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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

e 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/

Muiti-factor Login Page

Password Management Instructions
Manage Your SCEIS Password

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

4 L FFIH 0 RO el
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https://gateway.sc.gov/

2.1.Accessing the Budget Development System without DUO

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

Please log on

User name
Password

M Check here to login and accept the

Terms & Conditions

Log On

Password Management Instructions
Manage Your SCEIS Password

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 logo.

OnBase Details

OnBase 18 Production Unity

e 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.
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https://sceisgateway.sc.gov/

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

lome DO Vuogeg Mensgement
s (B Query History o
O [ iy W o * @ S
Y B My Checkouts : -
Home Personal Favontes  Custom  Retneval forms Import  Templates T Workflow
Page . - Clueries
a— tiey
Websites @ RSS Ticker
Cormmunity
CnBaze
hittp:/ funityhyland.com

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

File Home EBO Budget Management

Y E (_Z? 4 Form Packet

4 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).

£O-EBO Budget Management x]
%/ Filters
A /51 Agency Filters WS

W Executive Summaries Awaiting Agency Review (1)
W Form Packets Awaiting Agency Review (0}

W My Executive Summaries (2

W My Form Packets (2)

Al Budget Years (1]

T My Budget Line [tems (7) {b

W My Line Item Details (12

W My Agencies (6]

W Additional Funds Awaiting Agency Review (0}

W My Additional Funding Requests (1)

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).

e 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.

EBO Budget Management

(2] A Qgitin B H € @

Home Personal Favorites Custom Retrieval Forms Import Templates Reporting Workflow
- Page - - Queries
3 Home Documents Create Reporting = Workflow

[ Make this layout my Home Page t El

Q Reset Home Page
[ Filters

A 51 Agency Filters AT 3
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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 2| 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.

LI
° Save: If the user sees the E 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

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.
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EBO Budget Management

Y B @ Ltromeace]

+ Additional Funding
Filters Calendars Favorites Recently

iewed

General Create

O-EBO Budget Management

% Filters

A 451 Agency Filters AT R
7 Executive Summaries Awaiting Agency Review (1)
7 Form Packets Awaiting Agency Review (0)

T My Executive Summaries (2)

T My Form Packets (2)

7 All Budget Years (1)

T My Budget Line ftems (7)

T My Line Item Details (12)

T My Agencies (8]

7 Additional Funds Awaiting Agency Review (0)
¥ My Additional Funding Requests (1)

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.

H o ose I ) Subscrive (9 [’F‘* =1
(2 Seve end New @) Addto A - 1 impeat R Print Previes
Save  Delete Retresh Mstory  Documents 04,,.\,.,; on
astion Document Dacusior Pt
Packet Indoenater®  FORM A - BUDGET PLAN SUMMARY"  FORMB!  FORMB2  FORMC  FORMD FORME  FORMF  Techmcal Form
Form Packet F On Higher Edt Created By: EBO AGENCY
Status: Open

Croated Date: 5/14/2020 2:02:11 PM

I Packet Information

Form Packet Status

open |
Agency Namre' Agercy Code |
|Commission On Higher Education ] & +oso

Agency Section Budget Year'

n

Budget Year: 2020-2021

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

T 0B | U S|=EHO B =0 A

text feld-1

e Tofill out a form B1, B2, C, D, or Technical Form click the ‘+’ icon in the table.
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o Packe for- Lag Dept- The Senate. Created By: JON CONLEY
‘Status: Open Creatod Date: 3/10/2020 206:36 PM

~ FORM B1 - RECURRING OPERATING REQUEST |

Py T [o—r— At Federd [r—r— [e—r—— ﬂi

P oo [

o Some forms will have a table input like the one below. To add rows to the table,
click the ‘+’ icon.

