EBO Budget Development System (BDS)
Agency User’s Guide

Revised July 26, 2022

Technical Support or Questions contact
Beth.Quick@admin.sc.gov
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2. General Budget Development System

The sections below outline the general interactions that a user will have with the
Budget Development System.

2.1.Accessing the Budget Development System

e To access the Unity Client, the user must first log into the multi-factor log in
page at https://gateway.sc.gov/ You may be required to download Citrix. See
Downloading Citrix section for instructions.

Multi-factor Login Page

User name

Password

. Check here to login and accept the

Terms & Conditions

Manage Your Password

e After the user has logged in, the user will be required to two-factor authenticate with
DUO.

LFO N R R A A Ml
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o If you get the following error message, see the section below for the instructions
for Registering with Duo.

We're sorry, access is not allowed because you are not enrolled. Please contact your

organization's IT help desk for assistance.

e Once logged on, the Citrix page with OnBase will appear. Depending on the user’s
role, there may be additional apps available to the user in Citrix.
e To access the Unity Client the user will click on the OnBase 18 Production Unity logo.

’-

OnBase Details
-

OnBase 18 Production Unity

o If you see this logo instead, it is likely that you logged on using your SCEIS User ID.
Please log off and log back in using your EBO BDS assigned User ID.

%
@

OnBase Full Client
Production

BDS Agency Training Manual Page 4 of 32 Revised 7/26/22



e This is the screen the user should see when logging in for the first time.

g migeg Management
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’ Page - Clussie
: - L
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CinBaze
bty funity.hyland com

e To access the EBO Budget Development System, the user will click on the EBO Budget
Management Tab and then click on the filters icon.

=]

File Home EBO Budget Management

Y ﬁ @9 =+ Form Packet

- Additional Funding
Filters Calendars Favorites Recently
Viewed

General Create

e The user will then see the list of available filters based on their user group(s).

0. EBO Budget Management x]
3 Filters
A ) Agency Filters WS

T Executive Summaries Awaiting Agency Review 1)
V' Form Packets Awaiting Agency Review (0

T My Executive Summaries (2)

T My Form Packets (2]

T Al Budget Years (1)

T My Budget Line Items (7] {b

T My Line [tem Details (12}

T My Agencies [6)

T Additional Funds Awaiting Agency Review (0}

T My Additional Funding Requests (1)

2.2.Custom Configuration

The first time a user accesses the EBO Budget Development System, the user may want
to configure the system to make the EBO Budget Development System their Home Page
(i.e. the first screen the user will see each time they log in).

e To make the solution the user’s permanent Home Page, go to the Home Tab and click
the small black arrow under the house and choose Make this layout my Home Page.

EBO Budget Management

" EREEEYEEREIEE

[3 My Checkouts
Home Personal Favorites Custom Retrieval Forms Import Templates Reporting Workflow
= Page ~ - Queries
O Home Documents Create Reporting  Workflow

[# Makethis layout my Home Page 4 X

£ Reset Home Page

\ Filters
A =

A &' Agency Filters B S
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2.3.Downloading Citrix

Please note that Citrix Workspace must be installed to use the gateway. To install Citrix
Workspace, follow the steps provided below. You may need to contact your IT department to
assist.

1. Click the Detect Receiver to allow Citrix to check your workstation to determine if Citrix
Workspace is installed.

ciTrx

Receiver

Detect Receiver

2. If Citrix Workspace is already installed on your workstation, the “Application Shortcut”
screen will display within a few moments.

B citrin Receiver W

Categories

All Apps

d

Matepad

3. If Citrix Workspace is not installed, you will be prompted to install the application.
4. Check the box next to the Citrix license agreement notice, then click Install.

Install Citrix Receiver to access your applications

¥ | agree with the

Install
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5. Click Save.
6. When the download completes, click Run to install the Citrix Workspace app.
7. If prompted for permission to install Citrix workspace, click Yes.

Continue

Do vouward 1o dum of save CirixWorkspaceAppoexe lrom soeisgaleway.s.gow’ Run St ¥ Concel

8. Click Start to proceed.
@ Citrix Workspace X

Welcome to Citrix Workspace

Citrix Workspace app installs software that allows access to
virtual applications that your organization provides,
including software that allows access to the applications
that use your browser,

WUFI(SPE!CE' - Allow applications access to your webcam and
microphane,
- Allow applications to use your location.
- Allow access to local applications authorized by your
company.
- Save your credential to log on automatically.

Click Start to set up and install Citrix Workspace app on
your computer,

ciTR|X

Start Cancel

9. Check the “I accept the license agreement” box, then click Install.
@ Citrix Workspace s

License Agreement

You must accept the license agreement below to proceed.

CITRIX LICENSE AGREEMENT

Use of this component is subject to the Citnix license or terms of service
covering the Citrix product(s) and or service(s) with which you will be using
this component. This component is licensed for use only with such Citrix
product(s) and/or service(s).

CTX_code EP_R_A10352779

| accept the license agreement

Next Cancel
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10. Check the Enable Single Sign-on box, then click Install.
@

Enable Single Sign-on

When enabled, single sign-on remeémbers your credentials for

this device, so that you can connect to other Citrix applications
without having to log on each time. You should do this only if

your IT administrator has instructed you to. This will take effect
the next time you log on to this device,

D Enable single sign-on

For maore information on configuring single sign-on, please see
article CTX133982 at citroe.com/suppart.

