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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
solution

, track performance measures, and report on in-year budget-to-actuals. It includes a reporting
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

2.3
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2023

e The Decision Package form now features a flag. When activated, this flag will include the decision

package in the agency’s request. If not activated, the entire decision package will be excluded.

2023

The Decision Package form will now include revenue naturals including series 4XXXXX and 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 agencies to include revenue generating proposalsin
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 will now include revenue naturals including series 4XXXXX and 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 agencies to include revenue generating proposalsin
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 provided as a
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 for each shift within the BFM item description field. For more



complicated base budget changes, which generally would include changes to a line 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.

e This year, 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 willapply
standard grow rates to estimate outyear costs. However, if proposals have unique outyear
impacts (for example, 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 Packageform.

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

2.4 2021

The contract form will no longer be 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).

2.5 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

2.6 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 personnel budget. This includes salaries, benefits, supplemental pays,
and statutories. Agencies will have the opportunity to make updates to correct data errors (such as
incorrect steps) and change allocations.

e The concept of Constrained versus Unconstrained budgets has changed.

o For FY 2019, Agencies are asked to submit a 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
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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
e 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 incompiling
information for this purpose.

e The concept of having two forms, one for the revised budget and one for the new yearsubmission
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.

e Personnel Adjustment form will not be allowed by agencies this fiscal year. All PCF changes will
need to be reflected in your turnover line.
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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 form instance 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 ID is 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-level form Agency to a Program-level form Agency, contact BFM Support as noted in "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 form is 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 budget you 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 easyaccess. h
ttps://ri.bfm.cloud/bfmprod/default.aspx
e Reporting: In BFM, go to Links / BFM Reporting to access reports.

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

o 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 screens slightly differently from the screen shots in this document, but the functionality is the
same. For example, older versions of IE will show buttons as rectangles instead of ovals.
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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 level menu 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: [firstlast

Password: |nouou

(Login) (Reset)

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

Message from webpage N

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 g8

ENDUSER2

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

Current Password:* |esssssse |
New Password:* |essessees )

Confirm New

Password:» |=nesesee |

S

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 L Budget Management = 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.

b

Base Budget Form (9200)
Decision Paclage (9230)
8.1.2.Place your cursor directly below and click to select any menu item.

8.2 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
Clewe ) Tmpes | om Froel )

1] Budget Ferm Agency Expense Revenus
1920 9220 068 - DEMARTMENT OF ACMINISTRATION
Quick Search:
| Enter search criteria here... "
Record Actions:
Audit 2019 ZD?I! Base 2019 2019 Base 2019
Row LM Line Seqj LS Name Program Natural Natural Name Base Statewide  Current Budget Total Base )
Budget Adjust.  SvcsBase  Changes Request Justification
1 - 1000107 | Dircctorof Adm| Central Manage| 621200 | Management Corsubants 250,000 o 250000 2 252,000 o
2 N 1000101 | Directorof Adm| Ceniral Manage 641400  MaintenancefRenaire Oifice Equi| €00 o 500 o 500
3 - 1000707 | Directorof Adm| Central Manage| 643030 | Teod £00 0 500 0 500
4 - 000101 | Ditectorof Adm; Ceniral Manage 643110 Giffice Supplies & Equip 7.500 o 7.500 ;) 7,500
5 - 1000101 | Directorof Adm| Central Manage| 643120 | Comp Supplizs/Software & Cauip 400 0 4500 0 4,500
(] ~ WO | Direetorof Adm| Central Manage 642200 Lues and Fees ELET u 5U00 e} 30U
7 ~ 1000107 | Directorof Adm| Central Manage 643300 = Subscriptions 00 0 500 0 00
] ~ WOUYT | Lirector of Adm| Lentral Manage  o42410  Hostage anc Hostal svos EXET i 3000 ] oy
3 ~ 1000107 | Directorof Adm. Central Manage| 0435320 = Records Center Overheed 2000 o 2000 o] 2.000
10 ~ 1006101 | Dwectorof Adm| Central Manage 643511 Pnint Advertaing 1,000 2 1000 0 1,000
1 ~ 1000107 | Diteclor of Adm| Cenlial Mandge | 643520 | Prinling - Quiside Vandors 300 2 300 o 200
12 ~ WU | Director of Adm| Gentral Manage  642/00  Miscellanenus bxpenses 1,500 u 1,500 i 1,400 4
Reoweh pr ] (B0 B Risiooels 1913 - Pages | I + fooloni|

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.

I>>I( |-l |

8.2.3.Click on the on the double arrow next page) or double arrow with an end line
(last page) to page through available records.

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

8.3 Quick Search

Instead of paging through records, often a quicker option to find a record is the Quick Search function.
This function is an option for most of our menu screens. For example, select any budget form to which
you have access /Click Details/ to perform a Quick Search.

CQuuick Search:
!_Ents-r search criteria here... _|
Record Actions:
Audit :
Teail Line Seq LS Name Program MNatural Matural Name
1 b, 1000101 | Director of Administration Central Management 631200 Management Consultants
2 . 1000101 | Director of Administration Central Management 641400 Maintenance/Repairs: Office Eg
3 hu 1000101 | Director of Administration Cenfral Management 643030 Food
4 . 1000101 | Director of Administration Central Management = 643110 Office Supplies & Equip
5 u~ 1000101 | Director of Administration Cenfral 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 e Budget Management e Links «

Base Form - Program

Quick Search:
7hea|th ) Show Advanced Filters
Record Actions:
Form s Form  Last Last 2 :
Descriptio Sta Program Submit  Actions
D = G = Rows  Update User g
1218 04075 - Health Services Regulation 921 04075 0 5/31/2017 ul |(Detail)

1221 06075 - Environmental Health 9211 06075 35 6/26/2017 OMB Submit Header )|( Detail
e 10075 - Community and Family Health = T

1 1

1227 and Ecqulty 9211 10075 0 5/31/2017 ul Submit Header )|{ Detail

Records per page: |25 1% - Records: 3 - Page: | K¢ |« 1

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

@ hitps://ribim.coud/bfmproc/ui/bdgtfognd_pos:  sgs_ bdgt_friv_in_expl 8200 3aspx/giay_id=12214gNav cd=4210%gMoce=naV_poplsorv=12818scrh= 201

Budget Form Entry - Lines

«Closz ) { Bxport to Excel J (Impor!frc'r Excel )

D Budget Form Program Expense Revenue
221 9210 06075 - Envitonmestal Heath $124.268
|Quick Search:
[ 2200112
A New
Audit 2019 2019 Basc 2019 2019 Basc 2019
Row Trail Line Seqg LS Name Program Natural Natural Name Base Statewide  Curr Sues Budget Total Base
k Budget Adjust. Base Changes Request Justification
i . 2200112 | Gccupational ke, Emaronmental b 643410 | Postage and Fostal Sves 2500 o Loty 10 1510 pencl edit, existing hina
2 N 2200112 | Oceupational be| Envirsnmental b 648113 Telecomr: Overhead 3,700 0 3700 500 4200 Added through un'oad
2=
3 . 2200112 | Occupauonal by Envronmental b B4S200 | Cellular and Mobie Lum0 ] LYy 200 2300 E,g":"g d::'j;”:;?r AR

Recards per page: |50 1% - Records 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 i

-

= Budget Management

ol 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:
Form A Form Last Last 7 )
D Description Stage Agency Rows Update User Submit Actions
068 - DEPARTMENT OF " " -
1190 ADMINISTRATION 9201 068 0 5/30/2017 ul l
Records per page: |25 1%

- Records:1- Page: | 1

All of the budget forms navigate in the same manner. There is a Header page that provides the options

for a long 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 open the budget form 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.
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Budget Form Entry - Lines

D Budget Form Agency Form Name Expense Revenue
2635 3200 013 - OFFICE OF LIEUTENANT GOVERNOR D|Sp|ay Ent Sum
ntry
Quick Search:
Enter search criteria here...
Record Actions: A
{AddNew) @ (Sareen o) (Validation ion ) [ \
A 2019 2019 Base 2019 2020 2020 Base 2020 2020 Base 2020
Row ;o LineSeq LSName Source - Program  Natural Natural Name Enacted Budget Revised Base Statewide Current Budget Total Base
Budget  Changes®  Budget Budget Adjust. SucsBase  Changes* Request

1 ~ 1850101 | Office of Lieuter 01 - Lt. Governor's Off| 641400 | Maintenance/Repairs: Office Equil 756 0 756 756 0 756 [ 756

2 ~ 1850101  Office of Lieuter 01 - Lt. Governar's Off| 643030 | Food 500 0 500 500 0 500 o 500

3 < 1850101  Office of Lieuter 01 - Lt. Governar's Off| 643110 | Office Supplies & Equip 3,189 0 3189 3,189 0 3189 o 3189

4 ~ 1850101 Office of Lieuter 01 - Lt. Governor's Off| 643120 | Comp Supplies/Software & Equip 1,942 0 1942 1,942 o 1942 0 1,942

5 ~ 1850101 | Office of Lieuter| 01 - Lt Governor's Off| 643200 | Dues and Fees 274 0 274 274 0 274 [ 274 ‘;’r‘;‘;‘z:
6 < 1850101  Office of Lieuter 01 - Lt. Governar's Off| 643410 | Postage and Postal Sves 1,643 0 1643 1643 0 1643 0 1643

7 1850101 | Office of Lieuter 01 - Lt, Governor's Off| 643620 | Printing - Outside Vendors 1,244 0 1,244 1244 0 1244 o 1,244

8 < 1850101 | Office of Lieuter 01 - Lt Govemor's Off| 643621 | Printing - by State Agencies 234 0 234 234 0 234 o 234

s < 1850101  Office of Lieuter 01 - Lt. Governar's Off| 643700 | Miscellaneous Expenses 6,589 ) 6589 6589 0 6589 o 6589

10 ~ 1850101 Office of Lieuter 01 - Lt Govemor's Off| 643740 | Loan Repayment Fleet Revohving 9535 0 9535 9535 0 9535 o 9535

1 < 1850101 | Office of Lieuter 01 - Lt, Governor's OFf| 643810 | Insurance: Property/Casualty 66 0 66 &6 0 6 [ 66

12 < 1850101 | Office of Lieuter 01 - Lt Govemor's Off| 645200 | Rental/Lease: Equipment 2486 0 2486 2486 0 2486 [ 2486

E 2 ~ 1850101 Office of Lieuter | 01 - Lt. Governor's Off | 646200 Mileage Allowance 83 0 83 83 o 83 o 83

14 ~ 1850101 | Office of Lieuter 01 Lt. Govemor's Off| 646310 | Out-of-State: Transportation 974 0 974 974 0 974 0 974 "L‘E(GE:‘CE‘;
Records perpage: [50 | ¥| -

Field
Row
Audit Trail

Description
Read Only. Number indicating row count.

