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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 using DUO

• To access the Unity Client for DUO users, the user must first log into the SCEIS
multi-factor log in page at https://gateway.sc.gov/

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

https://gateway.sc.gov/
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• 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.

• To access the Unity Client the user will click on the OnBase 18 Production logo.

• After the user has clicked to open the application, this log in box will appear. The user
will enter their username and password, then click Login. During go live, the system will
be using active directory therefore, the user will not have to enter log in information.

2.1.  Accessing the Budget Development System without DUO

• To access the Unity Client for users who are not yet on DUO, the user must first 
log into the SCEIS log in page at https://sceisgateway.sc.gov/

https://sceisgateway.sc.gov/
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• To access the EBO Budget Development System, the user will click on the EBO Budget 
Management Tab and than click on the filters icon.

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

2.2. Custom Configuration 

The first time a user accesses the EBO Budget Development System, the user will need 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).  

• To make the solution the users 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.

• This is the screen the user should see when logging in for the first time.
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2.3. Common OnBase Buttons 

• Magnifying Glass: The Magnifying Glass represents the field that has a database 

look up associated with it. Click on th      icon to see a list of available inputs or start 

typing an input and select it from the drop down that appears.

• Pencil: The Pencil Icon is used when editing data in a table. To begin editing click

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

• Save: If the user sees the icon 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 Persona
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 

• 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.
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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.

3.1.2. Filling out Budget Forms 

• Form text fields allow for formatted text.

• To fill out a form B1, B2, C, D, or Technical Form click the ‘+’ icon in the table.
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• Some forms will have a table input like the one below. To add rows to the table,
click the ‘+’ icon.

• If the 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.

Form A 

• Form A is 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.
▪ If any of the top two boxes are checked there must be at least one

B1 form submitted with the packet.
o If Not Requesting Changes is checked under the B2 section, no B2 forms

must be submitted.
▪ If any of the top two boxes are checked there must be at least one

B2 form submitted with the packet.
o 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.
o 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.
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Form B1 and B2 

• 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.

• To relate a form the user will click on the related request drop down and select a
related form from the list.
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Form C 
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Form D 

• 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.

• This will open the Word form in a separate window.
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Form E and F 

• 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.

Technical Forms 

• Technical forms are how the user will account for things like restructures and
realignments.

• The user can select the type of form from the form type drop down.



19096-SCD005-WO000-Budget 
Workflow Management  

Page 14 of 48 ©2020 KeyMark, Inc. 

User Guide CONFIDENTIAL Version 0.3: 06/03/2020 

3.1.3. Submitting a Form Packet 

• 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.

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

3.1.4. Saving a Form Packet 

• 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.

• To access saved packets the user will navigate to My Form Packets and click on
the packet they wish to make changes to.
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3.1.5. Generate Printable Form and Form Packet 

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

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

• 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.

3.2. Executive Summary 

• 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.
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3.2.1. Printing and Exporting the Executive Summary 

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

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

• Below is an example of what the Executive Summary export will look like.
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3.2.2. Line Item Detail Entry 

• 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.

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.

3. Importing List:
o The user will click on the arrow button in the details section to export the

excel template.
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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.

▪ 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.
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3.2.3. Line Item Detail Submission 

• 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.

• The amount and FTEs must balance. 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.

• 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.
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3.3.  Adding Additional Budget Request 

• 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.

• A window will open asking the user to select the type of form they are creating.

• The user will then fill out the form and click the Submit button.
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3.4. Additional Funding Requests 

3.4.1. Accessing Additional Funding Request 

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

o This will open the additional funding window.

• The user must fill out any necessary funding information in the additional funding
information tab.
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3.4.2. Other Funds Survey 

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

• The user can click on the Generate Cash Expenditures button to implement a
copy of the expenditures currently in the system.

o Alternatively, the user can click on the green ‘+’ button to add data

• To print the Other Funds Cash or Expenditures the user will click on the Print
button.

3.4.3. Higher Ed Expenditures 

• To access the Higher Ed Expenditures, the user will click on the Higher Ed
Expenditures tab.

• 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.



19096-SCD005-WO000-Budget 
Workflow Management  

Page 23 of 48 ©2020 KeyMark, Inc. 

User Guide CONFIDENTIAL Version 0.3: 06/03/2020 

3.4.4. Submitting Additional Funding Requests 

• 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.

• 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.

• 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.

• 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.

• 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.
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• 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.

• 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.