Install Cancel

11. When the Installation Successful window appears, click Finish to close.

@ .

CiTRIX

J Installation successful

If you received instructions to set up Citrix Workspace app
with your email or a server address, click Add Account.
Otherwise, click Finish, and you can set up an account later,

Add Account Finish

2.4 .Registering with Duo

Navigate to the https://sceismfa.sc.gov DUO Registration site. Note: You must be on a state
network (connected in the office or are using the VPN to log into the network to access this site).
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Login Step 1

User name

Password

Log On

Password Management Instructions
Manage Your SCEIS Password

Enter your EBO Budget Development System User ID and Password.
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’scEls  Protect Your SCEIS Account

TIEZDT Ol JEPFTRET 27 AR ETRATION

What is this? 4 __ . -
Two-factor authentication enhances the security of your account by using a
Meed help? . ) ) ) .
secondary device to verify vour identity. This prevents anyone but you from
Powered by Duo Security accessing your account, even if they know your password.

This process will help you set up vour account with this added laver of
securnty.

Start setup

You should be presented with the two-factor setup screen. Click Start Setup

1
_SCEIS What type of device are you adding?
What is this? O

Need help? @' Mobile phone RECOMMENDED
eed help? T _
i) Tablet (iPad, Nexus 7, efc.)

L
Powered by Duo Security =
} Landline
L
':?,"- Security Key (Yubikey, Feitian, etc.)

Requires Chrome to use Security Keys.

Select the type of device you are adding. Usually this will be the Mobile phone option to register
your work assigned phone.
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J
_SCEIS _ Enter your phone number

What is this? C1
Need help? United States

Powered by Duo Security

+1 ‘ (717) 216-9983 | ¥

Example: (201) 234-5678

] You entered (T17) 216-9983. Is this the correct numbar?

Enter the phone number of your work phone in the field after selecting United States and select
the type of phone in the next dialog shown below.

J
. SCEIS What type of phone is 717-216-99837
What is this? C7 .
Need help? @ N
() Android

Powered by Duo Security
O Windows Phone

O Other (and cell phones)

Back Continue
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J
_SCEIS Install Duo Mobile for iOS

What is this? Cf
MNeed help?

1. Launch the App Store app and
search for "Duo Mobila™.

2. Tap "Get” and then "Install" to
download the app.

Powered by Duo Security

I have Duo Mobile installed

If you already have DUO Mobile for IOS installed, click the | have DUO installed button.

JSCEIS My Settings & Devices

" £ -
THE SO CasOle, JOPRTRET 27 SORIETRSTICN

What is this? [4 P : :
i (% i0S 717-216-9983 JUST ADDED Device Options

Powered by Duo Security

+ Add another device

Default Device: 0S5 717-216-9983

When log in: | Ask me to choose an authentication method

m Continue to Login

Click the Continue to Login button. Ensure the Ask me to choose an authentication method
pulldown is selected.
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Multi-factor Login Page

SEERICILN stocentral

Password esssesee

¥ check hereto login and accept the

Terms & Conditions

Log On

Password Management Instructions
Manage Your SCEIS Password

Log in using the User ID and password you will use to access the OnBase Application on the Multi

Factor Login Page

JSCEIS Choose an authentication method
R G e = AT [ Duo Push recommenpeED
What is this? CF
Add a new device
My Settings & Devices \@ Call Me
Meed help?

Powered by Duo Security Z Passcode

Send Me a Push

Enter a Passcode

In most cases you will want DUO to “Send me a Push” option so click the Send me a push method

BDS Agency Training Manual
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2.5.Changing a Password

Click the Manage Your Password link on the log on page or navigate to
https://scpasswordreset.sc.gov/PMUser to change your password. If you are a new user, you
may be prompted to change your password on your first log on.

Multi-factor Login Page

User name

Password

B Check here to login and accept the

Terms & Conditions

Log On

Manage Your Password

On the Password Management site, you will enter your EBO BDS OnBase assigned User ID
(not your SCEIS User ID).

uth Carolina Department of Administration

Enter Your User Name

Enter your user name (for example, domainlusername or
username@domain):

ebo.analyst1

You will have a few options for password management. You will need to complete the series
of questions asked in order to gain access to change your password or have it reset if you
have forgotten your password.

Welcome, Analyst1, EBO. If you are not Analyst1, EBO, click here.
Configure your profile and manage your passwords by using the tasks below.

Manage My Profile

Manage my profile with Password Manager.

f* Forgot My Password
Set your new password by answering a series of private questions.

Manage My Password

If you know your current password, you can securely change it.
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2.6.Common OnBase Buttons

° Magnifying Glass: The Magnifying Glass represents the field that has a database
look up associated with it. Click on :'hl icon to see a list of available inputs or start

typing an input and select it from the drop down that appears.
o Pencil: The Pencil Icon is used when editing data in a table. To begin editing click

on the 4 icon. Once the user is finished editing the data, they will click the pencil
icon again to lock in their changes.

™

o Save: If the user sees the ““Z jcon in the ribbon the user can click on it to save
what they are working on and come back to it later. To access the data later
navigate to the appropriate filter it is stored in.

3. Agency Role

The sections below outline the interactions that an agency user will have with the
Budget Development System.