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

Line Seq
LS Name

Read Only. Budget line Line Sequence.
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.

9.2
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The most efficient way to work with BFM is to first Export the existing budget form, make yourchanges
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
questions a user has can be answered in the user guide.

Note that specific export 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. Your spreadsheet columns must match the columns on the BFM budget form. Below is
the most reliable methodologies for creating an Import File:

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

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

o Click Export in the budget form. 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 forms that 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.Select the 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 Agenc Submit Actions
 (»] L = A Rows Update User
068 - DEPARTMENT O
119 :;ﬁv1:;<F4?{$.TP;r*EnT‘ oF 9201 068 35 7/1/2017 ul |(Detait)
DMINIS 10

%

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

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

Close )(\mpon) (netean)

D Budget Form Agency Form Name Expense Revenue
2635 3200 013 - OFFICE OF LIEUTENANT GOVERNCR $0
Quick Search:

[ Enter scareh critoria here..,

Record Actlons:
Coadnew ) (opy ) @ (Zera can ) (rreen Cordguration ) (valit=tion Config irarian )

Audit % 2018 2019 Base Zﬂj|9 2020 2020 B?‘Se 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. Sves Base Changes* Request

1 - 1630101 Officz of Licuter| 01 Lt Governor's Off | 641400 | Maintenance/Repzirs Office Equi 736 Q TG T58 0 756 o 756
2 ~ 1830101 Office of Lisuter | 01 - Lt Govei 'y Off | E43020 | Feed 500 2 5 500 o 500 o 500
) ~ 1630101 Officc of Licuter | 01 Lt Gavernor's Gff . 643110 | Officc Supplics & Equip 3189 i 3158 3,185 o 18 o 3189
a . W1 Uticzof Lieuter O - Lt Governor's Off | 43120 | Comp SupplizsfSottware & Lguip 1,842 u 1,942 1342 v 1 0 1542

~ W Uthes of Lisuter | U7 - Lt Govarsor's (Off | £40400 | Dues and kees F7) u 2id 204 ] 2ra o 214
& ~ 1620101 Cffice of Licuter. 01 Lt Governor's Off | £43410 | Postage and Postal Sves 1643 0 1843 1643 o 1643 L] £43
¢ ~ WA Uthcs of Lisuter| 07 - Lt Goverioc's Uft | 43620 | Prnang - Gutside Vendors 1,244 u 1,244 1244 u 1,244 v 244
A ~ IR0 Cffies of lieter| O - 17, Governar's Off Printing - hy State Agencies 024 n 234 234 0 4 0 24

. 1650101 Cifiew of Lisuter | 01 - LU Gowerror's 217 Miscullar mous Expransas 6,589 a 552 £,58! o 6580 o 6389
1” ~ 1630101  Officcof Licuter| 01 Lt Gevernor's Cff| 643740 | Lean Repaymont Acet Revolving 9.535 a 3535 9.535 0 9535 [ 9535
" " W1 ot Lzuter| U - Lt Govermo”s (| CAOUAD | Insursnce: Froperty/t asualty ) a i (28 u ol (] it
{F] ~ TEII01 Office of lisirer | 01 - I, Gaverars Gff| £45200 | Rerral/deass: Fripment 2486 n A5E 2485 o 2486 a 2486
13 ~ 1850101 Office of Lizuter| 01 - LL Goverror's S| 646200 | Mileaye Allowance a3 2 3 83 0 83 o 83
L £] ~ WA Ctties of Lienter O - |+ Governor's Gt | 464111 | Oui-nr-State: Irnsparation WA i 9/4 e u 904 0 o
Hecords per page: |50 ¥

Innrease b

omparizt

Increase t
ML Lar

At this step, users may have different interactions depending on their settings for downloads. You may
be prompted to Open or Save your file, or a default action has been selected in the past. The following

example will follow choosing Open.

Note, that if you Save or Save As, open the file and just follow 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 .

=|ol =]

View and track your downloads Search downlads b
Name Location Actions
FormEx ort_9200_... xlsx Do you want to open or
Open save x
ri.bfm.doud SavEthe les i

FormExport_9200_....xlsx Downloads

ri.bfm.doud

9.2.6.An Excel spreadsheet will open. There will be a yellow ‘Protected View’ ribbon at the top

of the spreadsheet. Click the Enable Editing button.

File/Options/Trust Center/Trust Center Settings/Protected View/uncheck everything.

Note: you can eliminate this Enable Editing button from coming back by going to Excel:
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@‘ [

e

Home Insert Page Layout Formulas Data Review Wiew Add-Ins

Oxlsx [Protected View] - Microsoff

1000101

Director o' Central M: 643200

Dues and £ 5,000

0 Protected View This file originated from an Internet location and might be unsafe. Click for more details.
AL - _£=| Line Seq —
! A | B | C | D E | 2 G | H 1 | 4 K | L
1 LineSeq LSName Program Natural Natural N:2019 Base 2019 Base 2019 Curre 2019 Base Column Text
2 1000101 Director o Central M:©41300  Software 220,000 0 250,000 ©
3 |1000101 Director o Central M: 641400  Maintenar 600 0 600 0
4 1000101 Directer 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 Sup; 4,500 0 4,500 0
7 | 0 5000 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 3200_1
Home Insert Page Layout Formulas Diata Review View Add-Ins
T Calibri »i11 AwlE=E= ;! - S Wrap Text General - i
3 Copy ~ .
= | B 4 ¥ 8 M- A- E==|EE EHMegeaCenter-| $ - % 1 | %1 % FCDC:::
Clipheard & Font = alignment T Number I

! Al - " _f(| Line Seg
_ & | 8 | e | & [l 8 | ¥ ||l &8 [l ® | ¥ I K

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 © 250,000 O

3 1000101 Director o Central Mi 641400  Maintenar 600 i) 600 0

4 1000101 Director o Central M: 043030  Food 500 0 500 a

5 :1[}00101 Director o' Central M: 643110  Office Sup 7,500 0 7,500 0

6 1000101 Director o Central M:i 643120 Comp Sup; 4,500 0 4500 0

7 ‘1[}001[11 Director o Central M: 643200  Dues and [ 5,000 0 5,000 0
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9.2.8.Then click Save As

[T B R S~ E = Formbxport_32

EJDME Insert Page Layout Formulas Data Review View Add-Ins

I save

Save As

= Open

[d Close

Read-Only Workbook

H This workbook has been opened in read-only mode, Changes cannot be made to the

Information about FormExport_9200_1190

C\Users\drippentropi\AppData\Local\MicrosoftyWindows\ Tempaorary Internet Files\CantentIES\A83Q...

original workbook. To save changes, create a new copy of the workbook.

Comnnm b

sx [Read-Only] - Microsoft Excel

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:’ menu and choose Excel Workbook (*.xlsx)
9.2.12. Click Save

Fle name: | FormExport_9200_1190.xlsx

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

‘= Browse Folders Save Cancel |
4
9.3 Updating your Spreadsheet for Import
A B C D E F G H I 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,WC&::
3 1000101 Director of Administration  Central Manag 641400 Mail /Repairs: Office Equip 600 0 600 0 600.00
4 1000101 Director of Administration  Central Management 643030 Food 500 0 500 [} 500.00
S 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 you add a new row you do 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 number of columns and 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 0 to 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 0 to 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 a0.

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

e Toadd a new row, insert a row. They do not have to be in order. In our example, we will insert
a new row after the existing row 4 to add an additional expense item. 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.

114 - J
A B C D E F G H | ]
2019 2015
2019 Base 2019 Base
Matural Base |Statewide| Current | Budget

1 LineSeq | LS Name | Program | MNatural Name Budget | Adjust. |Svcs Base | Changes Column Text
2 1000101 |Director o|Central M{641300 ([Scoftware 250,000 |0 250,000 I 1000 new software I
3 1000101 |Director o|Central Md641400 |Maintenan 600 0 600
4 1000101 |Director o|Central M{643030 |Food 500 0 500 0 expense increase
5|/ 1000101 |Director ojcentral Mg 514001 |Overtime 5000|planned overtime
6 1000101 |Director oCentral Mq©643110 |Office Sup| 7,500 0 7,500 0
7 1000101 |Director ojCentral Md643120 Comp Sup| 4,500 0 4,500 0
& 1000101 |Director olCentral 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

TCiose) (rxpnn_:)( Refesh )

