 848200 | Cellula- and Mobre 1900 0 1900 200 3300 [ Lriond Grenge Rom ST beltedatstne
7212, Edited ot 7213
Recards perpage: (50 | - Reeords: 3 - Page: 1

9. Enter the Budget

9.1. Adding Budget Entries
9.1.1.Select the Base Budget Form (9200 or 9210.

Form definitions are selected from the Budget Formulation menu.
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BFM - Budget Formulation and Management

Main Menu v Budget Management = Links +

Base Budget Form (9200)

Decision Package {(9230)

SHERPA

GOVERNMENT SOLUTIONS  Rhode Island - Cloud Environment

After selecting a budget form, the "List Page" appears, which will return a form for each agency or
program based on your security. If there are no agencies or programs listed for your security role this
will be blank.

Base Form - Agency
Quick Search:

Enter search criteria here... Show Advanced Filters
Record Actions:
D Description Stage Agency Rows Upd: e Submit Actions
068 - DEPARTMENT OF ~ _
1190 ARNIGTRATION 9201 068 0 5/30/2017 ul |

Records per page: [25 ¥ - Records: 1- Page: | | 1
All of the budgetforms navigate in the same manner. There is a Header page that provides the options
for along text description or attachments. There is a Detail page where budgets amounts are entered.
You will mostly use the Detail page for forms other than Decision Packages.

9.1.2.Click the Detail button to openthe budgetform entry details. Note: The system executes a
query once you click the tab which may take a few seconds for the screen to open. There

is no hourglass.

The budget form will query the data for the header elements and all budget lines will be displayed.

14



Budget Form Entry - Lines

1D Budget Form Agency

2635 9200

Quick Search:

Enter search criteria here...

Record Actions:

013 - OFFICE OF LIEUTENANT GOVERNOR

Form Name Expense Revenue

Display Entry Sum

Add New (Zero out) (Sereen

o Y W W U

Increase t
organizat

Increase t

NLGA Cor

Audit 2019 2019 Base 2019 2020 2020 Base 2020 2020 Base 2020
Row Trail Line Seq LS Name Source - Program  Natural Natural Name Enacted Budget Revised Base Statewide Current Budget Total Base
Budget Changes* Budget Budget Adjust. Svcs Base Changes* Request

1 N 1850101 | Office of Lieuter 01- Lt. Governor's Off | 641400 | Maintenance/Repairs: Office Equi 756 0 756 756 0 756 0 756
2 ~ 1850101 | Office of Lieuter 01 - Lt. Governor's Off | 643030 | Food 500 0 500 500 0 500 0 500
3 ~ 1850101 | Office of Lieuter  01- Lt. Governor's Off | 643110 | Office Supplies & Equip 3,189 0 3,189 3,189 0 3,189 0 3189
4 ~ 1850101 | Office of Lieuter| 01 - Lt. Governor's Off 643120 | Comp Supplies/Software & Equip 1,942 0 1,942 1,942 0 1,942 0 1942
5 ~ 1850101 | Office of Lieuter 01 - Lt. Govenor's Off | 643200 | Dues and Fees 274 0 274 274 0 274 0 274
6 ~ 1850101 | Office of Lieuter 01 - Lt. Governor's Off | 643410 | Postage and Postal Svcs 1,643 0 1,643 1,643 0 1,643 0 1643
T ~ 1850101 | Office of Lieuter 01~ Lt. Governor's Off | 643620 | Printing - Outside Vendors 1,244 0 1,244 1244 0 1,244 0 1,244
8 ~ 1850101 | Office of Lieuter 01 - Lt. Govemor's Off 643621 | Printing - by State Agencies 234 0 234 234 0 234 0 234
) ~ 1850101 | Office of Lieuter 01 - Lt. Governor's Off | 643700 | Miscellaneous Expenses 6589 0 6,589 6589 0 6589 0 6589
10 ~ 1850101 | Office of Lieuter 01 - Lt. Governor's Off | 643740 | Loan Repayment Fleet Revolving 9535 0 9535 9535 0 9535 [ 9535
1 ~ 1850101 | Office of Lieuter 01 - Lt. Governor's Off | 643810 | Insurance: Property/Casualty 66 0 66 66 0 66 0 66
12 ~ 1850101 | Office of Lieuter 01 - Lt. Govemnor's Off 645200 | Rental/Lease: Equipment 2486 0 2486 2486 0 2,486 0 2,486
13 ~ 1850101 | Office of Lieuter | 01- Lt Governor's Off | 646200 | Mileage Allowance 83 0 83 83 0 83 0 83
14 N 1850101 | Office of Lieuter 01 - Lt. Governor's Off | 646310 | Out-of-State: Transportation 974 0 974 974 0 974 0 974
Records per page: |50 ¥

Field

Description

Row

Read Only. Number indicating row count.

Audit Trail

Magnifying Glass button. Opens a window to display the audit trail records
for the selected row.

Line Seq

Read Only. Budget line Line Sequence.

LS Name

Read Only. Budget line Line Sequence Name.

Program

Read Only. Budget line Program for the Line Sequence.

Natural

Read Only. Budget line Natural.

Natural Name

Read Only. Budget line Natural Name.

Display Columns

Read Only. Displays data such as Enacted budget, Revised Budget, base
budget amounts. This will be different for each form.

Entry Columns

Column used to enter data, such as Base Budget Changes in the example
above. The name of these columns often has an * at the end to indicate it is
editable.

Summary Columns

Read Only. This is a display column that adds the values in other display
columns with Entry columns. In the example above, this is adding Current
Services Base with Budget Changes to create the Total Base Request.

Justification

Text justification.

Pencil

Button. When clicked, the Line Detail screen will display to allow budget
request entries. Double-clicking a row performs the same action.
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Data Entry — Export/Import From Excel
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The most efficient way to work with BFM is to first Export the existing budget form, make your changes
in Excel, and re-import. Most users are very efficient with the Excel tools and can quickly add formulas
to make the data entry process rapid.

Following are generic instructions on how to complete and Export/Import. A user will export, make
changes, then import. The instructions in this section show click-by-click to ensure any issues or
guestions a user has can be answered in the user guide.

Note that specificexport definitions are shown in the subsequent sections where each form's process is
displayed. For example, Decision Packages will not export display columns since they are zero-based
forms. Base forms have a series of display columns to help users build their budget.

Any spreadsheet can be uploaded to BFM using the Import function; however, the spreadsheet format
is very specific. Yourspreadsheet columns must match the columns on the BFM budget form. Below is
the most reliable methodologies for creating an Import File:

e Click Export in the budget form, then make your entries directly into the pre-formatted
spreadsheet and Import.

e Click Export in the budgetform. Make entries in other spreadsheets. Copy the values into the
Export template once you are ready to Import.

e Click Export in the budgetform. Use formulas to link those cells to the more elaborate source
spreadsheets and upload the properly formatted file when ready.

e Runreport 060 — Line Sequence — Natural Combinations to get a list of valid Natural codes, Line
Sequences, and a list of what combinations have been used in the past. This may be of use
when building Decision Package formsthat are zero-based. Make your entries and ensure they
columns match the appropriate form you are importing.

9.2.1.Go to Budget Formulation / Select the budget form.
9.2.2.Selectthe instance you wish to update. In the example below, there is only one instance.
9.2.3.9.2.3.Click Detail (or navigate from the Header)

Base Form - Agency
Quick Search:

Enter search criteria here.. Show Advanced Filters
Record Actions:
Form Form Last Last
Description Stage Agen Submit Actions
D £ 9 SO0y Rows Update User
068 - DEPARTMENT OF S

v

Records per page: (25 ¥| - Records: 1 - Page: 1

9.2.4.At the top of the page, click Export. If you do notsee an Export button, that form may not
allow for Imports.
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Budget Form Entry - Lines

'rmw) import) (Retesh )

D Budget Form Agency Form Name Expense Revenue
2635 3200 013 - OFFICE OF LIEUTENANT GOVERNCR
Quiick Search:

Entor search criteria here...

Record Actionz:
Tandnew) (Copy ) @ (Fero cunt) (Grreen Crrsguration ) ( Validzrian Config rasian )

Audit I 2019 2019 Base 2019 2020 2020 5.89 2020 2020 Base 2020
Row Trail Line Seq LS Name Source - Program  Natural Natural Name Enacted Budget Revised Base Statewide Current Budget Total Base
Budget  Changes* Budget Budget Adjust. SvesBase  Changes* Request
1 ~ 1830101 Officc of licuter. 01 Lt Governor's Off| 647400 | Maintenance/Repzirs Office Equi 756 0 756 758 0 756 o 756
~ 183C101  Office uf Livuter| 01 - LL Governur's Off | & Fuud 500 0 500 500 0 500 (4 500
~ 1830101 o of icuter. 01 Lt Governor's Officc Supplics & Equp 3189 0 3,189 3,185 0 3189 0 3189
4 ~ WA Ottics ot Lisuter| 07 - Lt Governor's Ut | (43120 | Comp Supplis/Sottware % Lauip 1342 u 1942 1942 0 w2 0 a2
< WY Uthcs of Lisuter| U1 - Lt Gover- 43200 | Lhues and bees 24 ] 218 2ia 0 214 o dyal Inoraed
oganizat
~ 1830101 ¢ Licuter, 01 L1 Govern Postage and Postal Sves 1843 0 1643 1643 0 1643 o 1643
/ ~ W10 = ot Lsuter| U1 - Lt Governors Off | (43020 | Panting - Qutside Vercars 1243 u 1244 1242 [ 244 0 244
~ 1850101 eoflismer 01- 1. Gavernor Prirring - hy Srate Agencies 224 0 234 734 [ 224 0 234
~ 1850101 Lisuter 01 - LL Goverrior' Miscellsrieous Expenses 6,589 0 £55¢ €582 0 6,589 o 6389
10 ~ 1830101  Cfficz of Lizuter| 01 Lt Governar's Loan Repaymant Flcet Revelving 9535 0 9535 9535 0 9535 0 9535
" -~ W10 Uthce of bauter| U1 - Lt Governor's O Insursnce: Froperty/A_asualty w ) ol bt o i 0 o
? ~ 1830101 Cffics of Hiser| 01 - 11, Governar's O Rertal/l pas=t Foyi pment 2,436 n 2456 2488 0 2496 a 2426
13 ~ 1830101 Office uf Lisuter| 01 - Lt Goverrior's Off Mileage Allowance 83 0 53 83 0 83 0 83
i ~ s=m Utnice ot hisiter. 01 - 11 Gavernar's Ut F36411] [t-nt-State: I7anspotation a ] 9/4 94 n 974 0 4 Gzl
NLGA Cor
Hecords per page: [50 ¥

At this step, users may have differentinteractions depending on their settings for downloads. You may
be promptedto Open or Save yourfile, or a defaultaction has beenselected in the past. The following
example will follow choosing Open.

Note, thatif you Save or Save As , openthe file and justfollow the Open instructions below. Save As is
found by clicking on the arrow to the right of Save and choose Save as.

9.2.5.Click Open .

=olx|

Search download D
lame Location Ackions
FormExport_9200_....xlIsx Do you want?to open or e 1 e | = |
ri.bfm.cloud save this file?
FormExport_9200_....xIsx Downloads e
ri.bfm.cloud

9.2.6.An Excelspreadsheet willopen. There will be a yellow ‘Protected View’ ribbon at the top
of the spreadsheet. Click the Enable Editing button.

Note:you can eliminate this Enable Editing button from coming back by going to Excel:
File/Options/Trust Center/Trust Center Settings/Protected View/uncheck everything.
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@‘ H 9 C-RViaB|s Form Protected View] rissofl
Home Insert Page Layout Formulas Data Review View Add-Ins
o Protected View This file originated from an Internet location and might be unsafe. Click for more details. Enable Editing ‘
AL - (= fe | Lineseq
_ A B | C D E F G | H | v J K L

1 LineSeq LSName Program Natural Natural Ne2019 Base 2019 Base 2019 Curre 2019 Base Column Text

2 1000101 Director o Central M:641300  Software 250,000 0 250,000 O

3 1000101 Director o Central Me 641400  Maintenar 600 0 600 0

4 1000101 Director o Central M:643030 Food 500 0 500 0

5 1000101 Director o Central M:643110  Office Sup 7,500 0 7,500 0

6 1000101 Director o Central M:643120 Comp Supj 4,500 0 4,500 0

7 _1000101 Director o' Central M: 643200 Dues and F 5,000 0 5,000 0

You will not be able to make changes in the spreadsheet unless you enable the spreadsheet to accept
edits.