Lok

Show [T00 2] records:

e 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.
e 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
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.
o 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.
o If No Changes is checked under the C section, no C forms must be
submitted.
= |f 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.
= |f any of the top two boxes are checked there must be at least one
D form submitted with the packet.
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BUDOET PLAN SUMMARY  FORMB) FORME2 FORMC FORMD FORME FORMF  Technicel Form

Packet Information’ _FORM &
Created By: EBOAGENCY
) Created Date: 5/14/2020 20211 PM

~ FORM A - BUDGET PLAN SUMMARY

iy
Fiscal Year Agency Budget Plan

Fox the Fiscal Year, my agency is (mack )
] Requoesteg Ganersl Fund Appeopristions
OPERATING REQUESTS (FORM B1) ¥ Reauestrng Feceral/Other Authorzation
_lﬁunwmw-wt'.w

Fox the Fiscal Year, my agency s (mark “X):
[] Requesting NorRecuming Appropristions:

NON-RECURRING REQUESTS (FORM 82) ] Requestng Non-Recurring Federsi/Other Author zstion
¥ Not requesting any changes

Fox the Fiscel Yeor, my sgency s (mark X°):
] Caprai Projects Request

CAPITAL REQUESTS (FORM C)
¥ No Changes

Fo the Fiscal Year, my agency & (mark X'):
o o

PROVISOS (FORM 0) o
) Mot requesting any proviso changes

Name Phone Emal
Primary Contact — I |
Secondary Contact [ il |
Form B1 and B2
Packet Information”  FORM A-BUDGET PLAN SUMMARY'  FOSME]  FORMB2 FORMC FORMD FORME FORMF  TechnicslForm
 Form Packet For: Sea Grant Consortium Created By: EBO AGENCY
Status: Open Created Date: 5/14/2020 2:00:09 PM
I FORM B1 - REC OPERATING REQUEST
S B+ X
Prioeity e Amount Total |
1| Recurmng Request $100 $200 53,00 400 $1000 I
&
1-1of 1 records Shvow [100]%] recorda
[ - -

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.
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New Postions

Factors Associsted With The Request

[ [s400

Created By: ERO.AGENCY
Created Date: 5/14/2020 20948 P

Total s1000
Wt s e et charge in recuested apogintions for facal year?

General 100 |
Fecers [z00 |
Eaaries = 1
Festctes 400 ]
Tetel 1000 ]

Plaass provice tha fotal surmber of naw povtions rmedad for i recumst

Jreiatea Reguent

Jorasemicn Entecprine Strategic Ojective

Accountabiity Of Funds.

Wnt mner e strwtee an rutbner in the Fineal Yrar Strmame Plannina and # mene's reneet dnes Shis funding 5
FgRMC - caPITAL RECUEST
Form Type: Form C Created By EBO AGENCY

Created Date: 5/14/2020 21412 PM

|9 FORM C - CAPITAL REQUEST I -
iwmu 5 |
Tiie Capits Request

Prowide o bret, descriptive ble for thus request

Oenerat 1svnqmon ]

Federat [s0.00 |

Earmarked 8000 |
| Amoune

Resmeted [so00 |

Total $100,000 00

How mach 8 requestad for e project i the Facal You?

Y 08 1@ USs=BOBEo,”"=08A5n

teg
P Prony I

pn pear - —— pes
spsrce 3 agency's comngency pan .

Yy 08 U s =BOoRB® . =08an8

Other Approvais.
orderfor JBRC, SFAR,wc)

19096-SCD005-WO000-Budget
Workflow Management

User Guide

Page 11 of 48

CONFIDENTIAL

©2020 KeyMark, Inc.

Version 0.3: 06/03/2020



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.

FONI O — PROVISO REVISION SEQUEST®

Form Type: Form

Croated By EBO.AGENCY
Created Date: 5/14/2020 2:14:47 PM

© FORM D - PROVISO REVISION REQUEST

e )|

Nhar s tiod
e Fiscal Year (or mark "NEW),
Title [Form D Example _— S
Year
Budget Program test program

Is this request assodated with a budget request you have submitted for fiscal year? If o, clte it here.