1] Budget Form Agency Form Name Expense Revenue
2635 3200 Q13 - OFFICE OF LIEUTENANT GOVERNCR $0
Ouick Search:
| Enter search zriteria here... |
Reeard Actlons:
ew) () ® (o) (i) (i)
e | . e " 018 2019 Base 2019 2020 2020 Base 2020 202D Base 2020
Trail Line Seq LS Name Source - Program  Natural Natural Name Enacted .Bnrlgct_ lhunsnd Base Sml:v_aﬂe Current Budget Total Base
Budget  Changes” Budget Budget Adjust. SwesBase  Changes' Request
1 - 1630101 Officz of Licuter| 01 Lt Governor's Off | 641400 | Maintenance/Repcirs Office Equil 736 Q TG T58 0 756 o 756
2 ~ 1850101 Cifice of Lisuter| 01 - Lt Gover s O | 643030 | Fuud 500 0 500 500 0 500 o 500
3 e 1630101 Cffice of Licnet | 01 Lt Gavernor's 3ff| 643110 | Office Supplics & Equip 3189 ] 3155 3,185 [ 3189 0 3189
a o WA Utticz of Lisuter| O - Lt Governor's U | £43120 | Comp Suppliss/Sottware B Louip 1842 ] 1942 1942 u 1942 (1 14542
~ WA Uthes of Lizuter | U7 - Lt Governor's Uff | CAI00 | Duesand kees 24 il 2i4 244 [ 204 [0 204 :_:a"_‘:::
g ~ 1850101  Cfficoof Llicuter | O Lt Governor's Off | £43410 | Postage and Postal Sves 1643 0 1643 1643 ] 1643 0 1643
‘ ~ WA Utnce of Lisuter | 7 - Lt Governar's | 030020 | Prnuing - Uutside Vencars 1,244 u 1,244 1244 u 1,244 (1 1,244
B ~ RG] Offiee of lieiter | 01 - 1t Governar's TOff | FI3R71 Printing - hy State Agencies 224 n 24 234 n %4 o aa4
g ~ 1850101 Officss of Liguler | 01 - L Goveror's 20| EA3700 | Miscellar s Expnses 6589 o £552 £,582 0 6589 0 6589
L] ~ 1630101 Officeof Licuter| 01 Lt Governar's Gff | 6437401 | Lean Repayment Ficet Revolving 9535 o 8535 6535 o 9535 o 9535
n s WA Cthes of Lisuter | D7 - Lt GovernaZs | CAIAD | Insurance: Froperby/. asually e i} ol 28 [ b [ [
1” ~ B0 Offies of lisiter | 0 - 7, Gavernar's G| F45700 | Renral/l eass: Foipment 2.486 n P4 AASE o 2486 o 2406
13 -~ 1830101 Office uf Lizuler | 01 - LL Goverrior's I | 616200 | Mieage Allowance 83 0 53 83 [ 83 [ 83
“ oy WA Cttes of lister| 07 - IF. Governars (| R840 | Od-nt-Stste: Transportation 14 1] 944 LS 0 4 o o :C::::"u"
Hzcods per page: |50 1 _
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 a file 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.

{2 Choose File to Upload i B x|
OO ‘ | = Test Folder - M| Search Test Folder \Q‘
Organize ~  New folder = - [l @

* Eavortes *|  Name || Date modified ~ IType

M Desktop 4 FormExport_9200_1190_upload file.xlsx 7/8/2017 11:43 AM  Microsoft Excel Wo...
Dropbo:

W Lhiyiay ] FormExport 9200 1190.xkx 7/8/2017 11:43AM  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

Browse

IC:\fakepath\FormExport_9200_1

( Load Selected File )

security feature.
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9.3.7.1f the font returns in black it was successful. If there are errors the screen will have text
returned in a red font. 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.

=g

-/ [ri.bfm.doud/bfmp

( Validaticn Results )

d/uifbdgt/upld/vi

Close

Browse

|C:\fakepath\FUmExpoﬂ_QZDUJ

Load Selected File

b_savelnnerFllesONL.aspx?g

Nav_id=69&gMode=nav_p

0p&oNav_UpidiD=41&qNav_VidtFi=trueSgNav_Typ

~ e

Upload Completed:

+ 7 -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 on the visible screen, since the form is sorting by Line Seq / Natural.

Budget Form Entry - Lines
‘/Cmsa\ \ff.v(p:mo 3«:2!\' 'rIrrpo'. *rom Excel )

Budget Form Expenae Lines Updated was auccessfully updated.

D Budget Form Agency
1190 2200 068 - DEPARTMENT CF ACMINISTRATION
Quick Search:
(Enter search iteria here. . -
Rezord Actionz
(Cocaien)
Audit =
Trail Line Seq LS Name Program Natural Natural Name
-~ 1000101 Cirzctorof Adm | Central Manage 614001 Owertimz
2 ~ W01 | Uirectocroft Adm - Central Meanage 621300 Sothware Maintenence Agreemen
3 ~ 1000101 | Dirsclurof Ader | Cerbal Manage . 521400 Maintereme/Rupairs:
4 ~ 1oco101 orof Adm  Central Monage 673030 Food
5 ~ 1000101 | Oireclorof Adee | Contial Manage . 843110 Office Supphi=s & Eyuip
[ A 1000101 Oircctorof Adm Central Monage . 643130 Comp Supolics/Softezre & Squip
¥ . W0omm | Direcioraf Adm | Central Manage | 6232000 Mises and Fars

9.4

Expense

$6,000

2019

Budget

20U.L0
E0D

500
7,500
4,500

000

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.

2019 Base
Statewide
Adjust.

2019
Current
Sves Base

L0
B80C

500
7,500
1,300

5000

2018 Base 2015
Budget Total Base
Changes Request Justification
5,000 5000, planned overtime
1000 251,000
of 600
of 500 cxpensc inercase
-
o 4,500
0 oo

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

Toiose ) (Bt o St ) (imooet o Exel)

hia) Budget Form Program Expense Revenue
1213 9210 01075 - Central Management £180.201
Quick Search:

Entar cazren critarla hea... |

Record Actions
( Add Nuw )
Audit 2019 2019 Base 2019 2019 Base 2019
Rew Trail Linc Scq LS Name Pregram Natural Matural Name Basc Statewide  Curr Sves Budgct Total Basc
Budget Adjust. Basc Changes Request Justification
1 ~ 2145148 PPHF Prevaniior| Cenilal Marage| 614100 | Diline (L5) a 0 o o 0 .
145148 IT1'HI Vreventior| Central Manage | 042400 Mantenance/Repairs Uthice Eauip 500 0 couf | -eou 300 ad

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.

\=_.} https://ri.btm.cloud 'bimprod, uib: Ipg3__sgs_bdgt_frm_in_expl_620C.aspxPqNav_io— 12 13&qNav_co ~9212&gMoce—nav_pophstrw—12508sath-720

Budget Form Entry - Lines

Cose ) ((brport te bxed ) (Umport rrom xeel )

1B Budget Form Program Expense Revenue
EE) w0 01075 - Cenbrel Management 5130491

Quick Scarch:
611400

Record Actions:

- ~
B New )

- 2019 2018 Base 2019 2019 Base 2019
Audit

Row Trail Line Seq LS Mame Pragram Natural Natural Name Base Statewide  Curr Sves Budget Total Base
Budget Adjust. Base Changes Request Justification
| —— Loss maintenance and ropairs requircd.
Z 2145148  PPH- Prevention Cantral Manage 642400  Maintenanca/Repairs: Office Equip 500 0 soof | - 3C b
e -~ 2150101 Indirect CostRe  Central Manage 42100 Maintcnanco/Mepairs: Utfice bquip 84173 L] 84103 ¥ LIBYE]

Recards par aage: |20 | (ETRD] - Records ? - Page: 1

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

'\% https: i hfmucod, bfmprocujl gif_ipg3_sgs_bdal_frr_in_expd 6200 Fspa?qiav_id=17138qNav_cd=92 1 DaMarie=nrv_poplscrv=12808scrh=721
Budget Form Entry - Lines
ciose ) (oot to Exeal ) ((Import from Excel
Sucdget Form Expense Lines Updated was successtully updated.
o Budget Farm Program Expense Revenue
1212 €210 02075 - Camtral Maraysrsl §180.£91
Quick Search:
[‘ee1400
Record Actians:
(dd New )
Audit 2019 2019 Base 2019 2019 Base 2018
Row Trail Line Segq LS Neme Pragram Matural MNatursl Name Base Statewide  CurrSves Budget Total Base
Budget Adjust. Base Changes Request Juetification
4 A~ 2115118 | FPHF Provenbor| Central Mamage| 941100 Maintonance/Kegars Uthce bquip Su0 4 S 100 0 | Loss martencnoc 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

(T e ey
Clse P 7o Ferel mpart from Feeel

Bucget Form Expense Lines Updated was succeasfully updated.

D Budget Form Agency Expense Revenue

90 200 068 - LEFARIMEN T OF ALNINIS | LA TION
C(hirk Search:
[ Cnter search criteria here. . -
Recard Actions

Audit _ - 2019 2019 Base 2019 2019 Base 1%
Row Trail Line Seq LS Name Program Natural Natural Name Base Statewide Current Budget Total Base :
Budgat Adijuct. Svee Baso Changes ‘Raquest Justification
1000107 Cirector of Adm| Central Menzce| €31200¢ | Management Consultants 250,000 0 250,000 5,000 ZE5,000 ~
2 -~ 1000101 | DCirector of Adm| Central Manece ' 647400 | Maintenance/Repairs; Offic= Equi| 600 0 600 -3 525 New equipment reduce maimenance 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

Type Code Code
User Entry 9201 BUDGET
User Entry 9201 clnt_fxi3
Records per page: |25 %!

%] ;"""w' Period Last User [/ Updated 2] Amount [ Amount Justification / Comments [
2019 o ENDUSER2 5/31/2017 11:37:44 PM =0
2019 (] ENDUSER2 5/31/2017 11:37:44 PM 0| New eguipment reduce maintenance costs,

- Records: 2 - Page: I &l

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,
clnt_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.