9.2.7.Next, it is best to Save As the spreadsheet. The original spreadsheet is saved as read only
since it comes from the internet. Click File on the ribbon.

c-FFRE|= FormExport 92 alsx [Read-Qnly]
Home Insert Page Layout Formulas Diata Review View Add-Ins
Euf Calibri -1 A i [;! B - S Wrap Text General . i
Ha Copy - o
F'Ef.te —— I Uu- M- A E = E=|EE EHMegetCenter-| § - % 2 | %1 % FCDC:::
Clipboard N Font s alignment Ta Mumber [
| Al - " _f,| Line Seq
A | 8B | ¢ | o | e | ® | & | H | 1 I K
Line Seq LSMName Program Natural Natural Ne2019 Base 2019 Base 2019 Curre 2019 Base Column Text
1000101 Director o Central M:641300  Software 250,000 O 250,000 O
11000101 Director o Central M: 641400  Maintenar 600 i] 600

0
11000101 Director o Central M: 643030  Food 500 0 500 a
11000101  Director o Central M: 643110 Office Sup 7,500 0 7,500 ]
| 1000101 Director o Central M: 643120 Comp Sup; 4,500 0 4500 0

1000101 Director o Central M: 643200  Dues and F 5,000 0 5,000 0

= || U B
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9.2.8.Then click Save As

-~ F PR FormExport_9200_1190.x/sx [Read-Only] - Microsoft

Home Insert Page Layout Formulas Data Review View Add-Ins

I save

Information about FormExport_9200_1190

Save As
C\Users\drippentrop\AppData\Local\Microsoft\Windows\Temparary Internet Files\ContentIES\A83Q...

= open
[ Close
Read-Only Workbook

ﬂ This workbook has been opened in read-only mode. Changes cannot be made to the
original workbook. To save changes, create a new copy of the workbook.

Crvrn Ae

9.2.9.Choose a location to save the Excel worksheet where you can easily find it later. Keep the
location simple since you will have to be able to find it again when you import. We often

use the Desktop for expedience.

9.2.10. Click in the ‘File name:’ text box and name the Excel worksheet. Note that depending

on your version of Excel this window may appear differently.
9.2.11. Click in the ‘Save as type:" menuand choose Excel Workbook (*.xIsx)
9.2.12. Click Save

= I Search Desktop

Fle name: | FormExport_9200_1190.xlsx

ISave as type: |Microsoft Excel Worksheet (*.xksx) I

'~ Browse Folders Save Cancel |
4
93 Updating your Spreadsheet for Import
A B C D E F G H | J K
2019 2019
Base 2019 Base 2019 Total
2019 Base Statewide Current Budget Base
1 Line Seq LS Name Program Natural Natural Name Budget Adjust.  SvcsBase Changes®  Reques! Justification
2 |1000101 Director of Administration  Central Management 641300 Software Maintenance Agreements 250,000 0 250,000 0 ZSO,DOd:':C F
3 1000101 Director of Administration  Central \ 8 641400 Mai /Repairs: Office Equip 600 0 600 0 600.
4 1000101 Director of Administration  Central Management 643030 Food 500 ) 500 0 500.00
5 1000101 Director of Administration  Central Management 643110 Office Supplies &amp; Equip 7,500 ] 7,500 0 7,500.00
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9.3.1.Get to know your spreadsheet.

e The fields that import are the 'codes' — such as Line Sequence 1000101, Natural 641300. The
names in the example columns B,C, and E exist to help users but will NOT be considered on
Import. That means if youadd a new row youdo NOT have to include names on those rows. If
you change a name, nothing will be impacted.

e The columns of data consist of display columns, for informational purposes, and editable
columns. Only Editable columns will import. To help users spot editable columns, an * is added
as a suffix to the column labels. If you change a display column, there will be no impact (it is
ignored on import

e The numberof columnsand the order of columns cannot change. The import expects the exact
file format that was exported. Do not add additional columns to the right or insert/delete
columns (or if you do — put it back in this format prior to trying to import.

9.3.2.Make changes in your spreadsheet. Below are example changes:

e Change the 2020 Base Budget Changes (row 2) in the example from 0to 1000. Type ‘new
software’ in the Column Text Field. When you import the file, BFM will load the new record.
2020 Base Budget Changes will update from 0to 1000, the new 2020 Total Base Request will
read 251,000 and the Justification text will be updated.

e To delete data, do not delete the row, but rather you must zero out the data by entering a 0.

e Toadd text, type in the columns that have text. If text exists, just type over the text in the cell.
Prior text is also saved in the audit trail. In row 4, type in new text for example ‘expense
increase’.

e Toaddanewrow, inserta row. They do not have to be in order. In our example, we will insert
a new row afterthe existingrow 4 to add an additional expenseitem. In this example, Overtime
was added as an expense item. Remember, you must have security to the Line Sequence you
enter and the Natural must be a valid code for the record to upload.

14 v I
A B e D E F G H | J
2019 2019
2019 Base 2019 Base
Natural Base |Statewide| Current | Budget

1 Line Seq | LS Name | Program | Natural Name Budget | Adjust. |Svcs Base | Changes Column Text
2 1000101 |Director ojCentral M{641300 |Software [[250,000 |0 250,000 I 1000|new software l
3 1000101 |Director ojCentral M{641400 |Maintenar 600 0 600
4 1000101 |Director o|Central M{643030 [Food 500 0 500 0 expense increase
5| 1000101 |Director ojcentral Mg 614001 |Overtime 5000|planned overtime I
6 1000101 |Director ojCentral M{643110 |Office Sup|7,500 0 7,500 0
7 1000101 |Director o]jCentral M{643120 Comp Sup| 4,500 0 4,500 0
8 1000101 |Director ojCentral Md643200 [Dues and 5,000 0 5,000 0

9.3.3.Save your spreadsheet.
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9.3.4.From BFM, Click Import.
Budget Form Entry - Lines

tlose ) (Feport) (netesh )

1D Budget Form Agency Form Name Expense Revenue
2635 9200 013 - OFFICE OF LIZUTENANT GOVERNCR 30

Quick Seardh:

[ Enter scarch zriteria here... ]

Record Actionz:

Gandew) (Croy) @ (Fera cun ) (Grreen corigunation )  Valitation Config rarian )

Audit I 3 : 2019 2019 B-G Zﬂl’ 2020 m 'SE 2020 2020 Base 2020
Row Trail Line Seq LS Name Source - Program  Natural Natural Name Enacted Budget Revised Base Sﬂm‘ade Current Budget ’ Total Base
1 ~ 1850101 01 LtGoveriarsOff| £41400 | Maintenance/Reozirs: Offize Equi 756 0 75 756 0 756 0 756
2 ~ 1850101 Office uf Liguter 01 - LL Goveriw's Off | €43030 | Fuud 520 0 500 500 0 500 (] 500
2 ~ 1830101  Office of Licuter| 01 Lt Goverors Cff| 643110 | Office Supplics & Equip 3189 0 3189 3185 0 3189 0 3189
4 ~ WA Oftics of Lisiter| 07 - Lt Governor's Ot | (43120 | Comp Supplizs/Sottware i Lauip 1942 u 1982 1982 v 1942 0 1,842
~ W01 Uthes of Lauter| U1 - Lt Goverao®s O | (40200 | Lues and bees 24 i} 24 2ia 0 2ra o 24 :;::::

& A 1830101 COffice of icuter 01 Lt Governor's Off  €43410 | Postage and Postal Sves 1.643 0 1643 1643 0 1643 [ 1643
/ ~ WA Utncs ot Lisuter| D1 - 1t Governors Ot | (33620 | rmang - Qutside Vardars 1,288 u 12 1244 0 1,244 0 244
E ~ 1850101 Qffice nflieiter| 01 1. Gaveriors Off | F43671 | Prinving - hy Srate Agencies 224 n 224 74 0 24 a 734
9 ~ 1850101 Office uf Licuter 01- L Goveriwr's Off | 643700 | Miscellarneous Bxpenses 6589 0 £58¢ €582 0 6589 0 6589
1 ~ 1830101  Officc of Licuter 01 Lt Governor's Cff €43740 | Loan Repaymant Fleet Revelving 9535 0 9535 9535 0 9535 o 9535
i < W1 Uthce of Lauter| U1 - Lt Governor's Oft| (A3U10 | Insursnce Froperty/Casualty w o 8 6 0 w 0 o
© N 1850101 Cffice of lisier 01 - 11.Coveranr's Gff| £45700 | Rental/l pase: Foysipment 2426 0 2456 2488 0 2486 a 2486
13 ~ 1830101 Office uf Lzuter. 01 - LL Goverwr's Off | 646200 | Mileaye Allowance a3 0 83 83 0 83 0o 83
1 " WA s ot jsier] 0= 14, Gaverin?s Gt | F46411 | Oiat-ot=State: Iranspodation 4 0 9/a 91 0 9r4 0 o4 :\:::::"
Hecords per page: [50 ¥

9.3.5.Click Browse and find your file.

Browse

Load Selected File

Hint: click on Date Modified heading and the file you just saved will go to the top. If afile is open, it will
have a second entry with a ~ prefix; do not select that file. You do NOT have to close the file to upload

it.
& Choose File to Upload ) __Ih ll

7010 | e e S

Organize ~  New folder E =S :IJ 0‘
-~ o
. Favorites Name Il Date modffied ~ IType
[ Desktop <] FormExport_9200_1190_upload file.xlsx 7/8/2017 11:43 AM  Microsoft Excel Wo...
% Dropbox 4] FormExport_9200_1190.xlsx 7/8/2017 11:43 AM  Microsoft Excel Wo...
le. Google Drive

9.3.6.Click Load Selected File. If you see "fakepath" in the file name, this is just a browser

|C:\fakepath\FonnExport_9200_1

(Load Selected File )

security feature.
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9.3.7.If the font returns in black it was successful. If there are errors the screen will have text
returnedin a redfont. In the complete user guide, tips are included in how to resolve the
import issues. Click Close in the upper left if you are successful.

-/ [ri.bfm.cloud/bfm Ibdgtupld/vh_savelnnerFlesOlL.aspx2giav_id=69&gMade=nav_pop&ghiav_UpidiD=41&aNav VidtFi=truekghav_Typ | S
I gtjup px g 1 P ] P | ] ¥

0]
=t

Close ) |( Validation Results ) 4

Browse

|C:\fakepath\FomExpori_QZODJ

Load Selected File

Upload Completed:

+ T - Records Read
+ [ - Severe Errors

+ 0 - Warning Errors

+ T - Records Uploaded

Once you close the upload screen, you will see a Loading... message. The results will load shortly. Note
that the new line may or may not be onthe visible screen, since the form s sorting by Line Seq / Natural.

Budget Form Entry - Lines
(aose) (Exportto sxcal) (Import from Excel )

Budget Form Expense Lines Updated was successfully updated.

10 Budget Form Agency Expense Revenue
2190 9200 068 - DEPARTMENT CF ADMINISTRATION $6,000
Quick Search:

| enter search criteria hero,

Rezord Actionz
(AcdNew )
Audit 2019 2019 Base 2019 2019 Base 2015
Row Trail Line Seg LS Name Program Natural Natural Name Base Statewide Current Budget Total Base
Budget Adjust. Svcs Base Changes Request Justification
> 3 ~ 1000101 | Dirsctcrof Adm | Central Manage 614001  Owertima o 5 D} 5,0008 5,000 planned overt me A
2 ~ 1000101 | Uirsctorot Adm  Central Manage ©41300  Software Mainisnance Agresmen 250.000 g 250000 1ow 251000 new sottware
3 ~ 1000101 je| 641400 wiwe/Repairs: Office Equy €00 s, 80C 0l 600
1 ~ 1000101 | Dircctorof Adm | Centr: Food 500 " 300 0l 500 expense incroase
5 ~ 1000101 | Dirsclor of Adie | Cen off & Equip 7,500 0 7.50¢ o
6 ~ 1000101 | Dircctarof Adm  Central M (Softwzre & Zquip 1,500 o 4.30C 0 1,500
7 ~ 10001M | Dirsctarof Adee | Central Manag; #3200 Dues and Faes 000 0 5000 0 n.oN0

9.4. On-line Editing - Existing Budget Entries

9.4.1.Double-click the line or click the pencil. The fields that can be updated become editable.
In the example below, the 2020 Base Budget Change is -200 and the 2019 Total Base Request is 300.
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Budget Form Entry - Lines

Taiuse) (Ereortto e ) (imzort fror Enel )

bir) Budget Form Program Expense Revenue
1213 9210 01075 - Centrzl Management §180.491
Quick Search:

| Entar searcn criterla here...

Record Actions:

(A New )

Audit 2019 2019 Base 2019 2019 Base 2019
Row Trail LincScq LS Name Program Natural Natural Name Basc Statewide  Curr Sves Budgct Total Basc
Budget Adjust. Basc Changes Request Justification
5 ~ 2145148  PPHF Preveniior| Cenlal Marage | 614100 | Owlire (15) 4} 0 0 ~
2 2145148  I1'HI Ureventior] Central Manage | 642400 Maintenance/Repairs Uthce Eauip 500 0 LU LL;UL‘ 300 -t

9.4.2.Enter the new amount or change the text in any of the editable columns. In the same
example, to edit the change amount, click in the box and enter new amount, for example -
400. You can also enter a justification for the change, then click the Save All.