Reauestes Acticn [asd

‘Select requested actian from drop down menu.

Yy 08 | U s =HOoNA®.” =0n

test!

Other Agences Affected

Whnicn cther agencies would be affected by te recommended action? Hom?

T 08 ! USs=BOR®., =08Mn
test2
Summary 8 Explanation
affars without 1
Explain the newe for 5 For
T 08 1 U S =BOB®,=08rn

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

hgency Name: Sea Grant Consortium
Agency Code: P260 Section:

FORM D - PROVISO REVISION REQUEST

i e provico acca
TITLE Form D Example

Provade the titie frow owe F¥ 301930 Ao 3 hort ot for camy wew
BUDGET PROGRAM | ' progam

8y nome avad budper section

RELATED BUDGET
REQUEST
% thix request sxsocimed with @ 2 you Rave sabwttiod Jor F1 2020-217 i 50, cie it here.
REQUESTED [
ACTION
Chooee from 431 Derese, Awend o Codihy
OTHER AGENCIES [ testi
AFFECTED
ocher 1es wewld be. v the recowmended acmoe’ How?
test2
SUMMARY &
EXPLANATION
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Form E and F

o 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 PLAN SUMMARY"  FORM B! FORMB2 FORMC FORMD  FORME FORMF  Technicel Form
Form Packet For Sea Grant Consortium

Created By: ERO AGENC

‘Status: Open. Created Date: 5/14/2020 2:09:09 P
Z FORM E - AGENCY COST AND GENERAL FUND REDUCTION CONTINGENCY PLAN | ot ittt o |
e {Form ETest. —|
A o od - . x|

Wne 3% reduction Tha amout

Y 08 I U $=EBOMB =0 &
Associeted FTE Reductons.

How many FTE:

T 08 1 Us=BEOBMS, =0 A

I
ProgramiActnty Inpact
activities are suppor .0

Y 08 | U s EEONH =0 M

ro—
- -

Technical Forms

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

| Technical Form

Tiie i ]
Provde  bret ceacr v tte for et

Form Type [ |
Pieaae Seiect  Type of Techmicel Form
[ s200 |
Federa wm l
Earmaked 00

Amcurt o |
Ramrcte [s000 ]
Totat so00
Hom much  recuaeased for his rofect = the Fiscal Vear? Thia amount shouid correspend 1o the tota foe o nding sources an the Executive Surmimary.
[ [oo0 ]
Fadena! oo ]
Eamaad [o00 I |

ew Postons
Brstrcres o0 |
Touu oo |

. o new peatians requeat

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

I Technical Form

Tite Test |
Proue s b emcrptoe e for i eorat
Fom Type ] =]
cation
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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.

e o

e 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.

Hudget Yes ks
S Seve and Close ([T} Copy Otyect I L%
' @ Add to « \2

Retresh
X 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.

X -

O’ EBO Budget Management

W Filters
# 45 Agency Filters WS Agency Code I AgencyName I Budget Vear I Form Packet Status T Lest Status Update x
— [ — [ [ — =
E200 Attorney General's Office Budget Year: final test Completed 5/28/2020 237 PM I
P260 Sea Grant Consertium 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 Item Details (12)
T My Agencies (6}
7 Additional Funds Awaiting Agency Review (0)
7 My Additional Funding Requests (1)
I
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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.

e 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.