Comments

Amount Justification/

For Posting Codes = cInt_txt3, this displays line text. For all other entries, this
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

Tl ) (repon ) (Cimpor ) (nesesn )

e Budget Form Agency Form Name Expense
2635 9200 013  OFFICE OF LIEUTENANT GOVERNGR 10
Duick Sewrch:
I rrer search critena hare...
@ (Zero Cut ) ((5ereen Confiquration ) ( Validstion Configurstion )
Audi 2012 ‘2019 Base 2018 2020
Row Trall Line Seq L5 Name Source - Program  Natural Natural Name Enacted Budget Revised Base
Budget Changes” Budget Budget

1 -~ AT Dihce of Leuter D] - U Goverso™s OF | (47400 | Meintenance/Hepzis (Hhze LUy b u g itz
2 ~ 1830101  Cffice of Lisuter 01 - Lt. Governor's Off | 243020 | Teed 500 o
3 ~ 1820101 of Liguter| 01 - LL Govennor's O E43110 | Office Supplies & Equip 3188 a
< ~ 1630101  Cfficcoflicmer 01 LtGovernor's Off G43120 | Comp Supplics/Software & Equip 1.842 0 1942

~ 1850101  Cffice ef Lzuter. 01 Lt.Governor's Cff 643200 | Duesand Fees 274 o 274 274
& -~ 1830101 Offiee wl Lieuter 01 - L Guvernwr's OIf | 643410 | Puslaye and Pustal Svas 1,613 Q 1613 1613
7 ~ 1830101 aftjsimer| 07 - 1% Caveranss Off Prirring - Outside W=ndors 1,44 n 1,244 1,244
g ~ 1630101  Cfficcof Lictner. 01 Lt Governor's Cff Prirting by Statc Agentics 234 b 234 234
E - WANOT  Dinez of Leiter| 07 - L Governor's Off | 643/00 | Miscellanenus Lxpenses (i) u s
1 -~ 1830101 s ofUzuter) 01 [t.Governor's Cff| £43740 | Loan Repaymant Floet Revolving 9535 a 9,535
" -~ W01 Urnce of haiter| 01 - Gaverans €t (AR | Insuranee: Fropery/ asualty th ] of
12 ~ 1830101  Cfficc of Licuter) 01 Lt Governor's Cff| 645200 | Rental/Leasct Equipment 2488 a 245 2488
13 -~ 1020101 Cffice of Lizuter| 01 - Lt Governo's Off | (46200 | Mileagz Allowvancs a3 a B3 B3
i -~ 63001 Cffice af llainer 01 - |1%.Caverno's Off F46310 | Cim-nf-Srane: Transpomarion 74 n 74 74
Hecorde per page: |30 ¥

Actions Form ID Form Definition
1120 9200
Add Data
Line Sequence;:* Natural:*
-~
-

2019 Base Budget Changes:
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2020
Current
Sves Base

500
3189
1.942

1643
1,744

234

9,535
ah
2488
8

974

Audit
Text:

2020 Base

Budget
Changes™

=00 S e

=

2

o o e

2020

Ircrease £
omarizat

Increase
MLGA Lar



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:
I
Code selected: |‘} 000101 I ‘1 Select l
Select  Code & Mame 1%
@ 1000101 Director of Administration A
|:| 1000102 Central Business Office
[l 1000104 Judicial Mominating Commission
O 1000105 Fiscal Fitness
O 1000938 Operating Transfer From RICAP
| 1000933 Neighborhood Health Plan Dental Program Grant
O 1000240 MISCELLANEQUS TOBACCO REVENUES AFTER FY11
[ 1000941 Miscellaneous Settlements
[} 1000942 Operating Transfer from HRIC
O 1000943 Operating Transfer from State Fleet Revolving Loan Fund
O 1000844 Donations - DD Providers
[] 1000245 Operating Transfer from RIHEBC b
Records: 1 - 500 of 2069 - Pages: 11 (e

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

S it
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 a 0 in
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 out the 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... )
Record Actions:
Form S Form Last Last 2 &
D Description Stage Agency Rows Updsi User Submit Actions
= 068 - DEPARTMENT OF =k =
1190 AR ST RATION 9201 068 4 5/31/2017 ENDUSER2
Records per page: (25 1% - Records:1- Page: || KA1
This brings up the form in the 'Header' view.
Page Actions:
(Comment Histor}r) (Comment) (Submit)
Actions Instance 1D 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 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 for uploads. 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.

Page Actions:

CCommentHismry) (Comment) CSubmit)

Actions Instance ID Form Definition Definition Name Header Organization

1190 9200 Base Form - Agency 068

Budget Form Header Dimensions

Stage Code:* Header Organization:
920; 068
Program Budgeting DEPARTMENT OF ADMINISTRA
Header Detail Budget I Attachments l

9.8.2. Click the Attachments tab.
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9.8.3.Click the Upload File(s) button

9.8.4.Click Browse to open Folder Structure. If you get an 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

ID |5 File Name k) Description £ Modify Data
Upload File(s) There are no records available.

Records: 0- 0 0of O - Pages: 1

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

9.9 Budget Submit
Submission allows users to move a form instance to a different stage. A user can have access to submit
a form 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:
Description Stage Organization s :'laﬂ Lot Submit Actions
11634 5805 - IT Administration 2201 5805 36 11/30/2016 ul |
11670 5820 - Application Systems Development 2201 5820 39 11/30/2016 ul |
11651 5830 - Computer Operations 2201 5830 60 11/30/2006  ul I
11652 5835 - Technical Projects 2201 5835 48 11/30/2016 ul 1(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 G

Select a Stage:*

Select a Stage Code I( Subm [t] (Cancei)
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.

Step Description

Step 1 Position Maintenance - Add a Position Wizard

e Select the job class

e 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 Qlass:* 00113900 N % |
SECURITY MANAGER

Position Code:*  NEW068001

(e.g. 068001139001) l\
Step 2 Step 2 of 7
e Enter the Home
Organization to which Eosition Cade: gob Chass
) . NEW068001 00113900
they will be aSSIgned SECURITY MANAGER
e Select a Position Status
[ [Fm Update Positior
Position Name:* CURITY MANAGER
Home (7031106 S *
Organization:”  pyblic Safety Answering Point Bidg |
Bargaining Unit:* ( gg S % |
Non-Union
Position Status:* |1 - Full-Time v

Salary Object:* [611000 - Regular Wages V|
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o A set of default benefits
are assigned

e Click Add Benefit
Category to add
additional benefits or
other pays as needed,
such as uniform
Allowances

Step Description
Step 3 Step 3 of 7
e No cha nges may be Position Code:* Job Class:*
K K NEW068001 00113900
required on this Step. SECURITY MANAGER
e Review: default Step . :
e Click Lookup Salary Table :
Salary Table:  yagg kd Salary Override:  []
to make sure the Salary Neatidea
bl / St / Gradei Override Salary: ( $0.00
Table ep rade is Grade: M‘Q‘lfi”‘ %] s T (o G
valid. If the report is blank Non-Union
. . . Step: (1 kd
Salary —
there .|s ar.1 invalid , Percentagey (100000000
combination and must be Step Du;_a(::n 1 ] Benefit
corrected or a Salary o Percentage: ===
:
Override should be R =
Step Increase
entered. Date: ~03/01/2018
o Click Salary Override and [}
enter an Override Salary Next
to not use a salary table
lookup.
Step 4 Step 4 of 7
e No changes may be
required on this Step. Funding Start Date:*  9/1/2017
e Change the Funding Start Funding End Date:*  12/31/2050
Pate if y(?u have specific ABocation Profile® CNONE %]
information on when the
position will begin.
e Assign an Allocation
profile if those have been Cammants:
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
e No changes may be
. R ) Funding Funding ) - i
required on this Step. Actions Start Date End Date Comments Allocation Profi  Active
e Click Edit to change = D (Odete) | 030172018 12/31/2050 NONE True
allocation line. Organizatio Fund Code  Account Home Active Allocation  Actions
i i 3050105 0 611000 True True 100.0000 % Delete
e Click Add Allocation to add ()| (Delete)
a new allocation line.
Note: Allocation lines
(Ne) (Cancel)
must total %100.
Step 6 > Benefit Category . Acti
e No changes may be 229
. . I STAT Statutory - OASDI and Medicare Defauited from Job Class True
required on this Step. (ee)1(Delete)  NHREG New Hire/Vacant Regular Defaulted from Job Class True
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Step Description
Step 7 Step 7 of 7
e Enter a Justification for Position Code:* Job Class:*
the position. This is a NEW058001 e
required field.
. . Update Position Counts
o [|f requesting multiple
positions for the same job Vacant Option= 1 V] Rewsed for e b3
Authorized
class, change the Count: !
. Justification:*
Authorized Count to a Authorized FTE: (1,00
different integer value, Overfill Flag: ]
such as 5
e Enter desired Authorized N

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

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

o Click Finish and the
position is created

Specific Budget Form Instructions

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

11. 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.

111 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.

E H 9 - 1Y g @_I @ = FormExport_9200.xsx - Microsoft Excel
Home Insert Page Layout Formulas Data Review View Add-Ins
NG - 5|
A B £ D E E G H | F K
2019 2019
2019 2019 Base 2019 Base Total
Base |Statewide| Current Buclget Base
1 LineSeq | LS Name | Program |MNatural| Natural Name Budget | Adjust. |SvcsBase| Changes* Request | Justification®
2 1825101 |General Ass{General Ass{614001 |Overtime 0 0 0 1 0 Test1l
3 1825101 |General Ass{General Ass4640100 |Building Maintenanc{ 60,000 80 60,080 -60,000 80 Budget reduction
4 1825101 |General Ass{General Ass{641100 |Maintenance/Repair 7,500 20 7,580 152 7,742 New Text
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12. Contracts

The base budget form will be used to create contract budget requests. As noted above, the base budget
form will display all 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.

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.

—
ﬂ

J
BR-3B.xIsx

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

* Decision Package:

v

v

v
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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 andwill apply
standard growth rates to estimate outyear costs. However, if proposals have unique
outyear impacts (for example, 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.

The Decision Package form include revenue natural account codes, which will allow
agencies to create Decision Packages with revenue impact in 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 well as 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.

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.