5} https://ri.btm.cloudbtmprod/ui/bagtfogrid_Ipc3__sgs_bdat_frm_i_expl_

Spx?qNav_io-1213&qgNav_C;

Budget Form Entry - Lines

Cosxc ) (orportto breat ) (Umport rom breel )

o} Budget Form Program Expense Revenue
43 s210 010/% - Uentrel Management $180,491
Quick Search:
611100
Record Actions:
-
{add New )
Audit 2019 2018 Base 2019 2019 Base 2019
Row Trail Line Seq LS Name Program Natural Natural Name Base Statewide  Curr Svcs Budget Total Base
Budget Adjust. Base Changes Request Justification
ere— Loss maintenance and ropairs required
2 2145148  PPHE Preventior Cantral Manzge 642900  Maintenanca/Repairs: Office Equip 500 0 500 iﬂp | 3¢ —
8 ~ 2150101 | Indirect CostRe  Contral Manage 642100 Maintcnanco/Raopairs: Utfice kquip 81113 0 82113 8143

Recorris per nage: [V |52 (Save N )| f Cancel Al ) - Recards: 2~ Page: 1

Now the 2019 Total Base Request will reflect the updated request amount, in this example 100. See
below.

% https)/jri. bfm.caud/hfmproc/uy/bdat/ocid_ipg3__sas_bdgt_fre_In_exp1_62052spx?qNav_id=12133qNav_cd=9210&qMode=nay_poplscry

=180 kscrh=720
Budget Form Entry - Lines
Close ) ((Exoortto Excal ) (Import from Excel )
Budget Form Expense Lines Updated was successfully updated.
{0} Budget Form Program Expense Revenue
1213 €210 02075 - Central Managsrment $130,£91
Quick Search:
[ 641400
Record Actions:
(Add New)
Audit 2019 2019 Base 2019 2019 Base 2019
Trail Line Seq LS Name Pragram Natural Natural Name Base Statewide  Curr Sves Budget Totnl Base
Budget Adjust. Base Changes Request Justification
2 ~ 2115148 | FPHE Proventior| Central Manage| 271400 Maintenance/Kegairs Cttice quip 500 i S0 100 200 || Lass maintenance and ropairs requircd.

9.4.3.Repeat for each line to be updated.
9.4.4.Click Save All button. You can save one row or multiple rows at a time, but save often to
prevent any potential network or other issues that could result in data loss.
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Important: The entries on the visible screen must be saved before moving on to another page. If the

»

Save All button is not clicked before the advance the page
NOT be saved.

is clicked, the changes on this page will

9.5. Audit Trail

Audit Trail stores the amount and text changes with the corresponding user and date timestamp.
9.5.1.Click on Magnifying Glass icon on a budget line.

Budget Form Entry - Lines

(i) (Pammrae) (mportiom Freer)

Budget Form Expense Lines Updated was successfully updaked.

D Budget Form Agency Expense Revenue

90 820 065 - LEFARIMENT OF AUMINIS | <BTI0N
Canicle Searche
U:nter s2arch criteria here... |
Record Actions:

Add Wew )

Audit 2019 2019 Baca. 08 2019 Baze e
Row Trail Line Seq L5 Name Program ‘Natural Natural Name Base Statewide Current Budget Total Base :
Budget Adjust.  SvcsBase  Changes Request Justification
1000101 | Director of Adm | Central Merizce| 637200  Management Consultants 250,000 0 250,000 5,000 255,000 A
2 ~ 1000107 | Director of Adm |~ Central Manege 641400  Maintenance/Repairs Officz Equi| 600 0 600 75 525 New equipmant reduce maintenance costs,

The Budget Form Expense Line History window opens with complete audit of all budget line changes.

Audit Trail
Quick Search:

Enter search criteria here...

Record Actions:

Record Stage Posting .. Fiscal % y S
Type chscl YwBPanodelastUseraUpdﬂed %] Amount [ Amount Justification / Comments  [4

User Entry 9201 BUDGET 2019 0 ENDUSER2 5/31/2017 11:37:44 PM -75

User Entry 9201 clnt_txt3 2019 0 ENDUSER2 5/31/2017 11:37:44 PM 0 New equipment reduce maintenance costs,

Records per page: |25 B2l - Records:2- Page: I « |1

Below is a table with Audit Fields and Descriptions:

Field Description

Record Type The source of the data.

Stage Code The stage to where the amount by which you changed the data is posted.

Posting Code The posting code used in BFM. Most entries save to BUDGET; cInt_txt2,
cInt_txt3 are the text entries.

Fiscal Year The fiscal year.

Period The fiscal period, it will generally be 0 to indicate we are not budgeting by
month.

Last User The user who saved the change.

Updated The time and data stamp of the change.

Amount The amount by which you changed the data is posted. The sum of these
amounts should reflect what is seen on the Details page.

Amount Justification/ | For Posting Codes = cInt_txt3, this displays line text. For all other entries, this

Comments displays the audit text.
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9.5.2.Click Close button to return to list of budget lines.

9.6. Adding a New Budget Entry

The form will display all of the accounts that were used in the prior year actuals or current year adopted
budgets. In some cases you will need to add a new account for the budget request.

9.6.1.From the Form Details page, click Add New.
Budget Form Entry - Lines

“ciose) (Fxpont) (import) (metesh)

1D Budget Form Agency Form Name Expense Revenue
3635 9200 013 OFFICE OF LIEUTENANT GOVERNCR 50
Quick Swarch:
I rter search rrtena here... |
ztion )
Audi 2019 2019 Base 2019 2020 2020 Base 2020 2020 Base 2020
Row Trall Line Seg LS Name Source - Program  Natural Natural Name Enacted Budget Revised Base Statewide Current Budget Total Base
Budget Changes™ Budget Budget Adjust. Svcs Base Changes™ Request
1 ~ W10 otUzuter| D1 - [ Governo”s O | (47400 | Maintenance/Reozrs Othze Lauy it 0 5 0 56 0 6
2 ~ 1836101 of Lisuter 01 - Lt Governor's Off  £43020  Feed 530 0 500 0 500 o 300
~ 1850101 ez of Lzuter. 01- LL Goveror's Off | €43110 | Office Supples & Equp 3189 0 3,182 0 3189 (] 3189
4 o 1830101  Cffico of Licuter| 01 .G f| £43120 | Comp Supplics/Softwarc & Equip 1942 0 1942 0 942 0 542
~ 1850101 ico of Licuter| 01 43200 | Ducsand Fees 274 0 274 274 0 274 0 274 'n';"“f_“
5 ~ 1830101 e of Lisuter| 01 - LLGovertior's O | £43410 | Postage and Pustal Sves 1613 0 1643 1643 (] 1613 0 1643
7 ~ 1830101 Cffice of lisiter| 01~ 11.Caverans Off | 43620 | Printing - Ourside V=pdors 1244 n 1244 1244 0 1.244 o P4
1830101 01 Lt.Goverrior'sOff | £43621 | Priming by Statc Agencics 234 0 234 234 0 234 0 234
~ W10 U1- Lt Governor's Cff | (43700 | Miscellaniecus Lxpenses 1,548 0 [REE RN 0 G589 0 L9
10 ~ 1830101 01 Lt Gevernor’ £43740  Lean Ropaymont Fcet Revolving 9535 0 9535 8,535 0 9,535 (4 9,535
n ~ RUERIG] 01 - 1t Gavernor's O (AN Insurance: Froperty A asualty b n {0 (88 4] Of (] Hh
12 ~ 1836101 01 Lt Governor's Cff| £45200 = Rental/Leasc: Equipment 2486 0 2456 2488 0 2486 (] 2436
19 ~ 1820101 01- Lt Govero-'s Off | (46200 | Mileagz Allow a3 0 53 83 0 8l 0 83
14 N 18E0101  Office af lisiter 01 - 1. Gaveranr's Off | FI63I0 | Oit-nf-State: Transportation 974 n 974 a74 0 a4 o Sk oz
NLGA Cot
Hecords per page: (50 ¥
Actions Form ID Form Definition
1190 9200
Add Data
Line Sequence:* Natural:*
G
-
~ el

2019 Base Budget Changes:

Audit
Text:
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9.6.3.Click on the code and then Select. Note that you can also type in the code or name in the
Quick Search, wait for one second, and then select from the filtered list.

Quick Saarch:
|
Code selected: |1 000101 I "I Select l
Select Code & Name %]
@ 1000101 Director of Administration A
|:| 1000102 Central Business Office
| 1000104 Judicial Nominating Commission
O 1000105 Fiscal Fitness
O 1000938 Operating Transfer From RICAP
] 1000939 Meighborhood Health Plan Dental Program Grant
| 1000940 MISCELLANEQUS TOBACCO REVEMUES AFTER FY11
|:| 1000941 Miscellaneous Settlements
] 1000942 Operating Transfer from HRIC
] 1000943 Operating Transfer from State Fleet Revolving Loan Fund
[l 1000944 Donations - DD Providers
n 1000245 Operating Transfer from RIHEBC b
Reconds: 1 - 500 of 2069 - Pages: 1)

9.6.4.Enter an amount in any data column, such as 2020 Base Budget Changes shown below.
9.6.5.Click Save.

Actions Form ID Form Definition

1190 9200

Add Data

Line Sequence:® Matural:*

1000101 632001

Sadd Rad
Director of Administr  Information Technolc

2019 Base Budget Changes: | 5000 ) Audit [New Expensel
Text:

Closing Budget Instances
9.6.6.Click the Close button on each screen until you have returned to the list page.

9.7. Deleting Budget Entries

In order for the audit trail to be easy to follow, deleting rows is currently not allowed. Just type aQin
any field you wish to 'delete' and delete any text and Save All.

9.7.1.Double Click Row

9.7.2.Enter 0 to zero outthe amount field

9.7.3.Click Save All.
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9.8. Add an Attachment

9.8.1.Click Header if you need to add an attachment.

Base Form - Agency

Quick Search:

Enter search criteria here... Show Advanced Filters
Record Actions:

Form =

D Description Stage Agency

2 068 - DEPARTMENT OF
ko ADMINISTRATION 2204 fot

>

Records per page: |25 1%

This brings up the form in the 'Header' view.
Page Actions:
(Comment History) (Comment) (Submit) (Close)

Actions Instance ID Form Definition

1190 9200

Budget Form Header Dimensions

Stage Code:* Header Organization:
9201 068
Program Budgeting DEPARTMENT OF ADMINISTRA
Header Detail Budget

Form Last Last 2 .
Rowis Update User Submit Actions
y o | Eouse
= Records:1- Page || (A
Definition Name Header Organization
Base Form - Agency 068
Attachments

DEPARTMENT OF ADMINISTRATION

Description

Budget Header — Attachments tab

The Attachments tab contains the documents attached to the form. There are pre-defined file types
that are acceptable foruploads. If a file you want to upload is not a valid file type, contact Sherpa to
have that type added to the list of acceptable file types.

9.8.2. Click the Attachments tab.
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Page Actions:
CCo-mmeﬂt History) (Camment) (Submit)
Actions Instance ID Form Definition Definition Name Header Organization
1190 9200 Base Form - Agency 068
Budget Form Header Dimensions
Stage Code:* Header Organization:
9201 068
Program Budgeting DEPARTMENT OF ADMINISTRA
Header Detail Budget I Attachments l



9.8.3.Click the Upload File(s) button

9.8.4.Click Browse to open Folder Structure. If you getan Active X warning, please contact your
system administrator. You will not be able to upload a file until a change is made to your
Internet Explorer.

9.8.5.Select the File. Currently Word, Excel, and PDF are supported file types.

9.8.6.Click Upload button.

Budget Form Document Attachments

cl T
ID [ File Name {J Description
Upload File(s) There are no records available.

[ Modify Data

Records: 0 - 0 of 0 - Pages: 1

9.8.7.Click on View Files to see attachments that are on this form.

KB Budget Submit

Submission allows usersto move a forminstance to a differentstage. A user can have access to submit
aform instance to a stage even without the security rights to edit the form at the submission stage.

Budget Request 2018

Quick Search:
Enter search criteria here... Show Advanced Filters

Record Actions:
fn‘" n Description Stage  Organization 'R:'m“' ba" u";t' Submit  Actions
11634 5805 - IT Administration 2201 5805 36 11/30/2016 ul I
11670 5820 - Application Systems Development | 2201 5820 39 11/30/2016 ul (Submit) ( Header) | (Detacl)
11651 5830 - Computer Operations 2201 5830 60 11/30/206 | ul [
11652 5835 - Technical Projects 2201 5835 48 11/30/2016 ul (_Submit ) (_Header ) | (_Detail )

9.9.1.Select your budget form definition.
9.9.2.For the instance you wish to submit, click the Submit button.
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9.9.3.A Submit Budget Form pop-up window opens. From this screen, select the stage to which
you wish to submit (there may only be one) and click Submit. If you do not see a Stage
Code, this means you do not have security to submit. Note: you can submit to a prior
stage if your security allows this action.