3.1.Form Packet

The sections below serve as a guide to creating a form packet, filling out budget forms, and
submitting a from packet.

3.1.1. Creating a Form Packet

e To create a form packet for the new budget year, the agency user will navigate to the
EBO Budget Management Tab and click on the Form Packet button.

£0’EBO Budget Management x]
" Filters
A /5 Agency Filters WS
7 Executive Summaries Awaiting Agency Review (1)
' Form Packets Awaiting Agency Review (0]
T My Executive Summaries @
T My Form Packets (2)
7 All Budget Vears [1)
T My Budget Line Items (7]
T My Line Item Details (12)
T My Agencies (6)

7 Additional Funds Awaiting Agendy Review (0)
T My Additional Funding Requests (1)
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The Packet Information tab will be auto filled based on the current budget year and
the top agency the agency user is assigned to. The user can click on the magnifying
glass under agency name to select a different agency if the user is assigned to
multiple agencies, this will auto fill Agency Code and Agency Section.

) [ S

Clene s ) Subserive G} |-?" =) Pt
L (Bl gm g New  (8) Ackd b - WA 1 P impeet By Frint P,
fave X el Fetresh Hestory  Documents ;“_!'?,:o,,
Docomentt | Détemaion
Faciei isdnrmat FOAM A - BUDGET PLAN SUMMARY'  FORMEB!  FORMBZ FORMC  FORMOD FORME FORMF  Techmesl Form
Form Packet For: O Higher Created By, EBOAGENCY
Statues; Open

Croated Date: 514/2020 20211 Pl
I packet Information

===
Form Packet Saius
Open
Agency Narme' Agerey Lode
|commizsion on Higher Education T 0, | Hoso
Agereyy Hectinn Budget Yenr'
n Budget Year: 2020-2021

3.1.2. Filling out Budget Forms
e Form text fields allow for formatted text.

T 08 | U SI=EHEHO®BR® =B A

text feld-1

e Tofill out a form B1, B2, C, or D Form click the ‘+ icon in the table.

Form Packet For Lag Dapt - Th Sanats

S
Statux. Open. Created Date: 3/ 1072020 206:36 PM.
~ FORM B1 - RECURRING OPERATING REQUEST
(l % E |
F=——= e &l
S [0 i
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e Some forms will have a table input like the one below. To add rows to the table,
click the ‘+’ icon.

Lok

[

S [0 2] st

e Ifthe user creates a B1, B2, C, D that form will enforce the required fields to be
filled out to submit the form packet.
¢ All printable PDF or Word forms will have a header at the top of the document.

Agency Name: Sea Grant Consortium
Agency Code: P260 Section: 48
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Form A

e Form Ais a required form and will be required to be filled out by every user.

O

If Not Requesting Changes is checked under the B1 section, no B1 forms
must be submitted.
= [f any of the top two boxes are checked there must be at least one
B1 form submitted with the packet.
If Not Requesting Changes is checked under the B2 section, no B2 forms
must be submitted.
= [f any of the top two boxes are checked there must be at least one
B2 form submitted with the packet.
If No Changes is checked under the C section, no C forms must be
submitted.
= If Capital Projects Requested is checked there must be at least
one C form submitted with the packet.
If Not requesting any proviso changes is checked under the D section, no
D forms must be submitted.
= If any of the top two boxes are checked there must be at least one
D form submitted with the packet.

Packel Information” _FORM A - BUDOET PLAN SUMMART  FORME) FORMEZ FORMC FORMD FORME FORMF  Technics Foom

Stalus: Open

Caeated By. EBO AGENCY

Created Dale: 5/14/2020 20211 P

= FORM A - BUDGET PLAN SUMMARY

OPERATING REQUESTS (FORM B1)

WON-RECURFING REQUESTE (FORM B2

CAPITAL REQUESTS (FORM C}

PROVISDS [FORM 0}

Please ichentify your agency's prefered contacts For this year's budget process
HName

Frimary Contact |

Fiscal Year Agency Budget Plan

Foow thee Fincal Yo, oy agency i (mark X7}
¥ Regoestrg Genersl Furd fpproprstions

1 Reguesting Feceral Dther Autharzation

_Itgu requesting any changes.

Fou the Fiscal Year, my agency i (mark X7
"1 Requestig Non-Recuring Appropiatons

1 Rt Mo fcuriing FederaisOtes

¥ Kot requesting any changes

Fos the Fiscal Vear, my agency b (mark )
_| Capaai Projeces Request

#1 No Changes

Fou the Fisesl Vear, my ageney is [mark X7}
T Riegparsting o rewe el g whing pravece

| Oty requesting technicsi provise changes (such a3 date references)

ol ot retuesting any provee changes

Phone il

Secandary Cantact |
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Form B1 and B2

Pachel Information’  FORM A - BUDGET PLAN SUMMARY' FOSME|  FORMEBZ FORMC FOAMD FORME FORMF  Techeisl Form
Form Packet For Sen Grant Consartium .

FORM B - RECURRING OPERATWG BEQUES

o Type: Fom 1

New Posftions

FacArs Asnacisbed Wilh The Request

e
! + FORM B1 - RECURRING OPERATING REQUEST
S B+ X
Priceny " ime [re—r— " Amount Fadersd [rm—r— At esicted Aevenst Total |
1 Recwrmng Request s100 8200 s100 £400 $1000
&
11 0k | secords Show 100 %] mcordda
e Sometimes a user will create a B1 form or a B2 form and the related form may
not have been created yet. The system allows for a temporary TBD form
placeholder to denote that there will be a form related later.
e To relate a form the user will click on the related request drop down and select a

related form from the list.