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
about a 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



budget changes, which generally would include changes to a line sequence that are lessthan
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 changes in the Decision Package are reflected in both constrainedand
unconstrained Decision Packages in the Agency Request.

Note that:
* Decision Packages are zero-based requests that group together related 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.

* Assign a Type that indicates if 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

Description Stage jen Submit Actions
ID P Adency Rows  Update User
1211 DOA New Initiative 9231 068 1 5/31/2017 ENDUSER2 I
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® [1230 - Decision Package ~|

stage [Sainct a Stage Corle v]

Agency:* L

Name:*

P
(s o)
we ) ( 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 special characters in the name as this will cause issues in the database.
Special characters include, but not limited to, the following (#@,%,&)

132 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. ** NEW ** Agency Request: check this box to include this Decision Package in your request. Leaving it
unchecked will not allow budget dollars to flow into the agency request fields in reporting. This is helpful when
developing the budget as you can exclude the package without having to delete it.

13.2.4. Budget Article Required: check this box if a budget article is required
13.2.5. One Time Investment: check this box if no additional dollar are required in the out years.

13.2.4. Save before leaving the tab

Budget Form Header

‘ Comment ‘ ‘ Submit_‘

13.3

Instance ID

Form Definition

‘ Configuration ‘ ‘ Close ‘

Definition Name

Name Header Organization|
19814 9230 Decision Package - Agency Lisa Test 014
Stage Code:* Header Organization:
[ 9231 014 ]
Agency Stage 1 Military Staff
Header Budget Position Tab Revenue Tab Narrative Evidence/Evaluation Attachments
Name:* [ Lisa Test | | Gt ‘
Type: | Base Budget v
Agency

Recommendation:

Policy Bucket
(OMB USE ONLY)

Raric

* Budget Article

v

Required:

One Time "

Agency Request: [V

Budget Tab

BV
Select a Value ..

= Base Budget
Constrained to Target
Unconstrained

* Budget Article )

Required:

Complete the budget tab; this works in the same manner as other forms except it is zero-based so you
must Add New for each 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

10126 | 9230 011 - General Assembly
Quick Search:

(e

Form Name

Dedision Package - Agency

pr
((Add New ) (‘Copy ) (Zero Out ) (Screen C

ion ) ((Action Configuration ) ( Validation Configuration )

Audit

Row. || Frall

LineSeq LS Name

Records perpage; [s0- |

13.4

Source - Program  Revenue Category Natural Natural Name.

Import-Export Notes

2022
Budget
Request”

There are no records availzble,

2023 2024

Budget

2025
Budget

2026
Budget
Request”

2027
Budget

Request® Justification®

- ‘Recordsi 0 -0 0FD - Pagest | 1< | < | 1 |» || 0

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.
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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 (8 0ff) ) - B oAz gl ] B = Formbxport 9230 10126 20210726.xisx - Read-Only - Excel D Search

Page Layout Formulas Data Review View Developer Help ACROBAT

File Home Analyze Design Insert

Fa ol e
I_I:l E?& Cut Calibri S oA A === #- a5 Wrap Text Genetal B @ @ Normal Bad Good
[ Copy ~ - i
Paste e e = Conditional Format as Explanaiory
B T U - | e | o B || == esias - . 0 €0 00 __.1_4_.‘,.. Input
« ¥ Format Painter = T E=E= EE EMegeacents $ % %38 Formatting = Tablev -
Clipboard 1 Font = Alignment 1] Mumber = Styles
D15 * e
H 1 i

A B 4 D E F G

1 une .éeq Revenue Eategory Natural 2022 Budget Request® 20323 Budge} Reguest® 2024 Budget Request® 2025 Budgei keques‘t‘ 2026 Budggt Reguest® 2027 Budget Requast™ Justification®

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

Positipn / Employee Actions: Page Actions:

Ne \ésition) {:Emplo}fec— Chang:—s) (Caicu!at{::} (Clcsej]

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, which is accessible both in the Decision Package form and the Personnel
Adjustment forms. The New Position Wizard is described in section 10.

136 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 Narrative Evidence/Evaluation Attachments

Revenue Notes:

‘ Open ‘

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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Header

Timeline for
Implementation:

Opportunity
Statement:

Relationship to

Budget Position Tab

Revenue Tab

Narrative

Evidence/Evaluation

Attachments

Proposal
Overview (brief):

General Assembly

Proposal
Details:

Timeline for

Comparisons:

Agency Mission: Outcomes:

Information

Interagency Technology

Impact: Needs:

Statutory Federal/Other

Implications: Funds Impact:
State Future Expected

Costs:

FTE Details &
Requirements:

13.8.

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

a ) @

BFM Reporting - Log In Required
BFM Reporting

Guide: Internet Explorer Hints

I Guide: Decision Package Narrative Fields Quick I

Guide: 2023 Budget Instructions
Guide: 2023 BFM User Guide

Guide: BFM Reporting Inventory

Guide: 2026-2030 Capital Budget Instructions

S = — —

Tab




Stage Code:* Header Organization:

9423 J l ALl

OMB Analyst Review ALL AGEMCIES

Header Budget Position Tab Marrative Revenus Notes Evidence/Evaiuation Attachments

Evidence Scale
Ranking

Anticipated
Outcome/lmpacts:

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. Report 102 - 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-7 form will produce the required balance forwards in a
report.

Note: supplemental instructions will follow for certain exempt accounts.

14.1
14.1.1. Start with Report 107 — BR-7. Run the report and use the Input Controls to navigate to the Line
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Sequence you wish to view.
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°3 2,200,0007
Minus: Indirect Cost Recovery 250,000* 250,000°8
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
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
Trail Line Seq LS Name Program Natural Natural Name Base Statewide Current Budget Total Base
Budget Adjust. Svcs Base Changes Request
247 ~ 2272101 Child Support Ei| Child Support Ei. 649500 Indirect Cost Recovery 100,000 0 100,000 0 100,000
279 ~ 2275101 | Family and Adul Individual and F| 649500 @ Indirect 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: I}
(add New) (Zero out) (Screen Configuration ) ( G D

Row ::::t Line Seq LS Name Program Natural Natural Name 2018 2019
Revised Budget Justification / Methodology

21 ~ 2275101 | Family and Adult Services Individual and F|  BPYA Adjustments to Prior Year Balance 100,000 0

22 ~ 2275101 | Family and Adult Services Individual and F| NRGA New Receipts or Grant Award 2,100,000 2,200,000 Deep thought and analysis.

14.1.3. Goto the 9270 or 9470 BR-7 budget forms 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 There is only one form for both Revised and Budget years. This differs from other
forms.
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i14.1.5. Goto the 9200 or 9210 Base budget forms to update your Indirect Cost Recovery values.Refresh the
14.1.6. 107 report as needed to see the updated values Submit your forms when completed with our entries.

142  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.

IE 9 - G Vv 02 |5 FormExport_9270.xlsx - Microsoft Excel
Home Insert Page Layout Formulas Data Review View Add-Ins
[ o7 v I
A B ¢ D £ : G H | 1 | K
Line Natural 2018 2019 Justification /
1 Sequence| LSName | Program | Natural | Name |Revised® | Budget* | Methodology®
2 1830101 |Audit of FeddqAuditor Ger| BPYA Adjustmen| 100 200|Test 1
3 1830101 |Audit of FeddqAuditor Gerf NRGA New Rece 300 400 |Test 2
4
5

143  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.

Paste 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 In some cases, special formatting may exist in 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 Arrich text option may be offered in the future to allow for formatting in the printed
document.
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Org*  Short Name:*

068 DEPARTMENT OF ADMINISTRATION o

Parent Code:
e —

)

7

Ii Mission 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: The 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
administered and supported by the state. The Department, headed by the Director of Administration, includes the

nranrammatic finctinne af Cantral Mananaman + lanal Gandrae Arcaiinte and Cantral Mananaman + 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.

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

16.1.1 Go to PCF/Employee/Employee Maintenance
- Budget Management Chart of Accounts Administration .
Projections »
Position »

v

3y

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 canview
what the other filters do for your employee set.
o Filter Criteria: 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:

lAII Employees VI

Filter Criteria - Search Limiter: Search Limiter Text:

l Position Code V] NEW Apply Criteria

Record Actions:

(Adc New Employee) CNew Position Wizard) (Duplicate Emplcyee) CScreeﬂ Conﬁguration) (Export to )(LSX) (lmpo"ﬁ from Excel)
Home Job Fndg  Alloc

Position Employee Last Name First Name BU ; Active  Actions

Orgn Class Lines Lines

[+ NEW068001 Z1116 Vacant Vacant 7081106 | 00113900 | 99 1 1 True

Records per page: |S0 ¥ - Records: 1 - Page: 1

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

Add New Employee
1. Click on Add New Employee

Employee Maintenance

Record Status: | All Employees

I @ Add New Employee l + New Position Wizard

Position Employee

Records per page: |50 |#| O, Advanced Search

2. Choose an existing position code or reach out to the Budget Office to get one added. Use an employee’s
real employee ID where possible; otherwise, choose a unique ID in the BFM system. Reach out to the
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Budget Office for assistance, if needed.

Add an Employee

Enter a unique Position / Employee Code

Position Code:*

E_'hoose an existing or ask bud *et} E] %

analyst to add a new one

Code:*

Employee [)‘u‘u' HEEmptD{iavartattey
[¢] LT

T OTHgue (0

Save | | Cancel |
| | | |

Employee Tab
Update an Employee Record
Employee Code:* Last Name: First Name: Mi:
"Z1116 " Vacant Vacant Vacar
L Employee Salary Projection Validation
Position:* " NEW068001 kd Active:
SECURITY MANAGER
. Assigned:
Job Qlass:*  0n113900 L kd
SECURITY MANAGER Vacant:
_ Home (7081106 e
Organization:*  pypjic Safety Answering Point Bidg Reno\
- Justification:
Bargaining Unit:* g9 kd
Non-Union
Employee N = v
Status:* |1 Permanent Full-Time |

System

@ ()
v
v

Needed for new building.