Submit Budget Form 2]

Select a Stage:*

Select a Stage Code [Csubmit | (cancel )
5203 - OMB Analyst Review

Once submit is clicked, the budget request will no longer be visible in the list if the user does not have
security rights to edit at the new stage. In order to edit the instance a request that the form be sent
back to the user must be made to the system administrator.
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10. New Position Wizard
The New Position Wizard is present in several places in BFM, Decision Packages position tab and
Employee Maintenance. It works the same way in all cases.

Follow each step to completion. If you click Cancel or Back in many cases the position will be cleared
out and you will have to start over. This prevents partially-created positions from being put into the PCF

projection.

Form: | New Position Wizard

Step Description

Step 1 Position Maintenance - Add a Position Wizard
o Select the job class

¢ Enter a position code —
The code must be unique Step 10f 7
and you should follow the
following pattern-
Agency Number +Job
Class+Sequential Number

Job Class:* 00113900 S |
SECURITY MANAGER

Position Code:* NEWO068001

(e.g. 068001139001) I\
Step 2 Step 2 of 7
¢ Enter the Home
Organization to which o gk
gani: . NEW068001 00113900
they will be assigned SECURITY MANAGER
o Select a Position Status
|
Position Name:* CURITY MANAGER
Home (7081106 S *
Organization:  pyblic Safety Answering Point Bidg |
Bargaining Unit:* (" gg \ kd
Non-Union
Position Status:* |1 - Full-Time v

Salary Object:* [61 1000 - Regular Wages Vl
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Form: | New Position Wizard
Step Description
Step 3 Step3of 7
¢ No changes may be Position Code:* Job Class:*
. . NEWO068001 00113900
required on this Step. SECURITY MANAGER
o Review: default Step . — <
o Click Lookup Salary Table =
Salary Table: 7 agg | %] Salary Override: [ ]
to make sure the Salary Non-Union s e
. erride ry: X
Tat.)le / Step/ Gra(j,le ' o ooigfim > Non Step Table: g9 (%]
valid. If the report is blank Non-Union
. . . Step: (4 %]
there is an invalid 1 Per(e:::Z 100,000000
combination and must be Step Duration /] a SEe,
Table: 100.000000
corrected or a Salary _— Porcaatage:
:
Override should be ook Sey Tk
entered. Step '"‘;)’;: 03/01/2018
o Click Salary Override and [}
enter an Override Salary
to not use a salary table
lookup.
Step 4 Step 4 of 7
o No changes may be
required on this Step. Funding Start Date:*  9/1/2017
o Change the Funding Start Funding End Date:* " 12/31/2050
Date if you have specific Allocation Profile® ( NONE . &
information on when the
position will begin.
e Assign an Allocation
- C ts:
profile if those have been e
set up for your Agency. %
Note: If NONE is entered Active:
the Home Organization
will be created as the Next
allocation line.
Step 5 Steps 4 and 5 of 7: Assign Funding Dates and Allocations
¢ No changes may be o Fundi
. . unding nding ’ ;
required on this Step. Actions Start Date End Date Comments Allocation Profl | Active
e Click Edit to change = @ (Oelete) | 03012018 12/31/2050 NONE True
allocation line. Organizatio Fund Code  Account Home Active Allocation  Actions
o Click Add Allocation to add 3050105 0 611000 True True 100.0000 %
a new allocation line.
Note: Allocation lines
must total %100.
Step 6 Benefit ca"::uy Comments Active
¢ No changes may be e
. ) | STAT Statutory - OASDI and Medicare Defaulted from Job Class True
required on this Step. (eci) 1 (Delete)  NHREG New Hire/Vacant Regular Defaulted from Job Class True

o A setof default benefits
are assigned

o Click Add Benefit
Category to add
additional benefits or
other pays as needed,
such as uniform
Allowances
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\ Form: | New Position Wizard
Step Description
Step 7 Step 7 of 7
¢ Enter a Justification for Position Code:* Job Class:*
NEW068001 00113900

the position. This is a
required field.

If requesting multiple
positions for the same job
class, change the
Authorized Count to a
different integer value,
suchas 5

Enter desired Authorized
FTE to the position being
request. An FTE from O to
1 can be entered.

Select Vacant Option 1-1
to create one record per
Authorized Count

Click Finish and the
position is created

SECURITY MANAGER

Vacant Option:* | 1:1
Authorized

Count: 1

Authorized FTE: © 1.00

Overfill Flag: 4

Update Position Counts

v

Justification:*

Needed for new building.

11.

Specific Budget Form Instructions

The general instructionsin sections 8,9 and 10 are supplemented by the following instructions for each
form.

2025 Base Budget (9200, 9210)

The Base form should reflect the cost of current services based on projected FY 2025 costs. This form
excludes Natural Accounts for most salary and benefit adjustments, which are entered on other forms.

11.1.

Import-Export Notes

The editable columns are highlighted in yellow. The columns with an * in the column heading
correspond to the editable fields on the 9200 or 9210 form detail screens.

FEd9-o-QYRB|- F port_92(
Home Insert Page Layout Formulas Data Review View Add-Ins
NG v £
A B (€ D E F G H | J K
2019 2019
2019 |2019 Base| 2019 Base Total
Base |Statewide| Current Budget Base
1 LineSeq | LS Name | Program |Natural Natural Name Budget | Adjust. |Svcs Base| Changes® | Request | Justification®
2 1825101 |General Ass{General Ass{614001 |Overtime 0 0 0 1 0 Test1
3 1825101 |General Ass{General Ass{640100 |Building Maintenanc{60,000 80 60,080 -60,000 80 Budget reduction
4 1825101 |General Ass{General Ass{641100 |Maintenance/Repair| 7,500 90 7,590 152 7,742 New Text
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12. Contracts

The base budgetform will be used to create contract budgetrequests. As noted above, the base budget
form will display all the accounts that were used in the prior year actuals or current year ado pted
budgets. In some cases, you will need to add a new account for the budget request.

12.1. Reports

12.1.1. Run report 106 — Contract Summary to see the contract natural entries.
12.1.2. Upload the Contract Details template to the base budget form.
[
X%

BR-3B.xlsx

13. Decision Package — 2024 Revised / 2025 Budget Request
(9230)

* Decision Package:

v" Agencies will be asked to input their outyear forecast for constrained and unconstrained
Decision Packages in the BFM budget form. If the outyear field is left blank, the Budget
Office will assume that the proposal’s outyear impact will remain steady and will apply
standard growth rates to estimate outyear costs. However, if proposals have unique
outyearimpacts (forexample, if a proposal begins six months into a fiscal year, or there are
expected changes in caseload across years, or a proposal is a one-time expense and does
not have outyear costs) agencies should include their outyear estimates in the Decision
Package form.

v" The Decision Package form include revenue natural account codes, which will allow
agenciesto create Decision Packages with revenue impactin BFM. The inclusion of revenue
natural account codes on the BFM Decision Package form will allow agencies to submit
stand-alone revenue generating proposals as wellas comprehensive proposals that include
both revenue and expenditure components. This change will also allow for a more efficient
tracking of such proposals across agencies and throughout the budget development
process. If you have questions about utilizing revenue natural account codes on the
Decision Package form, please contact your assigned Budget Analyst.

v" While base budget changes can continue to be submitted through the BFM base budget
form, as has been the case in previous years, agencies will also be able to submit base
budget changes utilizing the Decision Package form in BFM. Alongside “Constrained” and
“Unconstrained,” agencies will now be able to select “Base Budget” in the dropdown
menu on BFM Decision Package form.

v" The base budget change Decision Package is provided as a convenience to agencies that
wish to group changes together or provide additional detail in the item description field
abouta given change. Agencies should group base budget changes by program and provide
explanations for each shift within the BFM item description field. For more complicated base
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budget changes, which generally would include changesto a line sequence thatare less than
either $10,000 or 10% of the line sequence value, whichever is larger, agencies should
include additional analysis and contextual information in BFM. Note that small shifts may
not require detailed narratives but would still benefit from explanation to Budget Office
analysts.

v' Base Budget changesin the Decision Package are reflected in both constrained and
unconstrained Decision Packages in the Agency Request.

Note that:
* Decision Packagesare zero-based requests that group togetherrelated line items thatimpact
services.

* The Decision Packages will be evaluated in their entirety (approved/rejected) or may have
line-item adjustments in future phases.

* Budget impact statements are produced as reports based on the data entered in this form.

* New positions or adjustments to positions can also be made in this form.

* Assigna Type that indicatesif it is part of the Constrained, Unconstrained or Base Budget
request.

13.1.1. Go to Budget Formulation / Decision Package - Agency (9230) forms.

Unlike base forms, there are no Form Instances created as a starting point for Decision Packages since
they are zero-based. Once you create a new Decision Package it will appear on the screen shown below.

Form Form Last Last

D Description Stage Agency Rovis Upd User Submit Actions

1211 DOA New Initiative 9231 068 1 5/31/2017 ENDUSER?

Records per page: |25 ¥ - Records: 1- Page: 1

13.1.2. Click Add New to create a new request.

Budget Form Data Entry - Add Now

Create a New Budget Form

Form Definition® [ 2220 - Decision Package ~|

stage= [Sainct a Stage Core ~|

Agency:®

Name:*

o
< oancaly
{_sSave ) ( Cancal

13.1.3. Select the Stage, Agency and enter the Name. The name is a short-text description of
the request; long text descriptions are available in the Narrative tab. Click Save.

AVOID USING any special characters in the name as this will cause issues in the
database. Special characters include, but not limited to, the following (#,@,%,&)

13.2. Header Detail tab

13.2.1. Type: assign a type of Constrained, Unconstrained or Base Budget. If multiple
Constrained scenarios are required, additional options may be available.
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13.2.2. Rank: assign an approximate numerical rank for how the request should be considered.
13.2.3. Save before leaving the tab

Stage Code:* Header Organization:
[ 9231 ] [ o }
Agency Stage 1 General Assembly
Header Budget Position Tab Revenue Tab Narrative Evidence/Evaluation Attachments
Name:* [ 011 - General Assembly ] | Save ‘

wee [ v]
Agency
Recommendation: Rank: :]

* Budget Article
Required: —

Ave

Select a Value ...

Type: [EESLGLEN
Constrained to Target
Rank: || constrained

* Budget Article
Required: D

13.3. Budget Tab
Complete the budget tab; this works in the same manner as other forms except it is zero-based so you
must Add New foreach new Line Sequence/ Natural combination and/or use the Export/Import option.

If you no longer want to budget a particular line sequence/natural, you must zero out the entire line.
Because everything is audited in BFM, there is no deleting of rows.

Budget Form Lines

D Form Agency Form Name Expense Revenue

10126 | 9230 011 - General Assembly Decision Package - Agency

Quick Search:

[ enter sea

Actions:

((add New ) (Copy ) (Zero Out ) (Screen C ) (Action C ) (Validation Configuration )

s 2022 2023 2024 2025 2026 2021
Row pto  LineSeq  LSName Source - Program  Revenue Category Natural - Natural Name Budget Budget Budget Budget Budget Budget
There are no records available
Records per page! |50 ¥/ - Records; 0-00f 0~ Pages: | 1< || «¢ | 1 |

13.4. Import-Export Notes
This form will not have any details to download as they are zero-based requests. Export to Excel to use
the spreadsheet as a template for your detailed upload. The Line Sequence, Natural and Revenue
Category columns will need to be filled in with valid codes.

The editable columns are highlighted in yellow. The columns with an * in the column heading
correspond to the editable fields on the 9230 form detail screen.

AutoSave e~ B2zl 7 B = FormExport 923010126 20210726xisx - Read-Only - Excel £ Search
File Home Analyze Design Insert Page Layout Formulas Data Review View Developer Help ACROBAT
s =
T L:A ot Calibri it AN | E== Dy BWapTet General = = @ Normal Bad Good
e LE1Copy > —_—
Paste o [ AL  =E=E= == 8 - .9 €0 .00 C { Explanatory Input
= Sromatpantes | B LU e o A | E=E=|=5 [E5] Merge & Center $~% 9 %%
Clipboard 1 Font = Alignment 1] Number = Styles
D15 * fe
A B | 5 D E F G H 1 J .

1 :Ir.inéWSeq ‘Revenue 6ategory ‘Natural 2022 Budget Request® 2023 Budgei Request® 2024 Budge} Request® 2025 Budgei ﬁequest‘ 2026 Budgé{Requen‘ 2027 Budgei Request® Justification®



13.5. Position Tab
13.5.1. If there are position adds/deletes click on the Position Tab.

Positinp / Employee Actions: Page Actions:

Ne @sition) (Employee Changes) CCaIcuIate) (Close)

13.5.2. Click Employee Changes to make updates to an existing employee that should be
associated with this Decision Package. For example, a 50% employee may be moving to
full time or you are not filling a vacancy to meet Target, so you inactivate an Employee
record. Go to the Employee Maintenance section of this document for specific
instructions.

13.5.3. Click New Position to add or delete a generic position. This takes you to the New
Position Wizard, whichis accessible both in the Decision Package form and the Personnel
Adjustment forms. The New Position Wizard is described in section 10.

13.6. Revenue Tab

Enter your notes related to revenue. This can be copied from another source with copy/paste. Click
Save when done.