Craated By: ERO AGENCY
Created Date: 5/14/2020 20948 Pl

Reatrctod s | A

Total §10.00

Wetia e el change in requesied approgeialion for Facal year

General 100 |
Federal _? 0 J
Earmavied 30 |
Reatricted: 4 |
Tatal 1000

Pleane prowide the total rumber ol new poistions reeded for thee request

Faeton HName

HR/Personne! Related

12 o 2 rmeaiids B--Iﬁmuﬁnh

fralatea Raguent ] =

e _
«None i
e

Aezourtabibty 0f Fuds
1L I,
Wit e sbontorne bl intha Fincal Yoar Sheaterse P e mrert A Shis bansinn et st |
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Form C

FORM C - CAPITAL B 1l
Form Type: Form G Created By EBO ADENTY
Crented Diste: 51472020 21412 PM

e -

~ FORM C - CAPITAL REQUEST

Agency Priodty a8
Prawide the Agency Prigraty Rening from the Executve Summary.
Thie Capilal Request
Prowde a orief, descriptive bitle for this request
Oanessl E|
Federak |
Amount . e |
Fesmicted |
Tetsl
o o roje You?
Yo 8 ! I s =EEHoR®o f=HaM
CPIP Priceity 1
Iedersily fhe project's CPIF plan year and priority mamber, siong with the frst yesr n which the project was inchuted i the mgency’s CPEP 1 not included in the g F, please pr
H the p approp funding, brefly describe the agency gency plan = the event that siate funding 1 not made avadnble i tve smount requested.
T 608 1 U s =BO0OH=.)=H08x,
Cther Approvain
Wnat appravais have aineady " Are th pp b secured i ander for the propect 1o scecesd? (Institutional board, JBAC SFAA ete |
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Form D

e Form D forms allow for the generation of Word Forms. To generate a Word form,

the user will click on the Generate Word Form button.

FONU  — PROVISO SEVISON SEQUEST

Form Type: Form D

Canated By: EBOAGENCY
Created Date: 5/14/2020 21447 PM

¥ FORM D - PROVISO REVISION REQUEST

amese 125457690

R the provias ACEaNG 19 ThE renumDered It for e Fisca! Yaws for mark "NEW'),
Tite [Form 0 Exampie
‘ Frvise fhe Utie lrom he Fisc al Year Apgrops btions ACE o $.59051 & st 1ale fce amy hew reguumt

ety the

| Related Budgst Request

‘ Ls this request assoated with a budget request you have submitted for fiscal year? If se, cite it hers.

| Rocuesec Acuon add

Select requested actian from erop down menu

T 0B | U $ =08 o . "=8mMm

test!

Difves Agenees Affecied

Which ofner agencies woukd be afircted by e recommended actan? Hom !

T 68 | U s=EHB0OH ., "=~
test?
Summary & Explanation
W deacsibe the curenn atate of aftaka mithou i
Eapiacn the nesd for yas requastac acticey For Seietion recisests cise ta recend cod et Jdeniity ST Coge now appeara
T 68 1 ¥ s =2E08«*.,=04x

e This will open the Word form in a separate window.

Wgency Mame: 583 Grant Consortium
Agency Codat PI6D Sactlon: 48

FORM D - PROVISO REVISION REQUEST

NUMBER (B
i T e g e e 1 P S o e ]

Frovide the pitie fhows he FY 301550 s At TR Ot v Y W
BUDGET PROGRAM | ' possn
Jabesigh

rogran) sl et iecrion

REQUEST
& tho request @zovised wil @ 2 o e raeitied Jor T 1020-247 ) 59, Cil i e
e [ I
ACTION
i ,rmn--mp-_:‘ .ln-u(nrl'w
OTHER AGENCIES | t=t1 |
AFFECTED
Whazk ocher agences weuld be afocssad By tha recommended aeizon’ B’
testd
I
SUMMARY &
EXPLANATION
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Form E and F

e If the user fills out the title field on form E or F the form will enforce required fields
to be filled out to submit the form packet.

Packet information’  FORM A-BUDGET FLAN SUMMATY"  FORM B  FORMBZ FORMC FORMD JFORME  FORMF  Technics Form

Form Packet For Sea Grant Consartium Created By: ERO AGENC
Statun: Open Created Dinte: 5/14/2070 70909 P
|~ FORM E — AGENCY COST SAVINGS AND GENERAL FUND REDUCTION CONTINGENCY PLAN [ s P o
Toie Form € Test

Amourt o ool

Winat is the Gemers! Fumd 3% reductian smuoun [ based on the Fiscal fear secuming aparopriation)? Tha amosn shauld comespand 15 the reduction spreadshect prepared by B0

T 08 I U S =EEONS =0 L

Associsted FTE Redustions

e sy FTES wenikd b reuced in association wi thus Genstsl Fund rauction?