Field Description
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

project budget costs.

Click Inactive to make the employee inactive; inactive employees will not

Vacant

Indicates a vacant versus filled position.

Justification

If changing an employee record enter a reason for the change.

Salary Tab.
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Update an Employee Record

Employee Code:* Last Name: First Name: Mi:
Cz1116 ) (Vacant ) ( Vacant ) (Vacar )
Employee _ Projection Validation
Salary Table: ("jagq Q Salary Override:
M. R Override Salary:
Grade: ¢
00827A b Non Step Table:
00827A
Step: Q
L Percentage:
-
Step Duration (1 Q Percentage:
Table:  one step Employee Count:
Step Increase - Employee FTE:
Date: . 03/01/2018

Salary Table

For employees on a salary table /step / grade this drives salary costs.
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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 0 in the case of an employee not receiving benefits. 50% may indicate an
employee who only receives half benefits.

Employee Count

1

Employee FTE

Generally 1; an FTE can be between 0 and 1.

Employee Allocations

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

(Beneﬁts) (Audlt Trall) (Screen Conﬁgura(xon)

Page Actions:
Allocanons)

Position

NEWO068001

Update an Employee Record

Employee Code:* Last Name:
Z1116 Vacant
Employee Salary
Position:* " NEW068001
SECURITY MANAGER
Job Class:* 00113900
SECURITY MANAGER

Home
Organization:*

7081106

Bargaining Unit:* 99

Non-Union

Public Safety Answering Point Bldg Renoy

Employee Code Last Name First Name Home Orgn Job Class
Z1116 Vacant Vacant 7081106 00113900
First Name: Mi:
Vacant Vacar
Projection Validation System
ot Active: M
” Assigned:
R kd
{qi Vacant: M
-

Justification:

Needed for new building.

Employeo [1 - Permanent Full-Time

Status:*

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 A\Ioca‘liun) (Duplicate AIIocatiora)

Actions ;:'::lggte :::‘:;:ze Comments Allocation Profile Active All::::i[on
=l -| 09/01/2017 12/31/2050 NONE v 100:0000 %
Organizatio Account Home Active Allocation Actions
7081106 611000 False True 100.0000% | ((Edit )| (Delete )
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: @

Save Cancel

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

Adjust Funding Start and End Dates as needed.
16.1.3. 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.
16.1.4. Click Save

To Add an Allocation profile
16.1.5. This is an administrative function. There are benefits to creating allocation profiles. The best use case is
where multiple employees are allocated to many line sequences. An allocation profile captures all line sequences and
can be applied to multiple employees. If the allocation changes, these changes can easily be applied to all employees
using the profile. Allocation profiles are not required. The same can be accomplished with allocating multiple line
sequences in the allocation tab on the employee record.

To Edit the Allocation lines
16.8.6. Click Edit on Allocation line.
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Funding Dates Actions: Page Actions:

(Add New Funding Date) (Dup!icate Funding Date)

Allocation Record Actions:
(Add New A\locaimn) (Duplicate Allc:caticm)

o Funding Funding £ = Allocation
Actions Slaik Dote End D Comments Allocation Profile Active Total
= [ 09/01/2017 12/31/2080 NONE 7 100.0000 %
Organizatio, Account Home Active Allocation Actions
T :
7081106 §11000 False True 100.0000 % |

The Edit Allocation window will open.

Edit Allocation For Funding Date Range / Employee Record

Funding Date Range:* |9/1/2017 - 12/31/2050 bl Allocation:* 100.000000
Organization Code:* " 7p31105 LJ (Ca{cula‘te Remaining Al Iocaﬁon)
Public Safety Answering Point Bidg Renoy Home: [
Account:* 611000 e Active: [V
Regular Wages =
Default allocation for none
Comments:

Save Close

16.1.7. Use the Organization Search to select a new Line Sequence.
Note: Account (Natural) can be changed to Part-Time/Temp/Seasonal if needed.
16.1.8. Change Allocation percent if needed. Note: The allocation percent for the employee
should equal 100%.
16.1.9. 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" 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:
(Add New A\Ioca‘lion) |< Duplicate Allocatiora)i

5 Funding Funding £ 5 Allocation
Actions Start Date End Comments Allocation Profile Active Total
=l [ 09/01/2017 12/31/2050 NONE v 100:0000 %
Organizatio Account Home Active Allocation Actions
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16.1.10. Click Edit on new Allocation Line.

16.1.11. Use search buttons to select desired Organization and Account codes.
16.1.12. Enter Allocation percent.

16.1.13. Click Save.

Employee Benefits

To Add/Change an employee’s benefits click the Benefits button at the top of the page
Yage Actions:

AHocatnons) (Benefits) (AuditTrarI) (Screen Com’xgurahon)

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

NEWO068001 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:

Adc New
. Benefit Categol -
Actions egory Comments Active
Category Name
I STAT Statutory - OASDI and Medicare v
| MNHREG Mew Hire/Vacant Regular v

16.1.14. Click Add New to add a new benefit.
16.1.15. Use Search window to select desired Benefit.
16.1.16. 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.
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Employee Salary Projection Validation System

Projection Date: 07/15/2017 Projection Salary History
Projection ID: ' 208 Projection Results

Extract Date: | 07/15/2017
Longevity Date: ' 01/01/1900 E

Projection Valid:

Projection Results shows the details of the last projection.
Projected Employee Results

Record Actions:

Close ) Export to Excel

Yar 8 coie B Name' 8 Amount 8
2018 401AH 401A State Rate - 1.00% $475.01
2018 ASSESS1 Assess Benefit - Full $2,256.29
2018 DENV Dental Vacant $560.83
2018 MEDV Health Vacant $15,88833
2018 M Medicare $688.76
2018 OASDI Social Security $2,945.06
2018 RET Retirement - State Employees $11,875.22
2018 Visv Vision Vacant $105.00
2018 Total Benefits $34,794.51
2018 Total Salary $47,500.89
2018 Total $82,29540
Records per page: |100 1% - 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

U0 budgetManagement ,  ChartofAccounts ,  Administration .
, ,
osition »
> ployee Maintena
E ' (e

16.2.2 Click Add New to add a new Allocation Profile

16.2.3 Enterin a code and a 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.
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Code:* Name:*
0681234 New Profile

e
Attributes Allocation Profile Detail System Maintained
Short Name: Active: [V

Description: { ]

_— |

Security Code:

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!ail)

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 Profile Header Name P”"’“"""

0681234 New Profile

>

Fund Code Organization Code Account HH PA:._ mﬁon Actions
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

I

Organization 1000101

Code:* pirector of Administration

Account:* 511000
Regular Wages

Allocation:* 100

Home:

Save Cancel
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Click Add New to add additional allocation Lines. Note: Allocation lines should total 100%.

16.3 Turnover Expectancy

BFM will calculate a vacancy credit to represent the turnover expectancy. There is a 0 FTE employee
record created to represent this turnover expectancy for each line sequence which has personnel data.
The employee records begin with VC and end with the line sequence code.

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

Search for Turnover
Employee Maintenance

Filter Criteria - Record Status:

|r\|| Employees V‘

Filter Criteria - Search Limiter:

|Last Name V‘

Search Limiter Text:

Apply Criteria

Turnover

Record Actions:

(Add MNew Empluyee) (New Position leard) (Dup\\cale Employee) CSCFEEFI C':mflgumticn} (Expurt to KLSX) (Import from Ex:el)

Position Employee Last Name First Name ::’;e :_.T:ﬁ BU ::::z :l[l‘:: Active  Actions
+| | VC1000101 VC1000101 Turnover Expectancy 1000101 99999939 | 99 1 1 True
# | VC1000102 VC1000102 Turnover Expectancy 1000102 | 99999999 | 99 1 1 True
Search for Line Sequence — you may have more rows return than just the turnover record
Employee Maintenance

Filter Criteria - Record Status:

|A|I Employees V"

Filter Criteria - Search Limiter: Search Limiter Text:

| Employee Code V‘ 1000101

Record Actions: Ls

(_Add New Fmpiuyee) (New Position Wi?ard_) (Dupﬂ(ale Emplnyee) (Screen Configuraiinn) (Export ta XI.SX) (\mpc:"t from Fxcel)

Position Employee Last Name First Name 2:9": ::Tabss BU E;I:et GI'I:: Active  Actions
|l | 100010100130 100010100130 1000101 | 00764300 99 1 1 True
I | 100010100131 100010100131 1000101 | 025%0600 99 1 1 True
+| | VC1000101 VC1000101 Turnover Expectancy 1000101 99999999 | 99 1 1 True

16.3.2. Edit the record

16.3.3. Go to 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. 0 will
apply no fixed benefits. 100 will apply 100% of the fixed benefit amount. 300% will apply
3 times the fixed benefit amount.
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Employee Code:*

Last Name:

Turnover Expectanc

Mi:

VC1000101
Employee Salary Validation Systemn
Salary Table: Salary Override:
Unclassified -
Override Salary: $0.00
Grade: — =
f2e 2. A[FlE} Nan Step Table: 99
00000A -
i Non-Union
Step: 1 Salary
1 P N 100.000000
ercentage: .
e ‘
; | 100.000000
Step Duration (" q Percentage:
Table: gpe Step Employee Count: il
Step |"CI":ESGI '09/0”2020 Employee FTE: | 0000000
ate:
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 user to 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

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

Form Form Last Last

D Description Stage Organization: Scenario5 o Update i Actions
Department of Human Services = s

9816 ps st 9913 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:]
Header ID Org Form  Name Stage Status Rank Type Analyst Gov Rec / OMB Mgr
- Clinis

355 325 fr8: | B00OSZ - Clinical 1783 In Progress 0 v v
Diagnostics Lab

356 25 i | eoias s inieefiags 1783 In Progress 0 v v
Disease Isolation Room

9847 325 t7ag | Fechnology suppdrl stift | o, In Progress 0 v
to ITD

8516 325 1720 Reduce Legal Services 1723 In Progress o wo

9848 325 1720 | Reduce HR Services 1723 In Progress ] v

354 225 780, | EDB0O1=SS Bettvioral Sl oy InPrograss | 5 MAD v
Health Hospital

9849 325 172 | SetSenviceDeliveryfor | .., In Progress 0
DD to contractors

6995 325 j7e0, | PSEamentofhuman o In Prograss v ]
Services
Reduce 24 Hour Coverage

5 1

as1 325 20 | e 1723 In Progress 0 CTZ v v

253 29 170n B0O000O - Hospital 1703 e Deitn o a 7 7

Records per page: |50 13

Expense
$4,825,000
$845,000

(§272,902)
($2,060,.311)
(3436,818)
$5,480,900
($391,928)
$2,950,000
(§729,856)

eang2 nnn

(§62,400)

$4971144

$6,200

&n

Net

$4,825,000

$845,000

(8279,902)

(§2,060,211)

(8436,818)

$8,480,900

(8329,588)

(52,021,144)

(§736,056)

€& nea ann

- 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

 (Contgratn) () (T

Select a Stage:*

9913 - OMB Analyst Review ™

Email Recommended

Users:

Add Workgroups
Workgroups: |
Emails:

19.