Header Budget Position Tab Revenue Tab Attachments

Revenue Notes:

Save

13.7. Narrative Tab

Complete all narrative fields, if applicable. Each field should provide a short narrative. Please avoid
entering N/A in a field as this may delay Budget Office review of the request.
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|Save|

Header Budget Position Tab Revenue Tab

Timeline for
Implementation:

Opportunity
Statement:

Relationship to

Proposal
Overview (brief):

Proposal
Details:

Timeline for

Marrative

Evidence/Evaluation

Attachments

General Assembly

Comparisons:

Agency Mission: Outcomes:

T Information

Inf ac: Technology

pact: Needs:

Statutory Federal/Other

Implications: Funds Impact:
State Future Expected

Costs:

FTE Details &
Requirements:

13.8. Evidence/Evaluation

Tab

Complete the narrative fields. Refer to the field descriptions in the links drop down within BFM.

_

FM Reporting - Log In Required
EFM Reporting
Guide: Internet Explorer Hints

Guide: Decision Package Marrative Fields Quick

Guide: 2023 Budget Instructions

Guide: 2023 BFM User Guide

Guide: BFM Reporting Inventory

Guide: 2024 Capital Budget Instructions
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Stage Code:* Header Organization:

) (a

OMB Analyst Review ALL AGEMNCIES

[¥¥)

042

Header Budget Position Tab Marrative Revenue Notes Evidence/Evaluation Attachments
| Save |

Evidence Scale
Ranking

Anticipated
Outcome/Impacts:

Existing
Performance
Data:

Description of
Evidence Base:

Forward-Looking
Evaluation
Opportunities:

13.9. Reports

13.7.1. Run report 105 — 2023 Decision Packages to see the entire package together.

13.7.2. Report102 - Agency Revised Budget Summary displays revised budget data. This report
is used to verify total budget amounts entered in the various budget forms that comprise
the budget request.

14. Federal/Restricted Account Balances (9270, 9470)

The BFM Federal/Restricted Account Balances BR-7form will produce the required balance forwards in a
report.

Note: supplemental instructions will follow for certain exempt accounts.

14.1.1. Start with Report 107 — BR-7. Run the report and use the Input Controls to navigate to
the Line Sequence you wish to view.
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14.1.2. Below is an example of the report along with annotations for the source of the data.

069 - DEPARTMENT OF HUMAN SERVICES
2275101 - Family and Adult Services

2020 Revised 2021 Agency
Budget Request
Balance from Prior Year 676,935" 623,517
Plus: Balance Adjustments 100,000? NA®
Plus: New Receipts/Grant Award 2,100,000° 2,200,000”
Minus: Indirect Cost Recovery 250,000* 250,0008
Equal: Total Available 2,626,935 2,573,517
Minus: Expenditures 2,003,418° 1,609,126°
Equal: Balance Forward (to new year) 623,517 964,391
Report: 107 BR-7
Annotation Description
1 Uploaded from external source
2 BFM BR-7 budget forms 9270,9470 — BPYA Natural (a 'fake' Natural account to store this data)
3 BFM BR-7 budget forms 9270,9470 — NRGA Natural (a 'fake' Natural account to store this data)
4 BFM Revised Budget forms 9220, 9250, Natural 649500
5 BFM — all budgeted expenditures other than Indirect Cost Recovery
6 Do not enter values for the budget year balance from prior year adjustments.
7 BFM BR-7 budget form — NRGA Natural (a 'fake' Natural account to store this data)
8 BFM Base Budget forms 9200, 9210, Natural 649500
9 BFM — all budgeted expenditures other than Indirect Cost Recovery

> Example of Budget Form for Indirect Cost Recovery

Audit 2019 2019 Base 2019 2019 Base 2019
Row Trail Line Seq LS Name Prog N I N | Name Base Statewide Current Budget Total Base
Budget Adjust. Svcs Base Changes Request

~

279 ~ F 649500 ndirect Cost Recovery 250,000 0 250,000 0 250,000

237 Example of Budget Form for Balance adjustments and new grant award

Quick Search:

22751

Record Actions: [/\x}
(Aca New) (Zero Out) (Screen Configuration ) (Validation Configuration )
Audit
Row Trail Line Seq LS Name Program Natural Natural Name 2018 2019

~

~

14.1.3. Gotothe 9270 or 9470 BR-7 budgetforms and enter any new receipts, grant awards, or
adjustments to prior year balances. Notes:
o Do not enter data for adjustments to prior year balances in the Budget year
o Thereis only one form forboth Revised and Budget years. This differs from other
forms.
14.1.5. Gotothe 9200 or 9210 Base budgetforms to update your Indirect Cost Recovery values.Refresh the
14.1.6. 39



107 reportas neededtosee the updated values Submit your forms when completed with our entries.

14.2. Import-Export Notes

The editable columns are highlighted in yellow. The columns with an * in the column heading
correspond to the editable fields on the 9270 or 9470 form detail screens.

@ H 9~ B Vel
Home Insert Page Layout Formulas Data Review View Add-Ins
D7 v &
A B C D E F G H | J K
Line Natural 2018 2019 Justification /
1 Sequence| LSName | Program | Natural | Name [Revised® | Budget® | Methodology™
2 1830101 |Audit of FedqAuditor Ger|BPYA Adjustmen 100 200|Test 1
3 1830101 [Audit of FeddAuditor GerfNRGA New Rece 300 400|Test 2
4
5

14.3. Reports
107 - BR-7 Report

15. Strategic Planning — Updating Measures and Agency Text

This form has two purposes, to create new performance measures, update existing measure
descriptions, and update Agency Text for the budget book Volumes 1-4. Reports for this section are
found in folder 3.3 Performance Measures.

15.1. Update Agency Descriptive Information

Go to Budget Formulation / Strategic Planning
Locate the agency you wish to update and Edit.
15.1.1Paste in the values for Mission, Agency Description, and Statutory history from the
budget document or other source. Notes:

o The Strategic Initiative and Strategic Issues tabs are not used at this time.

o Insome cases, special formatting may existin the current descriptions. The text boxes
provided are unformatted text so items such as bullets or CTRL+Return paragraphs
should be checked when you save to ensure the text looks correct.

o Arich textoption may be offeredinthe future to allow forformatting in the printed
document.



Org:* _ Short Name:* . i .
068 DEPARTMENT OF ADMINISTRATION

Parent Code:

~

)

Strategic Initiative Strategic Issues

Agency Mission:

To manage the State's financial, human, and other resources in support of other state agencies carrying out their
responsibilities to provide the citizens of the State of Rhode Island with the most responsive and cost effective services
possible. To oversee the provision of statewide supportive services to all departments and agencies in conformance with
legislative and policy mandates. To ensure that programs of the Department are efficiently organized and implemented.

-
Agency Dscr: | 10 Department of Administration provides supportive services to all Rhode Island departments and agencies for

effective coordination and direction of state programs within the framework of a changing administrative and fiscal A
environment. The department also provides policy direction for executive leadership in a variety of financial and
administrative matters. It is responsible for the statewide implementation of policy decisions and delivery of services v
administered and supported by the state. The Department, headed by the Director of Administration, includes the

A R

nranrammatic functinne af Cantral Mananaman + Lanal Candirae Arcaiinte and Cantral Mananamaon + and Rudnat

Statutory Hsty: The Department of Administration was created in 1951 to consolidate central finance, purchasing and management

functions of state government. R.I.G.L. 42-11 establishes and provides for the organization and functions of the
Department of Administration.

‘ Screen: | Strategic Planning — Agency Level
Field Description
Agency Mission
Agency Description A general description of the agency, its organization, programs and overall
objectives should be provided. This section should provide the reader with an
understanding of the agency’s operations, why the agency exists, what
services it provides, etc.

Agency Statutory
History

16. Personnel Changes — Employee Maintenance

16.1. Employee Maintenance
Employee maintenance is used for making updates to your existing set of employees. Generally, these
would be:

e Incorrect steps from the HR data

e Home organization (where an employee is assigned)

e Changesin allocations
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Add missing benefits or supplemental pays
Updates to Job Class (be careful to ensure step/grade/salary table are correct)

16.1.1. Go to PCF/Employee/Employee Maintenance

v Budget Management Chart of Accounts Administration
Projections »
Position 4

' [bm

Use the search limiters at the top of the page to find the employee.
e Record Status: Not commonly used but may be of useful using 'Updated Today' or you can view
what the other filters do for your employee set.
e FilterCriteria: Choose an option, such as Employee Last Name or shown below, Position Code.
Then, put in the value in the 'Search Limiter Text' in the column on the right.
e Click Apply Criteria to search.

Employee Maintenance

Filter Criteria - Record Status:

[All Employees V}
Filter Criteria - Search Limiter: Search Limiter Text:
[Posntion Code V[ NEW Apply Criteria
Record Actions:
(Add New Employee) (New Position W-zard) (Dupl«ca!e Employee) (Screen Conﬁguranon) (Export to XLSX) (Imooﬂ from Excel)
Home Job Fndg  Alloc
Position Employee Last Name First Name 0 a BU L L Active  Actions
(| NEW068001 71116 Vacant Vacant 7081106 | 00113900 | 99 1 1| Tre
Records per page: |S0 ¥ - Records:1- Page: |14 | <« 1

16.1.3. To change employee information, click Edit. There are three tabs that are generally of
interest.

Employee Tab
Update an Employee Record

Employee Code:* Last Name: First Name: M
Z1116 Vacant Vacant Vacar Save
Employee j Salary Projection Validation System
Position:* " NEW063001 DR * Active:

SECURITY MANAGER

Assigned: V]
Job Class:* 00113900 S |
SECURITY MANAGER Vacant: ]
Home (7031106 N | Needed for new building.

Organization:*  pypjic Safety Answering Point Bidg Reno\ i .
Justification:

Bargaining Unit:*  gg . kd

Non-Union

Employee

Status" 1 - Permanent Full-Time il
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‘ Screen: | Employee Maintenance — Employee Tab

Position Cannot be changed.
Job Class The current employee job class.
Home Organization Line sequence to which an employee is assigned.
Employee Status Status indicates the type of position (Full-Time or Part-Time/Temp/Seasonal
Active Click Inactive to make the employee inactive; inactive employees will not
project budget costs.
Vacant Indicates a vacant versus filled position.
Justification If changing an employee record enter a reason for the change.
Salary Tab.
Update an Employee Record
Employee Code:* Last Name: First Name: Mi:
Z1116 Vacant Vacant Vacar
Employee _ Projection Validation System
Salary Table: " jag0 SO * Salary Override: [ ]
e p— Override Salary: (0,00
Grade: (008274 - a Non Step Table: (gq SO x|
00827A
Non-Union
Step: (4 - Salary
1 Percentage: _100.000000
e
100.000000
Step Duration /1 S x| Percentage:
Table: one step Employee Count: (g )
Step Increase Employee FTE: ' 1.000000
Date: _03/01/2018

Screen: | Employee Maintenance — Employee Tab

Salary Table For employees on a salary table /step / grade this drives salary costs.
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\ Screen: | Employee Maintenance — Employee Tab

Field Description

Grade For employees on a salary table /step / grade this drives salary costs. Must
be valid for the Salary table selected.

Step For employees on a salary table /step / grade this drives salary costs. Must
be valid for the Salary table and Grade selected.

(Lookup Salary Table ) Click this button to ensure the salary table /step / grade are valid. A blank

report indicates there will be no salary calculated.

Step Duration Table

Generally this will not be updated; this drives when the next step will be
realized.

Step Increase Date

The anniversary date of the next step increase, works in conjunction with the
Step Duration table.

Salary Override

Check this if the employee is not assigned to a salary table/grade / step

Override Salary

If Salary Override is checked, this is the salary that will calculate.

Non-step table

Drives when Salary Override employees will receive changes in salary.

Salary Percentage

Generally 100%. Assign a factor if a salary should be a percentage of full
time. For example, a 60% value will multiply the full salary calculation by .6;
used for part time people in full time positions.

Benefit Percentage

Generally 100%. Assign a factor if a fixed benefit should be a percentage of
full cost. For example, a 0% value will multiply the fixed benefit calculation
by 0in the case of an employee notreceiving benefits. 50% may indicate an
employee who only receives half benefits.

Employee Count

1

Employee FTE

Generally 1; an FTE can be between Oand 1.

Employee Allocations

To Change an employee’s allocation, click the Allocations button at the top of the page

Page Actions:

Allocanons)

(Benems) (Audxl T73I|) (Screen Conﬁgura(:on)

Position

INEWO068001

Update an Employee Record

Last Name:
Vacant

Employee Code:*
21116

Employee Salary

Position:* " NEW068001
SECURITY MANAGER

Job Class:* 00113900

SECURITY MANAGER
Home
Organization:*

7081106

Bargaining Unit:* 99
Non-Union
Employee

Status:*

1 - Permanent Full-Time

Employee Code Last Name First Name Home Orgn Job Class
Z1116 Vacant Vacant 7081106 00113900
First Name: Mi:
Vacant Vacar
Projection Validation System
@ actve:
+ Assigned: V!
o %] )
W Vacant:
- Needed for new building

Public Safety Answering Point Bldg Renoy

Justification:

v

The Manage Funding Dates and Allocation window opens.
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Funding Dates Actions: Page Actions:

(Add New Funding Date) (Duplicate Funding Date)

Allocation Record Actions:
(Add New Al(ocation) ( Duplicate AIIocation)

At Funding Funding

= l[ 03/01/2017 12/31/2050

Organizatiol Account Home Active Allocation Actions

100.0000 % |

7081106 611000 False True

Click Edit on Funding Date line.