T068 1Yy s=BOA e, =0 M

I

Program/Actiity Impsst

Vot prograes o st e suppted by e Bemers Funds detibes

T 068 I U s =E08 @, =04

Pliease pravide a defuled summary of service delivery impact caused by & redustion in Geners! Fund &ppecprations and provide the method of calcation for snticipated reductions.
Agencies shouit prornize redueron 1n expergues thar nac the ieas agrdiant mpact on sesvice delbrrery

Technical Forms

e Technical forms are how the user will account for things like restructures and
realignments. *This should only be used as an additional form from the
Executive Summary. See Executive Summary section below.

¥ Technical Form

| \

Prowce a brief, Gescriptrve ttle for tvs request

Form Type [ =]
Presse Seiect 8 Type of Technicsl Fovm
Ganacai [saea ]
Federal 50.00 1
Emmarked [sano
emount |
Restrated [s0.00 |
Totat s0
How much = requested for hin project in the Fiscal Tear? Thia ameunt should cormespond 1o the total for all funding sources on the Executive Summary,
Geneeal fose |
Federal oo |
Exmarked (13 I |
New Pasitions
Restretes fooa |
Tou 000
of new pattions requeat

+ Technical Form

Tile [Restignement Test |

Fom Type =|
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3.1.3. Submitting a Form Packet

e To submit a Form Packet, the agency user will navigate to the tasks tab and click
the Submit button. REVIEW submission carefully before clicking the icon below.

o Once the form packet is submitted it will move on to the analyst review.

3.1.4. Saving a Form Packet

e If the agency user is not ready to submit a form packet, they can save their
changes and come back to it later by navigating to the tasks tab and clicking on
the save icon.

o Note that this does not submit and approve the packet it will only save it
so that the user can come back to it later.

B Swveand Close ([ Copy Object 2™ [\ 5

(%) A b »

Feteesh

M Delete

e To access saved packets the user will navigate to My Form Packets and click on
the packet they wish to make changes to.

o
0’ EBO Budget Management x]
T My Form Packets
[ Filters
A 41 Agency Filters w5 Agency Code 3 AgencyName T Budget Vear X Form Packet Status T Last Status Update b3
T Executive Summaries Awaiting Agency Review (1) N & . & & - =
V Form Packets Awaiting Agency Review (0)
i 200 Attomey General's Office Budget Vear: final test Completed 5/28/2020 2.3 PM I
P260 Sea Grant Consortium Budget Year: final test Completed 5/29/2020 12:09 PM

7 All Budget Years (1)

T My Budget Line Items (7)

7 My Line ftem Details (12)

T My Agencies (6)

7 Additional Funds Awaiting Agency Review (0)

T My Additional Funding Requests (1)
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3.1.5. Generate Printable Form and Form Packet

e At any point in the budgeting process the agency will be able to generate a
printable form or form packet.

e Printable Form: To generate a single item printable form, the user will navigate
to the form and click on the Generate Printable Form button.

Uit v e PO TERTE Foer

¢ Printable Form Packet: To generate a printable form for the entire packet, the
user will navigate to the Packet Information tab and click on the Generate
Printable Packet button. This will open the PDF version of the form packet.

Form Packet For. Sea Grant Consartium Created By EDD AGEHEY
| Status: Open. Created Date: 51472020 2-0909 P

B packet Information ﬁ

Agency Code
<, P60

Budge Year

Budget Year 2030-2021

3.2.Executive Summary

e To access the Executive Summary the agency will navigate to the My Executive

Summaries filter.
o This will show an OnBase tabular view of the form packets that were
submitted. The user can double click the packet submitted to view the
data in OnBase.

& EBO Budget Management ]

. = — T Al Budget Years = ¥ My Execuiive Summanes =

W Finers

# & Agency Filters W AencyCo § | Agencyblame T AgencySection X BusgetYear
' Exncutive Summasies Aviting dgency Remews (1) ® = . n
* Farm Packets Awaing Ageny Firview 0 I— — — —
I T by Extoutt 5 ey I 200 Attomey Genersl s Offce 58 Budget Year final test I
P20 Sea Grant Bonsartium a Budget Vear: final test

o My Form Packets (2|

T &l Bisdget vesss [1)

W My Budget Line fems [7)

0" My Line Rew Detaily (12

T My Agenaies

T addiienal Fund Swailing &gency Raview i
T My Additional Funsing R quects |1
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3.2.1. Printing and Exporting the Executive Summary

e To print the Executive summary the user will click on the Print Executive
Summary button. This will generate a printable PDF.

e Additionally, the user can click on the green arrow below the Print Executive
Summary button to export the Executive Summary as an Excel file.

Agency Buiget Yexr  AgencyForms  Agency Budgel Year Base Budget  Agency Budget Year Actuals
Executive Summary For: Attorney General's Office
Status: Complete

Created By: OBUNITY_SCHED
Created Date: 5/28/2020 2:37:50 PM
0 Agency Budget Information
Budget Year
Budget Year: fimal test
Exccutive Summary Status o 8
- ] Exeutive Summary Locked

Agency Name Aency Code Agency Seciion

[antomey Generals office ] [E200 s
Funding Total

State Federa Earmarked Restricted Tola
§7,035,000.00 $20000000.00 50.00 000 2703500000
FTES Tatal

State Federal Earmaried Festrcied Tota

200 0.00 000 0.00 300

$ Executive Budget Summary Import Line hem Details

Agency Code Budget Year Fom Type Priority Tike Total Requested Total Current Amaunt Halance? T8
£200 ] ] Budget Vear final test ) Formg! 1 Stasilty Funding $3,00000000 $300000000 Yes Al
200 il [~ ] Fomez z IT and inra $3,600000.00 $360000000 Yes
£200 & A 2] & FarmBl 3 Deputy Dir $115000.00 $11500000 Yes
E200 Rl Rl ] FormBl 4 Aty State Grand Jury $§220,000.00 $220,00000 Yes
€200 ] An [ ' ] Form 81 s Incresse Fadersl Auth $20000.000.00 52000000000 Yes ¥
€200 =1 171 Budaet Vear final test 5] Allocation A Allocations $100000 00 ST0000000 Yes

< >
1-6of 6 recards

St 007 secards

e Below is an example of what the Executive Summary export will look like.