Emails all users having access to the submitted stage and org

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)
Decision Package - Agency (9230}
Budget Review
Strategic Planning
Performance Measures - Agency (9260)
:  Fed. and Restricted Rec. Rev - Agency BR-T (9270) 1
| Estimated Departmental Revenues (9410)
Departmental Receipts Narrative Info Form —BR 9
Agency Submission Attachments (5400}
Capital (9500)

Agency Submit (9900)

Attachments - All Forms View {3500)

Budget Form Header

( Comment History ] [ Comment] [ Subm'\t]

[Conﬁguration :] Close

Definition Name

Instance ID Form Definition
10174 5500 Attachments - All Forms View
Stage Code:™ Header Organization:
5501 074

Agency Stage 1

Department of Environmental M

Save

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:

Enter search criteria here.. Show Advanced Filters

Record Actions:

Form o Form Last Last o -
D Description @ Stage Agency R Update T Submit Actions

There are no records available.

Records per page: (25 ¥ - Records: 0 - Page: 1

Submit the ARB to 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

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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Hy-lflacﬁl.'nenls

: F.{-IIdETS
=1 public Folders
B
r = 3 Agency Reports
B3 3.1 Budget
Ei | 3.2 Personnel
L1 3.3 Performance Measures and Strategic Planning
I 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. Folders is 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. Click on the plus to the left of any folder to expand the folder structure.

ET}r._I;.Jncummis . Title =
Fvulde:s . Capital
BB public Folders | | Operating
EI 3 Agency Reports ] | Optional
#1031 Budget
B &= 3.2 Personnel

| 3.3 Performance Measures and Strategic Planning

| 3.5 Projects

22.1.5. Click on any folder see the reports available.
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Mw_,v Documents | Title »
| Fulders ! !-’ 103 - Agency Summary BR-1
Fesip i
Public Falders | | 105 - 2023 Decision Packages
=710 3 agency Reports ! | 105R - 2022 Revised Budget Dacision Packages
L B 3.1 Budget | 106 - Contract Summary
1. — 4 1 = =i
- | 3.2 Personnd #1107 - BR-7 Report
# 123 - Program Summary BR-4
3.3 Performance Measures and Strategic Planning =
¥ | 150 - Budget Tracking Sheet
- 3.5 Projects
el w151 - Natural Account Detail with Justification (optional to print)
3.7 Required Agency Submission Reports % | 160 - Budget Tracking Sheet Revised
- capital ¥ | 170N - Departmental Receipts - November
¥ | 390 - Employee Detail by Home Org
=R Optional *| | 391 - Employea Detail by Allocation Org
B 7 i ¥ | 401 - Performance Measures - Budget Book View
~ Staging
b w401 - Performance Measures - Budget Book View (DOT Version)
B Test Reports |
¥ | 402 - Agency and Program Descriptions
w403 - 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:

i Home ] Documents | 102 - Agency Budget... .°

S| £ | &~ || { ol ~ F Alter Bar

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 have to click on each Prompt you wish to fill out (or is required) and follow the procedures

below to complete them.

e 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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e Depending on the report that is opened, all prompts (listed below) may not be available. Each
report may have different prompts.

Prompis

Available prompt variants

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

22.3.2. To select a value from a list, click the Refresh Values b2 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 x A

@/ " Enter Aqency

Refresh Values %2

Agency <
026 | RHODE ISLAND COUNCIL ON THE ART)

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

& -

0K Cancel

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

=
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Available prompt variants | TEHER X

Prompts Summa N Enter Aqency (ootional
@ ' 026 x |
Refrash values 5 | >
To see the content of the list, dicfthe REfresh IT
values button, -
b -

[_oc || cancal

e

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

Available prompt variants -] 33X

Prompts Summary

i .Eﬂt-er Adency oot

Ll 026 | RHODE ISLAND COUNCIL ON THE ARTS|

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

the binoculars (¥ , then click 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.
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Prompts Summary

Available prompt variants | TEHE X

Enter Agency | opt

Type values here |

Agency g
U025 | RHODE ISLAND COUNCIL ON THE ARTS

are

o — | =]
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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

Home ] Documents ] 102 - Agency Budget... .

(8| & | &~ || ¥ Dl ~ ¥ Filter Bar
o jser Prompt Input -
1! Advanced | < Run

=0 Enter Agency (optional}
026

Toolbar Actions

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

r
" Export current report (tab) or all reports (all tabs) into a PDF or Excel.

" Refresh data by rerunning using the prompt window.
¥ B Enables the drill capability in the report.

“rerBar Displays the filter bar at the top of the report. Objects can be added to the filter bar torestrict
what is displayed in the report.

Side Panel Actions

He
‘ = Displays the Navigation Map which includes all report tabs and any sections added toreport
navigation.

‘ : 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.
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1 llome] Dul:urmmh 102 .lgeanl!u@et a8

Fescing - Design -

~
State of Rhode Island
2y =) By Scurce 102 - Agency Budget Request Summary Hun Uate: /14117
@
— | @ [E] BeLine Sequence and Natural Ineractve - Agancy Total Run Time: 5:38:10 2
1 =] Raguast by Form
Agency - Hame ZDI'I' ZD1EI 2010 2019 Dase 2019 2019
Acctunl Revisd Fanlyi Dewision Agriy
Budgm Budget Fackages -  Request
Hequasted
026 - RHODE ISLAND COUNCIL OM THE ARTS: 2,085,647 3072310 3,072,310 3077415 [ 3077415
lotal: 2,085,647 3002370 U230 ERUZR T ] Uiy
4
v
< >
7 Interactive- Agency Total < [7] ByFunc ] P By Sourcs | 77| Byline SequenceandMatural | 3 Raguest by Form t
TARTECTVA - AgRrey THTal [ Trackchanges: 0 | 4 4 Pageicfr ko k| = LD, ‘Jﬂria; 2 i aga

Navigation Map
22.5.1. Todisplay the tab, click on the tab in the Navigation Map. The tab currently displayed is

hlghllghted

22.5.2. Ifatab has a plus sign, report sections have been added to the navigation map.

22 5. 3 CIicking on the sub-tab navigation item will display that specific section in the report.

=" 15]2 - Agency Budget Request Summary
=| By Fund
é By Source
= E] By Line Sequence and Natural
& @ 01026 - Central Management
=] TE} Request by Form
# 026 - RHODE ISLAND COUNCIL ON THE ARTS
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Tab Strip
22.5.4. Todisplay the tab, click on the tab in the Tab Strip. The tab displayed currently is highlighted.

W
e >
‘ [Z Interactive - Agency Total ; [Z By Fund | ’}1 By Source | T By Line Sequence and Natural | 5 Requestby Form | -
[ Track changes: Off | 4 4 Pageiofi P M = &l| 100% - ' 4 minutes ago
Paging
To move between pages of a report, click the arrows or enter a page number.
40 - Uperating supplies and Expenses 38,412 8r1fu a1/ gr.1fa U gr1rm
5D - Assistance And Grants 469,142 480,000 480,000 480,000 0 480,000
Total: 2885102 - Partnership Agreement 721,823 781,454 781,454 773,774 1] 773,774 o
< >
[ Interactive - Agency Total | [ By Fund ! 2 By Source I‘ [ By Line Sequence and Natural I [l Request by Form | -
[ Trackchanges: Off | 4 4 Pageiofi+ b MW | = |5 100% - & 4minutes ago

To advance pages, click the inner arrows ¥ to move one page at a time and the outer arrows
4 to move to either the first or last page.

M 4 Pageiofl » M|

22.5.6. To select a specific page, click on the Page 1 of 1 to enter a page number and then click Enter.

| M 4 I
Zoom
22.5.7. To change the viewable portion of a report, change the zoom percentage on the bottom tool
bar.
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& Trackchanges: Off | 4 4 Pagelofl » b = |5 ||/100% ~i| < 6 minutes ago

Zoom options include:

=  PageWidti =

I Whole Page E
10%
25% I

50%
75%
v 100%
150%
200%

- |

100% ~ <5 7 minub

22.6 Refreshing a Report While Open

Once a report is 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:

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

| E| |2~ | ¥ Dnll = ¥ Fiter Bar

3 t Controls ~
—

22.6.2. The pr-omr;t screen reappears. Complete the report prompts as directed 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
| Home | Documents | 102 - Agency Budget... .© =

- | &| |2 ~| | ¥ odll - ¥ FAlter Bar
TE,J || User Prqm;:t Inpuil: >
Navigation Mag

-

Input Controls

» ¥ 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.
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'_12 Advanced | = Run

Enter Agency (optional)
026

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

22.7  Drilling through the Report
Drilling displays the data at different levels of summarization.

| Heme | Eeruments | 102 - Agency Budget...

| E (R el = o riltorBar Keading * Desigr
[~ ut Controls ~ | Click feon L acd shnple epur T
=)
Map  Fosel

= Cotument Inpul Cunls ok (2)

Stae of Rhode 'slznd
Agency - Mame A

102 - Agency Budget Request Summary Hon Dete 16
011 - GENERAL ASSEMBLY Interactive - Agency Tetal Fim lime 44151
Agensy  Nems 5 2017 018 2015 3019 Baso 2019 2018
Actusls Enccted Revised Budget Decision Agency
oK Till Newn b Fragra - Neme: Peiknass Frawest
071 - 130 T RAL ASHL AL Dill Ui to Function Kame (Maw Queny) |43 274 i ERIECEE
Total:
il Ty L] v Frogram - Kamé
smp onll ol 2 '. Sub Prozram - rame
Line tizquenca  Nzme
o ) ) 1 NIRUrE] ACOUNE Groupl - Hame
Frogram - Mame ®!