The Update Funding Date window will open.

Update Funding Dates Record

Funding Start Date:* 09/01/2017
Funding End Date:* 12/31/2050
Allocation Profile:* NONE

Comments:

Active: @

Start Date End Date Comments

Allocation
Allocation Profile Active Total
NONE v 1000000 %

Here you can adjust the Funding Start/End Date of the employee record. This date controls the dates
the employee will be projected. The Funding Start Date was loaded as the Hire Date for allemployees

and is defaulted to 9/1/2018 for all new vacant position requests.

Adjust Funding Start and End Dates as needed.

16.1.6. Search for Allocation Profile to select an allocation profile that has been established for
your agency. If NONE is entered the employee’s allocation will default to the Home

Organization.
16.1.7. Click Save

To Edit the Allocation lines
16.1.8. Click Edit on Allocation line.

Funding Dates Actions: Page Actions:

(Add New Funding Date) (Dupﬁcate Funding Date)

Allocation Record Actions:
(Add New AHocation) (Duplicate AIIocation)

S Funding Funding
Actions StarDate End D Comments
= I 09/01/2017 12/31/2050
Organizatio Account Home Active Allocation Actions
;
7081106 611000 False True 100.0000 % | (Delete )
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The Edit Allocation window will open.

Edit Allocation For Funding Date Range / Employee Record

Funding Date Range:* |9/1/2017 - 12/31/2050 bt Aliocation:™ 100.000000
Organization Code:* 7081106 £d (Calculate Remaining Allocation)
Public Safety Answering Point Bldg Reno\ Home: [
Account* (511000 - Active: [V
Regular Wages =
Default allocation for none
Comments:

Close

16.1.9. Use the Organization Search to select a new Line Sequence.
Note: Account (Natural) can be changed to Part-Time/Temp/Seasonal if needed.

16.1.10. Change Allocation percent if needed. Note: The allocation percent for the
employee should equal 100%.
16.1.11. Click Save.

If an additional Allocation Line is needed, click the Add New Allocation Line or Duplicate Allocation
buttons to add a new allocation line.

Note: Allocations: Salary Amount x Allocation Percentage

v ldeally allocation percentage should equal 100% for each funding date

v" An allocation percentage under 100% will cause salary to be distributed less than calculated salary amount
v An allocation percentage over 100% will cause salary to be distributed greater than calculated salary amount

Funding Dates Actions: Page Actions:

(Add New Funding Date) (Duplicate Funding Date)

Allocation Record Actions:
I(Add New Al(ocation)

|( Duplicate Allocationj

Actions ;l:.:i;:u :::'g';fe Comments Allocation Profile  Active m";:::“
= I 09/01/2017 12/31/2050 NONE v 100.0000 %
Organizatio, Account Home Active Allocation Actions
7081106 611000 False True 100.0000% (Edit)| (Delete )
16.1.12. Click Edit on new Allocation Line.
16.1.13. Use search buttons to select desired Organization and Account codes.
16.1.14. Enter Allocation percent.
16.1.15. Click Save.
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Employee Benefits
To Add/Change an employee’s benefits click the Benefits button at the top of the page

Yage Actions:

Allocanons) (Beneﬁ!s) (Audl( Trall) (Screen Conﬂguranon)

Actions Position Employee Code Last Name First Name Home Orgn Job Class

NEW068001 Z1116 Vacant Vacant 7081106 00113900

Update an Employee Record

Employee Code:* Last Name: First Name: Mi:
Z1116 Vacant Vacant Vacar
Employee Salary Projection Validation System

The Manage Benefits window opens.
Benefit Category Record Actions:  Page Actions:

Benefit Category
Actions Categary Name Comments Active
| STAT Statutory - OASDI and Medicare v
| NHREG New Hire/Vacant Regular v
16.1.16. Click Add New to add a new benefit.
16.1.17. Use Search window to select desired Benefit.
16.1.18. Click Save.

Note: The Medical, Dental, and Vision and Retirement plans were loaded from HR. Additional
supplemental benefits were also loaded from HR. The planning values were used to load vacant
positions.
Benefit Percentage: Fixed Benefit Amount x Benefit Percentage
*  Employee Benefit Categories
v" Employee must be assigned at least 1 benefit category

Projection Tab

Click the Projection Results button to see the results of the last projection. If the Projection Date/ID are
not showing valid information the employee has not yet been projected and there will be no results / it
will not yet show in your budget.

Employee Salary Projection Validation System
Projection Date: ' 07/15/2017
Projection ID: (208
Extract Date: 7/15/2017
Longevity Date: ' 01/01/1900
Projection Valid: [:
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Projection Results shows the details of the last projection.
Projected Employee Results

Close (Export to Excel

Fiscal 2 Benefit
Year Code

oV
0ASD
£T ees
visv $105.00
Total $34,79451
otal Salary $47,500.89
o $82,295.
Records perpage: (100 | - Records: 11 - Page: 1

16.2. Allocation Profiles

Allocation profiles are only in use by certain Agencies (currently 028, 076, 069). For those not using
them, ignore this section.

16.2.1. Go to PCF/Employee/Employee Allocation Profiles

S| SBudgetManagement ,  Chartof Accounts ,  Administration .

»

(b

16.2.2. Click Add New to add a new Allocation Profile
16.2.3. Enterin a code anda name. Codes will begin with your Agency code. Follow the pattern

established in existing records.
Allocation Profile Header - Add a new Code

Code:* 0681234

Name:* { New Profile

%

Attributes
16.2.4. This can be left blank, or enter Description, Comment as needed.

Code:" Name:*

0681234 New Profile (Ciose)
Attributes Allocation Profile Detail System Maintained
Short Name: Active: ¥
Description:
Comments:
Security Code:
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16.2.5. Click Manage Allocation Profile Tab/ Manage Allocation Profile Detail button.

Code:* Name:*
0681234 New Profile
Attributes Allocation Profile Detail System Maintained

Allocation Profile Detail: (Manage Allocation Profile De:an)

Detail Records:* 0 l}

16.2.6. Click Add New button.
Allocation Profile Detail

Use this screen to assign one or more Rate Records to this Allocation Profile Header.

Allocation
Allocation Profile Header Name
Percentage
0681234 New Profile
N
Home Allocation
Fund Code Organization Code Account P Actions
Flag ercentage
There are no records available.
Records per page: | 100 ¥ - Records: 0 - Page: 1

16.2.7. Use Organization Search to select desired Line Sequence Code.
16.2.8. Use Account Search to select Salary Natural (611000).

16.2.9. Enter Allocation percent.

16.2.10. Click Save.

Add Allocation Profile Detail

[
Organization 1000101

Code:* pj of A

Account:* 611000
Regular Wages
Allocation:* 100

Home:

Save Cancel

Click Add New to add additional allocation Lines. Note: Allocation lines should total 100%.
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16.3. Turnover Expectancy
BFM will calculate a vacancy credit to represent the turnover expectancy. There is a 0 FTE employee
record created torepresentthisturnover expectancy foreach line sequence which has personnel data.
The employee records begin with VC and end with the line sequence code.

16.3.1. Goto Employee Maintenance, search for Employee Last Name: Turnover or Employee
Code: enter the line sequence.

Search for Turnover
Employee Maintenance

Filter Criteria - Record Status:

|NI Employees V‘
Filter Criteria - Search Limiter: Search Limiter Text:
| Last Name V‘ Turnover Apply Criteria

Record Actions:

CAdd New Employee) (New Position Wizard) (Duplicate Empluyee) (Screen Conﬁguraiicn) CExport to XLSX} (Import from Excel)

o f Home Job Fnd, Alloc i S

Position Employee Last Name First Name BU g 9 . . Active  Actions
Orgn Class Lines  Lines

+  VC1000101 VC1000101 Turnover Expectancy 1000101 99999999 | 99 1 1 True I~

*/| VC1000102 VC1000102 Tumover Expectancy 1000102 | 99999999 99 1 1 Tree

Search for Line Sequence — you may have more rows return than just the turnover record
Employee Maintenance

Filter Criteria - Record Status:

iAll Employees V‘
Filter Criteria - Search Limiter: Search Limiter Text:
] Employee Code Vl 1000101 Apply Criteria

Record Actions:

(Add New Employee) (New Position Wizard) (Duplicate Employee) (Screen Configura:iun) (fxp;)rt to XlSX) (lmpcr‘t from Excel)

Position Employee Last Name First Name 2:;: JC‘I,:ss BU Ei'::z a:::: Active  Actions
+/ | 100010100130 100010100130 1000101 | 00764900 99 1 1 True
I+ | 100010700131 100010100131 1000101 | 02590600 99 1 1 True
+ | VC1000101 VC1000101 Turnover Expectancy 1000101 99999999 | 99 1 1 True

16.3.2. Editthe record

16.3.3. Goto the Salary tab and enter the turnover amount in the Override Salary field. The
amount should be positive since the COUNT is -1, it will result in a negative calculation for
salaries and benefits.

16.3.4. Variable benefits are automatically applied (Medicare, Social Security, 401AH, ASSESS
Benefit — Full, Retirement — State Employees)

16.3.5. Fixed Benefits can be applied by changing the Benefit Percentage. Fixed benefits
include Dental, Health, and Vision. Type in the percent of fixed benefits to apply. O will
apply no fixed benefits. 100 will apply 100% of the fixed benefit amount. 300% will apply
3 times the fixed benefit amount.

50



Employee Code:* Last Name: First Name: Mi:

7VC10001 01 Turnover Expectanc
Employee Salary Projection Validation System
Salary Table: %] Salary Override:
Unclassified S
Override Salary: $0.00
Grade: ij \
roce 00000A - Non Step Table: | g9
00000A -
B Non-Union
St (1 s - Salary
1 Percentage: 100‘00000?
) P taa0: 100.000000
Step Duration (4 kd Sxeiiage:
Table: one step Employee Count: -
St .
ep Increase 09/01/2020 Employee FTE: 0.000000
Date:
16.3.6. Click Save when done. The next time a projection runs these changes will be added to
the budget.

17. Agency Submission Attachments (5400)

This form only has an attachments tab. Attach any required documents such as the Letter of Transmittal.

18. Agency Submit (9900)

The form allows a userto submit a set of forms at once and for clients to define special functionality as
needed to execute along with the submit.

18.1. How to Submit
18.1.1. Go to your Agency Submit form and click Header.

Agency Submit

Quick Search:

| 325 Show Advanced Filters

Record Actions:
(Add New) [Create Budget Forms) ( Screen Configuration ) (Action Conﬁguration]

Form Last Last

Form Ea s x =

D Description Stage Organization: Scenario 5 Hini update TS Actions
Department of Human Services

9816 P 9013 325 Yes 0 7/17/2020 enduser

Records per page: |50 | ¥ - Records: 1 - Page: 1

18.1.2. Review the budget entries, click Submit Entire Budget
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| Record Actions:

18.1.3. Click Submit. Note, if you wish to use system workflow, click the Email Recommended

(Submit Entire Budget)l( Screen Conﬂguration) Close
Header ID Org Form Name Stage Status Rank Type
B00002 - Clinical
17 1783 In Progres:
355 325 B0 | annstics b 8 rogress 0
356 325 1780 | b Slietions 1783 In Progress 0
Disease Isolation Room
T I ~ h
9847 325 1720 echnology. support shift.| 4, In Progress 0
to ITD
8516 325 1720 | Reduce Legal Services 1723 In Progress 0 wo
9848 325 1720 | Reduce HR Services 1723 In Progress 0
B00001 - 5.C. Behavioral " 3
354 325 1780 Health Hospital 1783 In Progress 5 MAD
live
9849 325 1720 | ShiftService Delivery for | In Progress 0
DD to contractors
6995 325 T700; | CcperHnenkofhuman 1793 In Progress
Services
-
3515 325 170, | Reduce24Houpcoverage] o, In Progress 0 ciz
at Grand Forks
523 9= 47on | B0O000O - Hospital 1705 pae s a
Records per page: |50 ¥

Analyst

Gov Rec / OMB Mgr
v

v

Expense Revenue

$4,825,000 $0
$845,000 $0
(8279,902) $0
($2,060,311) $0
($436,818) $0
$8,480,900 $0
(8391,988) ($62,400)
$2,950,000 $4971,144
(8729,856) $6,200

¢&ne2 0nn

€n

$4,825,000

$845,000

($279,902)

($2,060,311)

(3426,812)

$8,480,900

(§329,528)

(§2,021,144)

(8736,056)

€& ned 0nn

- Records: 16 - Page:

Users box; this will email users that have access to the stage to which you submitted your
budget. Workgroups will most likely not be used for Agency Submit forms.