Agency Name: Sea Grant Consortium

Agency Code: P260

Section: 48

BUDGET REQUESTS EUNDING EIES

Priority Request Request Title State Federal Earmarked | Restricted | Total State Federal Earmarked | Restricted | Total
Type

1 B1- Recurring Request 1 2 3 4 10 1.00 2.00 3.00 4.00 10.00
Recurring

2 B2 - Non- | Non-Recurring 1 2 3 4 10 0.00 9|0.00 0.00 0.00 0.00
Recurring | Request

3 C- Capital Request 100,000 | O 0 0 100,000 | 0.00 0.00 0.00 0.00 0.00
Capital

TOTALS 100,002 | 4 5] 8 100,020 | 1.00 2.00 0.00 4.00 10.00
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3.2.2. Line Item Detail Entry

e There are 3 ways to add a budget line item detail:
1. Clicking on the ‘+’ icon in the Executive Budget Summary Table:
o This will open the Budget Line Item Detail Window where the user can
input the budget data. This is the best way to enter the detail data.

| § Executive Budget Summary ey
I — 1
| apfx
gy Corte gy lame Form Type Priority Tite Totsl Requested Totsl Cumest Amount Balance™ FE Total Cument Crorst FIE Ta|
Fas0 ] Ses Geant Consartum =1 Fomil [ Resuring Reguest $1000 3000 o 0.0 I
E260 T Sen Grant Consertum 1 Fomez 2 b Becuming Request 51000 5000 o a0
Faz0 T Sea Geane Conearbum 7] Fome 3 Capital Fuguest $100,00000° §0.00 Mo o0n
3 >
13603 pecords e [0 et
Line Hem Datail Information I
Detail For: Recurring Request Created By EBO_AGENCY

Created Date: 5/14/2020 2-36:14 PM

$ Budget Line Ttem Detail Information

Agency Priacty Request Tile

1 ] i

Funded Program Program

9500 950000 000 G| Istate Employer Contributions

Commitment liem Commitment fem

[s01040 Q] New agency Head

Job Tte )

[Accountant/Fiscal Analyst i Q| /30000240

Funding

State Federal Earmarked Restricted Total
[s100 |[s2.00 18300 15200 $1000
FTEs

[seate Federal Earmarked Restricted Total
|[1-00 |[z00 |EX |[200 1000

2. Clicking the pencil icon and typing in each field: Once the user is done
editing the Details table, they must click the pencil icon again to lock in the
changes made.

} "I Details |
nELX
gy Pty Progrom [RS——— Job Tt Stake Fanding e Frding [——— [r—r—— To " St
< >
Sherer[100 ] recordds
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3. Importing List:
o The user will click on the arrow button in the details section to export the
excel template.

| Details

| |
‘ 4 z
e o —————— T ——— =

< >
Sherer[100 7] recordts

o Once the user has added data to the template and saved it, the user can
click the Import Line Item Details button in the executive summary
window.

% Executive Budget Summary

Ay Code. Aoy Hame: Form Type Proosity Tithe Totsl Requested Total Carvest Amount Balance?

F280 1 Sen Goant Comportum 71 FomBl 1 Fecurnng Recure 51000 §1000 ves
P260 ] Ses Grant Consortum 7] FamBa2 2 NorrRlecuirng Reouest 51000 s000 Mo 000

Pas0 71 Sea Gt Comsortium 7] Fome 1 Captal fiequest $100000.00 50 0 [ 000

13 04 3 rmcacds Shhowe[100]% ] recents.

= This will open the import window
o The user will click browse and navigate to the Excel file with the budget
detail information.
o The user can see a preview of what the file will look like and can do a
visual check to ensure the data is accurate.

o The user will click the import button to import the detail budget line item
data.

Gl e

¥ Oy " =
|-
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3.2.3. Line Item Detail Submission

e At any point during the line item detail entry the user can click the save button in
the top left corner. This will save their changes until they can come back to it at a
later time.

e The amount and FTEs must balance to the form totals by source of funding. A
visual of a green bar and a red bar has been added to let the user know if
(green) they can submit, or (red) they need to still balance items.