Hatursl Arcount MEma

Torm Def ¢ Lser | me WEmE

06011 - Sproal Legislatve Com
07017 - | eqislative Tics Ryl

~ Repor: I~put Gontrals ()

< >
7 Inleractive - Ayency Tolsl TlByRumd | BySeme (5] By Line Sequance and alurl

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. Select the drill dimension, the report will show the data at that level.

22.7.5.  Afilter bar will appear to let you toggle between values.
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| Home | Documents | 102 - Agency Budget... - ]
= R - 3ol -7 Fiter Bar Reading = Design
T2 put Controls = 7 |01 - GENERAL ASSEMBLY (v |
~ | Map Reset
E
~ Document Input Cantrals (2)
— State of Rhode Istand
ncy - Nami
102 - Agency Budget Request Summary Run Date: 6617
011 - GENERAL ASSEMBLY Interactive - Agency Tolal Run Time: 32015 F
Program - Nome £ 01 2019 2018 2019 Base 19 2019
Actuals. Enacted Revisee udget Decision jency
= Budget Budget Packages Request
03011 - Legislative Council 3793813 5,451,465 5,451,465 186,060 o 186,060
04011 - Joint Comm. on Legislative Senvces 22965030 25984865 25491177 4173485 0 4173485
Total 2675884 30636371 0948543 4,359,545 0 4359545
Program - Name £
Al values
ok
06011 - Special Lagisative Com
07011 - Legisiative Office Buildl
* Report Input Controls {0)
< >
| 7 1nteractive - Agency Total 3| By Fund T mysource | ¢ By Line Sequence and Natural

22.8 Limiting Data Using Input Controls
Input Controls limit data displayed in the report after refreshing.

[licie | Buctiisns | 102 sqeneypudaer & o 7 |

& - (L |2 - | ([0 - [ ier Ear Heacing - Lasgr

o [0 connaL sy [

Map  kasat

= Comument Inpat Comrals (2)
State of Rhnde: Island
102 - AgeNCy BuTfe! Raquest Summary M Pars: T

P e — Fan Tans 3201157

Aoency Mame &

Frogram Mame F 2017 2010 018 2019 Dase 2013 013
Actuals Enacted Revised Budget Decision gency
= Budget Budget Packages  Request
AAET RanlaEs  hantdnn 1 il
22365 130 0 4173286
26,750 344 0 4358545
| rrogam Nare
. on Laais g
W11 - faditc- Gensral £
D011 Spesal Legisative Cam
2011 Legidatiuz Office Dullc
- 7aport Inpur controls (3]
< b

i) Imeractive Agency Total % v rund L pyswre | F Dy Une Secusnce and el

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.

22.9 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.
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| Home ! Dncun:am:i 102 - Agency Budget... .7 = =
=3 X - 3 Drill ~ 7 Filter Bar Reading ~

i1 Advanced © Run

Cnter Agency (optiond sTale of RN0ge Islana
026 102 - Agency Budget Request Summary Rur Dete: THAMT

By | ine Saquence and Natural Run lime: b38:10 AN

026 - RHODE ISLAND COUNCIL ON THE ARTS

Program: 01026 - Cenwal Managemant

Subprogram: 0101026 - Operating Support

Natural Group - Name a7 018 018 2019 Base ma 2019

Actuals Cnacted Revised Dudget Decision Agency
Rudget Rudget Packages.  Request
Requasted

285101 - R.L Stats 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.

Export
Seled
O Data
[ Select All A ¥ select All
[ Interactive - Agency Total M main (0 rows)
b
¥ ByFund ¥ clobal (0 rows)
L4 2
File Type: |PDF M,
yp I — File Type: |Csv ﬂ
C L Reporl
0 curren L Text qualifier I"_'E
°
Column delimiter j L‘
Charset: Iu'n: 8 ﬂ
From: |1 : |:| Enter a new charset
To: a | :
[[] set as default values
Tmages NPI: nefault ~
0K Cancel

0K Cancel

22.9.2. Select File Type. Each file type has additional export options.
22.9.3. Click OK.
22.9.4. Depending on your browser and 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.
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| tiome | Cocuments | 102 agency pudger £

F= BRI = % oMl - e phersar Keacing = Lesgn -
o
g M ~
T tabamed | A Twn
=2
Eter Agency (catanal State of Phcde st
[ 102 - Agency Eudget Request Summary Fun Date: 7714417
Fy 1= Sequence and Nanal Run Tine: 72521 P
126 - RHODE ISLAND COLNCIL ON THE ARTS
Progrom: 01026 Cantral Managament
Subprogrem: (101626 - Opeeming Suppor:
Hazlurial Ginemags - Noww: i ms ME A Haca: Y Fs
Arctimls Fuaad Ruviran | Fiuelge! Diisinn Amy
Budgul Vovhaes . Hequost &
Recuested 1
7501 R State Council on the Aris
0 aly s b o By [ i 0 R
- Cantract Professions| Sendzes ] 1M 103 ] ] 1
40 - Cerating suopiss and Dxparsas 24775 2,080 23080 20,080 ] 20,050
Jobul @E5109 - K. Slule Council on U Stz A5 ANUHE 40,830 AW 1] Aw3r
2555102 - 1"arinership Agresment
182258 [EXE 102,382 EED D FEEL
w0 e e Sevin =1 AN 180 o » 1
40 - Dieraing suaples and Exparses 8412 £7,170 &1 7170 ] 7,470
50 - Agslatence And Crarta 380142 4800 490,000 430,000 [ 40000
Towk 2885102 Parmarship Agreament 721821 781,454 781,454 T [ 77377
200600t At for Publlc Fachides Fund 5
0 - Canast Professional Sendzes 2003 2,310 23,800 o [ 1 |
TR e Do you want to 5pen o save 102_-_Agency_Budget Request_Summary.xsx 7.50 KTl Tor rs-rlbim.cloud? fpen save (7] Carcel e b n] =TT ] @i |

Saving as Excel notes:

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

B DI /R 4 & § =

applications *  Preferences  Help menu + Log off

o

22.9.5. Click the Blue Arrow. Then click on the File.

005 _-_ Expenditure Estimatexds

310 KB — vs-ch-bfm-b 8080 — 10:42 P

ws-ch-bfm-brB080 — Tues

= Show All Downloads E

e 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.

e When you open the file and you saved the Document, there may be multiple worksheets
created.

e The Excel files will not include the report headers.
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™= R T Y ¥ 102_-_Agency_Budget_Request_Summary.xisx - Excel
FILE HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW

e -

K Avrial 18 A A L d EP Wrap Text General v | 4 L d

L1 - &
Paste Z B I U- - &- A - = Metge 8. Center ~ § ~ % * o Condm_uhal Formatas Cell

= Formatting = Table~ Styles~

Clipboard = Font 7 Alignment m Number i Styles
AL - Je

4 B C D E F G H
]
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

] Natural Group - Name 2017 Actuals___ Budget Budget Budget q Request
10 2875101 - R.1. State Council on the Arts
11 | 10 - Salary and benefits 438,148 430,637 430,637 430,275 0 430,275
12 | 30- Contract Professional Senices 0 100 100 0 0 0
13 | 40 - Operating supplies and Expenses 24776 20,098 20,098 20,098 0 20,098
14 | Total: 2875101 - R.|. State Council on the Arts 462,923 450,835 450,835 450,373 1] 450,373
19
16 2885102 - Partnership Agreement
17 | 10 - Salary and benefits 198,556 198,984 198,984 206,804 0 206,604
18 | 30 - Contract Professional Services 15,713 15.300 16,300 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
21 | Total: 2885102 - Partnership Agreement 721.823 781.454 181,454 173,774 1] 773,774
22
23 2889001 - Art for Public Facilities Fund
24 | 30 - Contract Professional Services 20.036 29,800 29,800 0 0 0
DR | e e s s A s s s 44 an nan n nnn n nan n 4n nan

Saving as PDF Notes
The PDF will include the report header and provide navigation through the tabs on the left-hand side.

Navigation T

Search document JoRs State-of Rl landq|

- 102--Agency-Budget Request-Summary -
HEADINGS ~PAGES  RESULTS

= ] 1
026 - RHODE ISLAND COUNCIL ON THE ARTS

026 - RHODE ISLAND COUNCIL ON THE ARTS

Interactive—Agency Total ]

20199 K
s
20189 2018 p,ifﬂzzwﬂ 20191
20179 Enactedf  Rovised  2019Base  po e Ll Agency]
Agency-Namest Actuals® __ Budget! __ Budgetd _Budgetd Requestt
026~ RHODE 1SLAND-COUNCIL-ON THE ARTSH 3085547H 3072308 30723108 30774150 o 3077415
Total:®t 3,085,6471 3,072,310 3,072,3100 3,077,4151 on 3,077,415y

Page Break- 1

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.

Print [ct:l+Pj

[Expurt to PDF for printing

=
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