Submit Budget Form

Configuration

Select a Stage:*

9913 - OMB Analyst Review M

Email Recommended
Users:

Add Workgroups

Workgroups:

Emails:

@ Emails all users having access to the submitted stage and org

19. Attachments — All Forms View (5500)

The form allows a user to see all documents attached for their agency. The form refreshes automatically.

-
Base Budget Form - Agency (9200) I
Decision Package - Agency (9230)

J Budget Review
Strategic Planning
Performance Measures - Agency (9260)

! Fed. and Restricted Rec. Rev - Agency BR-7 (9270) .

r Estimated Departmental Revenues (9410)
Departmental Receipts Narrative Info Form —BR 9
Agency Submission Attachments (5400)

Capital (9500)

Agency Submit (9900)

I Attachments - All Forms View (5500) I

Budget Form Header

(Comment History J ( Comment] (Submit]

( Configuration )

All Forms View

Instance ID Form Definition Definition Name
10174 5500 Attachments -
Stage Code:* § Header Organization:
5501 074
Agency Stage 1 Department of Environmental M

Header Organization

074
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20. Authorized Red Balances (9240)

This form is used to create Authorized Red Balance (ARB) entries. These will be approved using the same
workflow as other budget entries but will be reviewed, and if approved, sent to the financial system
apart from the rest of the budget process.

Since this is a zero-based form, click Add New to create an ARB.
Revised Budget ARB

Quick Search:

Record Actions:

(Add New)
Form Descri Form Last Last Acti
D ation @ Slos geney Rows Update User Sl
Records per page: |25 ¥ ecords: 1

Submitthe ARBto your OMB Analyst, who will route through approvals and initiative the process to load
the data to RIFANS.

20.1. Reports
501 - ARB Details

21. BFM Reporting

21.1. How to Access BFM Reports

e Access through BFM Links: Log in to BFM and click on the Links dropdown / BFM Reporting

v

21.2. Multiple Sessions
Use CTRL+N to open up two sessions of Internet Explorer. This will allow you to have reports open in

one tab and the BFM application open in another window. You can enter data in BFM and refresh
reports. This is especially useful if you have two monitors.

21.3. Logging In

Single-sign on is used to log onto Bl Launch Pad, there is no second log in.
22. Running Reports
22.1. Basic Navigation
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_ My_ljocunﬁfs

Folders
B ! Public Folders
E I 3 Agency Reports

#1031 Budget
‘ =1 3.2 Personnel
| 3.3 Performance Measures and Strategic Planning
| 3.5 Projects
- |

| 3.7 Required Agency Submission Reports

22.1.1. There are two tabs in the upper left, Home and Documents. Click on Documents to see the

report folders.

22.1.2. There are sliders on the left hand panel that are a bit tricky to use. The first is My Documents,
where any personal documents may be saved, but this is not heavily used.

22.1.3.  Foldersis where all standard reports are housed. The active slider is above the white space;
in this screen shot Folders is Active. If My Documents is Active, Folders is all the way at the
bottom of the screen. When you click on Folders it will slide to the top and open up the

Folders section.

22.1.4. Cli;k on t_lje plus to the left of any folder to expand the folder structure.

My Documents

Folders

37
i

1l

) public Folders

3 Agency Reports

i
ﬂ —! 3.1 Budget

i
“ﬂ I 3.2 Personnel
"1 3.3 Performance Measures and Strategic Planning

") 3.5 Projects

Submission Reports

22.1.5. Click on any folder see the reports available.
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| My Docummts Title ~
| Folders | ¥ | 103 - Agency Summary BR-1
1= .
Public Folders ¥ | 105 - 2023 Decision Packages
- 3 Agency Reports w | 105R - 2022 Revised Budget Decision Packages
. B 3.1 Budget 1106 - Contract Summary
[# 3.2 Personnel ¥ 107 - BR-7 Report
¥ | 123 - Program Summary BR-4
3.3 Performance Measures and Strategic Planning
¥ | 150 - Budget Tracking Sheet
£ 3.5 Projects
] w | 151 - Natural Account Detail with Justification (optional to print)
= a alia
3.7 Required Agency Submission Reports ¥ | 160 - Budget Tracking Sheet Revised
Capital # | 170N - Departmental Receipts - November
Operating ¥ | 390 - Employee Detail by Home Org
I Optional | 391 - Employee Detail by Allocation Org
# { ¥ 401 - Performance Measures - Budget Book View
~! Staging
w401 - Performance Measures - Budget Book View (DOT Version)
Test Reports
¥ 402 - Agency and Program Descriptions
¥ 403 - Agency Descriptions
22.2. Opening a Report
22.2.1. Navigate through the folders to the report to be run.
22.2.2. Double click on the report to be opened

When the report is open, the report header will display as a tab along with the Home and Documents
tabs:

l Home l Documents | 102 - Agency Budget... .7

% Drill = % Filter Bar

lj - £ :' -

More than one report can be open in the same session. Each report will appear as an additional tab to
the right of existing tabs. To open additional reports, click the Documents tab to return to the available
reports.

Most reports will be set to 'auto refresh’, meaning the report will refresh the data after you open it. All
end user reports have prompts (see Report Prompts below) that must be completed.

22.3. Report Prompts
The prompt screen will display with default values selected when a report is opened or when a report is
refreshed. In the Prompts Summary area there may be multiple prompts that appear.

e You haveto click on each Promptyou wish to fill out (or is required) and follow the procedures

below to complete them.

o The active Prompt is highlighted in Blue; there are four distinct prompts in the screen print.

e Optional prompts have a green circle with a checkmark when the prompt is empty.

e Required prompts have a red circle with a “x” when the prompt is empty.
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o Dependingonthereportthatis opened, allprompts (listed below) may not be available. Each
report may have different prompts.

Prompts

Available prompt variants

@ | Enter Agency

.......................

22.3.1. To change the default prompt value there are three options:
e Selecting avalue from a list
e Entering avalue
e Searching for a value

-
22.3.2. Toselect avalue from a list, click the Refresh Values =* button. All of the valid prompt
values will display in the box below. Highlight the value you wish to select and Double click or

click the right arrow. For a LIST type prompt you can repeat this and select multiple codes.
You can also CTRL+Click to select multiples at one time.
After double click:

Prompts

Available prompt variants = A

@ - Enter Aqency

Refresh Values &

Agency =

026 | RHODE ISLAND COUNCIL ON THE ART)|

< >
July 14, 2017 5:31:34 AM GMT+00:00

& -

0K Cancel

22.3.3. To entera value, type the value into the "Type values here” box, then click the right

arrow
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Avallable prompt variants | -] X

Prompts Summary Enter Agency (ootiona

026 x|
Refresh values & | >

To see the content of the fist, dicqthe
values button. uﬁm

A

RN

8

After clicking the right arrow, the default prompt value (if there is one) is replaced:

Available prompt variants | EEX

Prompts Summary

Enter Agency

L 026 | RHODE ISLAND COUNCIL ON THE ART

|
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22.3.4. In many casesthe lists are long. To search for a value, type the value in the field to the left of

the binoculars i , thenclick the binoculars. Partial values can be entered and all valuesthat
contain that partial value will be searched. Then double click the value to be used for the
prompt.

|Type values here |

Refresh Values £a

3053

Agency

Ll 026 | RHODE ISLAND COUNCIL ON THE ARTS

< >

R

[—
Il OK I\ Cancel \

=1

22.3.5.  Once all prompt values have been selected, click the OK button. The report will run. If OK is
NOT highlighted (it appears light gray), this means a required prompt has not been completed.

22.4. Report Icons
ome | Documents | 102 - Agency Budget... = = = |

% Drill ~ 7 Filter Barw

2, I |
| (1] advanced | 7 Run

v
Sl | Enter Agency (optional)
i (026 |

Toolbar Actions

5

~~ _ Print current report (tab) or all reports (all tabs).
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514

" Export current report (tab) or all reports (all tabs) into a PDF or Excel.
” Refresh data by rerunning using the prompt window.

¥ Enables the drill capability in the report.

¥ AterBr pisplays the filter bar at the top of the report. Objects can be added to the filter bar to restrict
what is displayed in the report.

Side Panel Actions

‘ B Displays the Navigation Map which includes all report tabs and any sections added to report
navigation.

‘;J

Displays the Input Control options. Input controls are used to determine what data is displayed in
the report.

Displays the User Prompt Input options.
22.5. Report Navigation — Document Tabs

Different views of the same data can be captured in report tabs. First, click on the “Navigation Map”
button on far left side. The Navigation Map will appear. There are two ways to move between tabs
within a report: the Navigation Map or the Tab Strip.

[itiome| PaCieiits)| 102~ Agency Dudget... 7
(o' Rl I > - | | ¥ prll - 7 Flter Bar FReacing ~ Design ~
- v — = =
5] ~
wl 102- Aieni E\;ciet Rei uest Summar|
8 e fowes To State of Rnede Istand
=) Ry Fund
=] By Scurcz 102 - Agency Budget Request Summary Run Date: 7141/
3 2] By Line Sequerce and Matural Interzctve - Agancy Total Run Time: 5:38:10 2
+ =] Requast by Form
Agency - Name 2017 2010 2010 2019 Bas= 2019 2019
Actuals Fuactel Revised Buclyni Decision Agriy
Budget Budget Fackages - Request
Requested
026 - RHODE ISLAND COUNCIL DM THE ARTS 2,085,647 3,072,31C 3072310 3,077,415 0 3077415
lotal: 3,085,647 3ui230 3072,310 3,007,415 0 EAUFE L]
1
v
< >
| 7 Interactive- Agency Total [% ByFunc | 7 BySowce | 3 BylineSequenceandMaturai | [ Raquastby Form I -
Tnteracte - Agercy Total ~ [& Track changes: Off | 4 4 Pagelof1 ¥ ST < | minute aga

Navigation Map
22.5.1. Todisplay the tab, click on the tab in the Navigation Map. The tab currently displayed is
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highlighted.
Navigation Map ~ «
= ! 102 - Agency Budget Request Summary
] Interactive - Agency Total
5 By Fund
=| By Source
# =| By Line Sequence and Natural
# =| Request by Form

22.5.2. If atab has aplus sign, report sections have been added to the navigation map.

22.5.3. Clicking on the sub-tab navigation item will display that specific section in the report.

= 102 - Agency Budget Request Summary
] Interactive - Agency Total
js__] By Fund
=| By Source
=| By Line Sequence and Natural
4 @ 01026 - Central Management
E] Request by Form
@ 026 - RHODE ISLAND COUNCIL ON THE ARTS

[

[

Tab Strip
22.5.4. Todisplay the tab, click on the tab in the Tab Strip. The tab displayed currently is highlighted.
V|
< >
[ Interactive - Agency Total 5 ByFund | = By Source | T3 ByLine Sequence and Natural | [ Request by Form L;
[% Track changes: Off | 4 ¢ Pageiofi » M | = (51| [100% = < 4 minutesago
Paging
To move between pages of a report, click the arrows or enter a page number.
40 - Uperating supplies and Expenses 38412 8.1 &r1/0 8r1r 1} arar
50 - Assistance And Grants 4569 142 480,000 480,000 480,000 0 480,000
Total: 2885102 - Partnership Agreement 721,823 781,454 781,454 773,174 0 L
< | >
[5 Interactive - Agency Total | [ By Fund l I By Source I‘ [3 By Line Sequence and Natural I [%] Request by Form L:
[& Trackchanges: Off | 4 4 Pageiofi+ b MW | = l"J) 10991 « 2 4minutes ago

To advance pages, click the inner arrows ¥ to move one page at a time and the outerarrows

to move to either the first or last page.

| 4 4 Pagelofl » M |

22.5.6. To select a specific page, click on the Page 1 of 1to enter a page number and then click Enter.
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Zoom
22.5.7. To change the viewable portion of a report, change the zoom percentage on the bottom tool
bar.
(a4 Trackchanges: Off | 4 4 Pagelofl » M || = 5| | 100% v “- b minutes ago

Zoom options include:

= Page Width r

Whole Page E
10% of
f

25%
50%
75%
v 100%
150%
200%

500%

100% ~ < 7 minut

22.6. Refreshing a Report While Open

Once areportis opened, the values in the report can be updated by refreshing the report.

Refresh with Prompts
22.6.1.  Click the Refresh button in the tool bar under the report name:

-y -

l Home | Documents | 102 - Agency Budget... . = &

- | A& -]l | 3 phll = % Filter Bar

‘Ej X ?_-‘_";_hl .‘- "'__: s ~
= B

22.6.2. The prompt screen reappears. Complete the report prompts as directe d above.

Refresh From User Prompt Input

In the upper left, the Navigation Map/Document Summary drop down contains an option for User
Prompt Input. Selecting this allows you to change values by simply typing in new values and clicking
Run. There is a slight time savings to using this method if constantly refreshing the report.