% Agency Budget Line Item ~
Budger Vear

[Budget Year: final test

Agency Nome hency Code. Agency Sectan

‘Attorney General's Office £200 59

Description

N e o -

[Fiabiy Fmding %] [Fomen 1 [

Funding Balancing

Stare Requested _ Feders! Requested  Earmarced Requested  Restrcted Requested Total Requested
[3.000.000.00 |[sa.00 [s000 [s0.00 | (3.000000 00
State Curent Amount. Fediersl Curent Armount Earmacked Current Amount Restricted Cunent Amount Total Curent Amount
$3,000,000.00 5000 s0.00 50.00 $3,000,000.00
Amounts Balance? Amounts Balance? Amounts Baiance? Amounts Balance? Totals Baiance?
ves Fves ves ves Yes
FTE Balancing
State Requested Federal Requested Earmarked Requested Resiricted Requested Total Requested
[0.00 |[o00 [ose [o.00 000
State Curent Federal Curent Earmasked Current Rentricted Current Total Gurrent
000 00 () 0.0 ()
Amaunta Balance? Amouns Balance? Amounta Baiance? Amaunis Balance? Totala Balance?
ves ves Yes ves Yes
Line e Detail Count B
= Details
[ ZasB+ X
m 5000 50.00 5
1 [~hE: ral 513000 3] 887.00 5000 $0.00 $0.00
1 T 0103000000000 & S0 R 584815000 5000 5000 5000

e To submit the budget line items the user will click the tasks tab, and then click the
Budget Line Items Complete button. This will send the items to the analyst for
review. REVIEW your submission carefully before clicking the icon below.

Workflow
Clueues -

Budget Line
ltems Complete
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3.3. Adding Additional Budget Request

e If necessary, the agency user can upload additional forms after the budget form
packet has already been submitted. To do this, the user will navigate to the
Agency Budget Year Executive Summary filter and click on the Agency Forms
tab. The user will then click on the Upload additional Form button.

St

1 impot (Byprien Preview

4

I4

Agency Budget Year Base Budget  Agency Budget Y

Created By: OBUNITY_SCHED
Greated Date: 5/29/2020 12:09:21 PM

Print Complete Form Packet | Upload Additianal Farm

s 3
Tite Priority Fomn
¢ A window will open asking the user to select the type of form they are creating.
e ]
-Agency Form Upload.
Select the type of request you wish to create:
B - Recuring Request
B2 - Non-Rs ing Re
B2 o R ecring Reauest
D - Proviso Revision Request
| Technical Form
Other
e The user will then fill out the form and click the Submit button.
= FORM .C Lo C.RPI-'I.A.L REQUEST ~
e A |
T ] %)
Proide 8 bref, desonptive title for B request
f— [sesa
Federal [s0.00
iy Farmariact {s00a
Reatricted [s0.00
Totel 5000
i e 3 reamated for this progeet im e Fiszal Yase? This smant should comespond 10 the total for o funding scurces on the Exscutive Summany
T 0B ! U s EEOR S . =B M
identy the project’s CPIP plan year 3nd prorty numbes, alang with the first year in which the proeet was included in the agency’s CPIP I not included in the agency’s CPIP. piease pravide an explanation
#1nE projEct iNvoMEs B TEQUESE 07 BPRTCEREIED State FUNGING, Driefy SESCNDE ThE AQENCY'S CONIKGERCY PIan In tNE e+nt MAT STATE fUNGING  NOT MAGE 3\B4aDle N The FMOUN TequEsten
T 08 ! U s =2HOE«,=08#n
)
¥ihot approvais have sircady been aiiamed? Are there addionnl approvals runt be secured m order for the project ba succeed” (Insbbutional bosrd, JBAC, SFAA, oo |
T 0B I U+t =BROE®.)=0Mn -
:
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3.4.Additional Funding Requests

3.4.1. Accessing Additional Funding Request

e To access additional funding, the user will click on the additional funding button
in the ribbon.

o This will open the additional funding window.

FHC Budipel Bansgememt
T r':l' E? o et Packet

. 4 fsddhone Fundmg
Fiters Calenses Favormer Recenty fo
Vit %

T Fikers

|

# & Agency Filters @

T Esetutive Summariey dvning Agency Beaew [0

" Farm Pack et Siading Agtrty Revw 1]

e The user must fill out any necessary funding information in the additional funding
information tab.

e b i

Agency Code: HO30

Budget Year:

Agency Mame: Commission On Higher Education Cremted Date: 5/19/2020 3:12:07 P4
| 9 TS
Irma,-.,m-s...

Open =
Agency Wame' S __ ey Code:

Commission On Higher Education @] Hoae

e A T - -
n (%) =]
| @ Agency Additional Funding Contact Information

Agarey Centact

Agency Contact Prane Murmber Agency Centot Emel

| Lk To Feen
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3.4.2. Other Funds Survey

e To access the Other Funds Survey Cash or Revenues, the user will click on the
Other Funds Cash tab or Other Funds Revenues tab.

e The user can click on the Generate Cash Expenditures button to implement a
copy of the expenditures currently in the system. *DO NOT CLICK THIS
BUTTON IF THERE IS DATA SHOWING. IT WILL DUPLICATE THE DATA.

o Alternatively, the user can click on the green ‘+’ button to add new rows.

e To print the Other Funds Cash or Revenues the user will click on the Print
button.

Agency Budget Year: Budget Year: final test
Agency Hame: Atiomey General's Office Created Date: 5/28/2020 3:04:40 PIA
§ Other Funds Cash
Fund Hurnbes Fund Title Yeat Ene Cash Balance Total Expenditures Peicentoge Of Expenditines Describe in b the ey ixth (16.5% - 6
30350000 GFERATING REVENUE 599,526 18 3000 000 .‘,:j;i’::"g;::‘mmuahm“' of different, wailing to be Subfunds. Thisiea | _|
141-212(e) ls sned: an ther »
30350006 LAW ENFORCE FD TCKT 130469138 526584440 pendent an fhin revenue fa pay hese operaiing expenses annually. Currently, al of the funda in his
ot
The Office utlzes civl 20% ofthe Agency's state persansl serices and fringe.
30350007 CIVIL LgaTIoN 167480645 292934574 4262 tataiing ovel 3rm anuaty. attarmeys. ow enf suppan siaf
Temporary pasition
| 30350008 CLERK GF COUST 108918 00 000 detat
0350009 0C RETANED 538592 5000 000 detais
b uppo Tobaceo Escrow Fund Act (Statute 11-42-¢1 i)
0350010 TOBACCO SETTLEMENT $203900028 843503278 67413 Theseeforisincie pascalservces, inge, opeatng and .
Ststutes 14-1-D06(7), 14-1-207(7). 14-1-207(5) recuie & balance of 50Dk 1o be maintained in the furd 1o provide support 1o
0350011 COMCRM LT 850000000 080 000 Chlies rvoived i compex irtinal gation. G
‘ The funds generated par Section 38-53-100 supportthe State Grand Jury Clerk of Court. G 12 roeded for
| 30350012 BONDSMAN FEES 109811 108733 10099 i cperations of the Clak of Court 56, = slhsrin
for victims of volent crimes. These e generally one fime
3350012 VICTI SERVICE FUNDS 1928115 $000 B s o generally one t
These fate funded grants 1 suppot domesit vilence, human
30380081 OF REV-GRANTS EXT 6090374 S4p54.53 150212 wathcking, & estar i
Hhese ciforts since
, Thee funds are forward o our office per Statute 34-39-150(D)(E) o assist i fhe cost o represert the siate Indefered %
30350052 50FI PROSECUTION FDS s750000 s000 | TReok o e WM e Sl ID)(E) 0 assiet nth cost o represent thesisk n defe
1-29.0f 20 ecorde Show [T001] records:

3.4.3. Higher Ed Expenditures

e To access the Higher Ed Expenditures, the user will click on the Higher Ed
Expenditures tab. This tab is for lump sum agencies ONLY.
e The user will then click on the ‘+’ button to open the Higher Ed data entry window.
o Here the user can enter in the higher ed data and click save.

Addtions| Funding Informaten’  Dthes Funde Cosh [lighe FaEspendaull  Dther Funds Revenue
 Agency Code: HOID Dudget Year fudget Year: 2020-2021

Crested Date: S/19/2020 3. 12:07 PM

§ Higher Ed Expenditures

7]
S G [ @Iz 8 e T e r——
Rt Finery * Dosumants o Nevigaben ZusE+X
[T — Progiam Tate o b acimemd , vt E ket At Bestricted Amoxant Total Aot
Hignes Ed iniormt
Ereated By. EBO AGENCY
AdditionalF undingHigherEd
5/19/2020 3.13:46 PM
% Higher Ed
Ageney Code Agency Name
Hose Commission On Higher Education
et Frograen Program Tie I}
Commament lem Commitment hem Title
Aot
[
Gerer Feoel Earaed Festocted Toral
50.00 [s0.00 S0.00 ||s0.00 2000
< >
St (T[] rcorda
e
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3.4.4. Submitting Additional Funding Requests

e To submit additional funding requests, the user will click on the Submit Funding
button in the ribbon.

3.5.Agency Common Errors

¢ Related Request TBD: the system will not allow a user to submit a form that has
a related request of TBD. To fix this error, the user will need to navigate back to
the form and select an existing related request.

Please check the following:
Request: Recurring Request has a related request of TBD

¢ Form Packet Already Submitted: the agency will only be able to submit one
form packet a year. If the agency tries to submit a second form packet, they will
be presented with the error message pictured below.

X Thiz agency already has a form packet submitted for the budget year.

i
e Priority Number Violation: The priority number has already been used for the
form packet. To fix this error the user will have to enter in a unique priority

number.

x Precerty: 10 sleeady emsts for this packet. Plesse select o distnct v,

[ [

e Budget information does not balance: The budget information does not
balance, to fix this error the user will have to balance the line items and retry
submission.

One or more Line Items still needs to be balanced. Please rebalance, then resubmit.
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o Commitment Item Requires a Job: The Line item detail will not be able to be
submitted unless the commitment item has a job specified. To fix this the user
will need to specify a job.

X The selected commitment ibem requares a Jobo to be specified.

o Bulk Import Failed: When the user uploads an Excel file that does not match the
correct format, they will be presented with a bulk import has failed error. To
correct this the user must update the columns in the Excel file.

The bulk import has failed with the mtcepuon System.Exception: No m'll'l%’l header row detected in the file

at D500EBOParseBudgetLinel BOPar dgetLineltemDetails. ReadExcelFile (Application app, WorkflowEventArgs args) in tine 313
at DS00EBOParseBudgetlinel! l“ BOPar sdgetLineltemDetails. OnWorkflowScriptExecute( Application app, WorkHowEventArgs args) in :line 70

¢ Review before marking as complete: To avoid errors in submission, please
double check each form by reviewing the printable packet before marking as
complete. This will help prevent analysts from having to push back items for
resubmission.
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