22.6.3. Select User Prompt Input
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Input Controls
Im ﬁ User Prompt Input

22.6.4. Type in the Organization or other values in the prompt areas. There are no values from which
to choose, so you must type in a valid entry.

Enter Agency {optional)

026

22.6.5. Click Run. The report will be refreshed with the data for the values you entered.
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22.7. Drilling through the Report

Drilling displays the data at different levels of summarization.

| Heme | Gocuments | 102 - Agency Budget... -

|&h~| L |- H(u’l:m Keading ~ Uesign

2 ML | ik icon L acd siinple repuiL s
7| Map Resel
=9
=0 |~ pownment Inpul Cuntsols (2)
W State of Rhcde 'slznd
Agency - Name %
102 - Agency Budget Request Summary Rin Date (N7
011 - GENERAL ASSEMBLY Interactive - Agenzy Tetal Lam lime 42051
Agency Nams 3 2017 2018 2018 20193 Base 2019 2019
Actugls Engcted Revised Budget Dacision Agency
oK Dxill Dewn b Pragra~ - Mame: Pockuges:  Beqmest
D11 G N RAL BNl U to Functon Kame (s Queny) ¢4 48N U avena
Total; 2
ill My... > ity » Frogram - Kame
szop Lnll ol 2 ’7 Sub Prozrar - Name
Line tizquencz  Neme
Naturzl Account Groupl - Name
Frocram - Name &
== T maturzl Arcount NEme
Al values 5 .
01011 - Samural Assamibly torm Def ¢ Lser | | me Xamp
507y Saff
oK
0601 - Spzaal Legislative Com
07017 - | eqislative DHtica Ryl
™ Repors [=put Controls (0}
1 >
7 Interactive - Agency Tolal ToByFumd | 2 By Souns | T3 By Line Sequance and Natural

22.7.1.  Click on the Drill icon to enable the drill functionality.

Option 1.

22.7.2.  Left-click on any field that is underlined. It will automatically drill down to the next pre-
defined level.

Option 2

22.7.3.  Right-click on the row you want to drill on and choose Drill By.

22.7.4. Selectthedrill dimension, the report will show the data at that level.

22.7.5. Afilter bar will appear to let you toggle between values.

| Home | Documents | 102 - Agency Budget... -

+ Dol - [ Fiter Bar

7 [011 - GENERAL AssemMBLY V]

Reading ~ Design

ap Reset
~ Document Input Controls (2)

State of Rhode Island
Agency - Name )

102 - Agency Budget Request Summary Run Date: 6/6/17
(011 - GENERAL ASSEMBLY Interactive - Agency Total Run Time: 32015 F
Program - Name ¥ o0 2018 2018 2019 Base 2019 2019
Actuals Enacted Revised Budget Decision Agency
= Budgot Budgot Packagos  Request
03011 - Legisative Councl 3793813 5451466 5451465 186,060 0 186,060
04011 - Joint Comm_on Legislative Senvices 22965030 25184855 25497077 4173485 0 4173485
Total 26750804 3063630 30948543 4,359,545 0 4359545
Program - Name 2
All values
01011 - General Assembly
- Fiscal Advisory Staff
)5 - Auditor General mL
06011 - Spedial Legislative Com
07011 - Legislative Office Buid:
~ Report Input Controls ()
< 2
| 7 1nteractive - Agency Total 1) By Fund 7 BySouce | (% By Line Sequence and Natural
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22.8.

Limiting Data Using Input Controls

Input Controls limit data displayed in the report after refreshing.

| icme | Documents | 102 Agency pudget... =

G- (L |2 - | |3 o] - [ rer b

Keaing - Lssar

= 5

tan  kaset

|- Cocument Input Controls (2)

Agancy Hame

11 - GENERAL ASEMELY

rragram Name

cem

D6CLL Speas| Legistatie
D20l Legldativz Office Dull

o [F1. conoral et v

= epot Input Cantrols (3}

State of Rnde Island
102 - Agency BUSHS Raquest Summary Mn Rar=: BT
Interazive. Agency | ntal Run Tanz 320:45F
Program Name e 200 ang 209 Dase FuE] 019
Actuals Enccted Revised Budget Decision Agency
Budget Budger Packsges  Request
SADET RATgAE hATdNe WA Ol " TRE D5
296500 ISMDS  BASTIT AATMA00 0 AT
75004 06633 006 41955 0 4359545
< >
1) Interacthve Agency Tokal % ovrund U Dysoures | F Dy line Secuence and Mzl

22.8.1. Click on the Input Control icon to display the input control options.
22.8.2. Select one or many values from the input control. Hold down Ctrl to select multiple values.

22.8.3. Click OK

22.8.4. Select “All values” and click OK to return to the complete data set.

229,

Exporting a report

Options to export include all report tabs or data as PDF, Excel, CSV, or Text. The Export icon on the
upper tool bar provides an Export popup.

| Home | Documents | 102 - Agency Budget...

;a g & Dril ~ 7 Filter Rar

8 [
(7] Advanced = Run
=0l | cater Agency (optional)
026

State of Rnoce Island
102 - Agency Budget Request Summary
Ry | ine Saquence and Natural

Reading ~

Run Dete: 7H4/17
Run lime: 5:38:10 AN

026 - RHODE ISLAND COUNCIL ON THE ARTS

Program: 01026 - Central Managemant

Subprogram: 0101026 - Operating Support

Natural Group - Name 2017 2018 2018 2019 Base 2019
Actuals Cnacted Revised DBudget Decision
Rudgat Rudgat Packages -
Requested

2515101 -R.1. Statz Council on the Arts

22.9.1.  Select Report or Data. Report allows a selection of one, multiple, or all report tabs. Data
allows a selection of queries defined for the report.
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Select

[ Select Al ~ [ select All
[¥ Interactive - Agency Total M main (0 rows)
v
¥ ByFund [V Global (0 rows)
< 2
File Type: |PDF £
¥p I — File Type: ICSV zl
Cui L Reporl
L] it Repoi Text qualifier " v
Column delimiter 7 ﬂ
Charset: IUI'F—S l]
- [ Enter a new charset
To: |1 3
[[] set as default values
Tmages NPT: Nefault w

ok || cancel O] Cancel

22.9.2. Select File Type. Each file type has additional export options.

22.9.3. Click OK.

22.9.4. Dependingonyourbrowserand settings, a message may appear in the lower portion of the
screen. If you get this or any other message, click Open or Save. If you do not get a message
it may have defaulted to Save.

| tiome | Documents | 102 Agency budget.. &
= R = 3 uall - biter ar

N

Reacing - Desgn ~

= ~
(5] achvamrd | 2 Run
“% | emer agency (satons s R Und
| vz 102 - Agency Sudget Request Summary Run Date: 71417
Ey Lina Sequence and Nanist Run Time: 7:25:21 PM
026 - RHODE ISLAND COUNCIL ON THE ARTS
Progrom: 61026 Contral Managsment
Subprogram: 0101626 - Operating Suppore
Nalural Grop - N s ms M8 MY Ko 2% 4
Auiveal Fuiaienl Rl Ryt Discisinin Augeincy
Budget Budgel Packaes . Keguest s
ested <
2075101 R State Council on the Ars
0 by st b s A T e 43000 » P
0 - Convazt Professionel Services ] 100 100 ] ) ]
10 - Doerating suopiiss and Cparsas 2776 2,05 2050 20080 0 20,098
Loluk 2805101 - R Sule Council on Use Arts 462923 450,835 4953 40303 [ 2303
2882102 - Parmership Agreement
ny €nc benefts 18855¢ 13,954 192,088 20650 o 206604
3 Proez RLXCE] 1AM 1300 “ » [
40 - Onereing suopes snd Exper: 2412 £7.170 a0 a1 ] .47
50 - Asslstence And Crarts 260142 420,000 423,000 430,000 [ 20,000
Touk 2385102 Partnership Agresment 721323 781454 781,454 3774 0 3T
2006001 At for Public Facliides Fund >
20 - Contvact Professlonel Services 20038 .80 22,800 [ [ [} |
- f opencr = FEIKD) 7 " i I - I 5 T
Aok S e B Bt RRE Do you want to open ¢r save 102_-_Agency_Budget_Request_Summary.xisx 7.50 KT Tor rs-rl.bfm.cloud? Open i Carcel Ea = TET [oimn +] .27 snimengn |
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Saving as Excel notes:

22.9.5.

If you click Save, it may save it in your Downloads folder. It is not always obvious that it saved.
There is a small down arrow in the upper right of Internet Explorer that indicates it has saved.

e

*E DA A SO 8

gpplications «  Preferences  Helpmenu » Log off i \}.b-‘

Click the Blue Arrow. Then click on the File.

=]
8

005_-__Expenditure_Estimatexls L

310 KB — vs-ch-bim-bi:8080 — 10:43 PM

I

1 =
vs-ch-bfm-bi:8080 — Tues

=3 Show All Dewnlcads | 3

If the Blue Arrow is not an option (if you use another browser) go do Downloads and findyou
file. Note that Downloads is by default a shortcut in Windows Explorer Favorites section.
When you openthe file and you saved the Document, there may be multiple worksheets
created.

The Excel files will not include the report headers.
=] 5 s $- 7T - 102_-_Agency_Budget_Request_Summary.xisx - Excel
HOME = INSERT PAGELAYOUT FORMULAS DATA  REVIEW  VIEW

= X | 2 ¥ [
Arial -|8 AN E=E EP Wrap Text General v B J 4

W By | = EF'Wrap oeRerRt 0 T [J' Y L

Paste 2 B I U- - f‘).A. = == &35 S Merge&Center - $ % * 3 Conditional Formatas Cell
- Formatting -~ Table~ Styles~

Clipboard = Font 1 Alignment o Number ™ Styles

Al - I
4 B C D E E G H

L

2 | 026 - RHODE ISLAND COUNCIL ON THE ARTS

3

4 | Program: 01026 - Central Management

2

o

7 | Subprogram: 0101026 - Operating Support

(]

2019 Decision
2018 Enacted 2018 Revised 2019 Base Packages - 2019 Agency

9 Natural Group - Name 2017 Actuals Budget Budget Budget Requested Request
10 2875101 - R.I. State Council on the Arts

11 | 10 - Salary and benefits 438,148 430,637 430,637 430275 0 430,275
12 | 30 - Contract Professional Services 0 100 100 0 0 0
13 | 40 - Operating supplies and Expenses 24776 20.098 20.098 20.098 0 20.098
]lg Total: 2875101 - R.I. State Council on the Arts 462,923 450,835 450,835 450,373 0 450,373
16 2885102 - Partnership Agreement

17 | 10 - Salary and benefits 198,556 198,984 198,984 206,604 0 206,604
18 | 30 - Contract Professional Senvices 15713 15,300 15,300 0 0 0
19 | 40 - Operating supplies and Expenses 38412 87,170 87,170 87,170 0 87,170
20 | 50 - Assistance And Grants 469.142 480.000 480.000 480.000 0 480.000
31 Total: 2885102 - Partnership Agreement 721,823 781,454 781,454 173.774 0 173.774
23 2889001 - Art for Public Facilities Fund

24 | 30 - Contract Professional Services 20,036 29,800 29,800 0 0 0
25 ' 1011 1n nnn 10 nnn 10 nnn n 10 nnn
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Saving as PDF Notes
The PDF willinclude the report header and provide navigation through the tabs on the left-hand side.

Navigation ik
o- tate-of Rhode Island|

102--Agency BudgetRequest-Summary . un Date: THANTY
HEADINGS ~ PAGES  RESULTS

[ = ]
026 - RHODE ISLAND COUNCIL ON THE ARTS

Interactive - Total
026 - RHODE ISLAND COUNCIL ON THE ARTS ncaciveFomncy Toiay

0199 2
Decision
20189 20189 P,,k_g,,f‘,l 20199
20179 Enacted§  Rovisedf  2019Base- ot Agency
Agency--Namest Actuals?  Budget?  Budget?  Budget? Roquestit
026.- RHODE ISLAND COUNCIL ON THE ARTSH 30856471 30723100 30723100 30774150 o 3077415y
Totak:t 30056470 30723100 30723108 3,077,410 o 3077415

<eee--Page Break -4

22.10. Printing a Report
Clicking directly on the Print icon will download a PDF of the entire document (all tabs) that can be
printed. Clicking on the arrow on the print button and selecting Print will provide additional options for
what is to be generated into a PDF.

Sl Bl =2~ FD

fE‘ Print (Ctrl+P)
ort to PDF for printin
P! g
e
Print v X
—Print Rang Page size
® Al Reports Letter =
O Ccurrent report —Margin:
® Al Top:
10.31 o inches
urrent Pag —
Left: Right:
hages 031 . inches 0.31 o inches
Enter Page Range
Bottom:
(Example: 1,3,5-11). l0.31 2| inches
—Scaling
® Adjust to: ‘1007 - 2 % normal size
O Ftto: |Auto page(s) wide  |Auto | page(s) tall
—Ori ion
Al O Portrait
® Landscape
Print Cancel
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