Packet Informption”  FORM A-BUDGET PLAN SUMMARY'  FORMB] FORMB2 FORMC FORMD FORME FORMF  Techaicsl Form

Form Facket For: Sea Grant Consortium Created By EBO AGENCY

Stans Open. Created Date: 571472020 20909 FM
T ——
Form Packet Status

Open

Agency Name" Agency Code

Sea Orant Consortium Q\ PR6O

gency Section Budget Vear"

L] Budge! Year: 20202021 -

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 ]
W Filars T Al Budgei Years = 7 My Esecuiive Summanes =
e
# % Agency Filters e AencyCo § Agency Mame T AgencySection ¥ Budget Year
T Executive Summasies Awwiting dgency Rewew [1) =
T Farm Packets Awaiking gty Review ) - . I
I T by Extoutt 5 ey I 200 Attomey Genersl s Office kel Busdget Vesr: Final test
Ty Form P P20 Sea Grant Sonsortive a Busdget Vear: final test
T AN Busdget Yess {1
T My Budget Line Rems (7
7 My Line Rem Detaits [12]
T My Agenoies 1§
T agamenal Funs Awaning &gency Review i
T My Additional Funsing R quests 1]
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3.2.1.

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.

Printing and Exporting the Executive Summary

Agency Butoervesr  Agency Forms  Agency Budget Vear Base Budget  Agency Budget Yesr Actusls

Office Created By: OBUNITY_SCHED
‘Status: Complete Created Date: 5/28/2020 Z:37:50 PM
0 Agency Budget Information
Buget Year
Budgst Year: final test
E'::;mu:::ummq Status. ] Exeutvoe Summary Locked?
Agency Name. Aency Code Agency Sectian
[attomey Genersls office Q| [E200 )
Funding Tatal
State Federal Earmarked Restricted Tota ‘
$7,035,000.00 $20,000,000.00 50.00 $0.00 $27,035,000.00
FTEs Total
St Federa Exrmarked Restrcted Tot
3.00 000 0.00 0.00 300 ‘
$ Executive Budget Summary Import Line hem Details  Print Exe y
sjo b
Iponcy Code ‘Agency Name [r—— Fom Type Pricety T Total Requested Tota Curvent Amaunt Balance? 1
E200 7] Attorney Genera's Office =] Budget Year ] FamEl 1 Stability Funding $3,000000.00 300000000 Yes A
E200 3] Attomey Generals Office. 2] Budget Year ] FomB2 2 IT and Infrastructure $3,600,000 00 £360000000 Yes
E200 7] Attorney Genera's Office (] Budget Vear final test ] Famel 3 Deputy Director CVS $115000.00 $11500000 Yes
£200 Tn] | Atioemey General Difice 7] Budget Vear finaltest ] Fermen n Aty State Grand Jury 5220000 00 22000000 Yes
£200 (7] | Attormey Generafs Offics ] Budget Year final test ] | FormB1 5 Inesease Fedesal Auth $20000,000.00 $2000000000 Yes
= E200 31 Attomey Generals Office =7 Budaet Year. final test 51 Allocation A Allocations $100.000.00 §10000000 Yes >
16l 6 recards Show [T00]7]recards
¢ Below is an example of what the Executive Summary export will look like.
Agency Name Sea Grant Consortium
Agency Code: P2860
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 9000 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 6 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.

§ Executive Budget Summary | i omtets | it e S |
| ‘Agency Code Ageewcy Hame Form Type Priarity Title Total Requested. Totnl Corvert Amonut Balance? FTE Total Curvent Count FTETd
| P250 ] Sea Grant Consartum =1 FomB1 1 Recurming Recuest $1000 $0.00 No 000 I
| P50 1 Sea Grant Consortum =] Fome2 2 Non Recumng Request $10.00 $0.00 No 000 |
P280 ] Sen Geant Consortium 3] Fome 3 Capial Request $100,00000 $0.00 No 000
?|§<:u—- n--u-:
LN
R N
Detail For: Recurring Request Created By: EBO.AGENCY
Created Date: 5/14/2020 2:36:14 PM
$ Budget Line Item Detail
ﬂgmmmy Hnemrm
Funded Program Program
[9500.050000.000 Q] |
o e ‘
i‘::c:\‘:hm/‘luil Analyst I q] i?::mn
Funding
= = = e it |
B oo e i s I
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.
- Details o I:|
|/los8+x
Agemey Priarty Progrom Commdrment Hem Jub Titte: g TH-| Stotr
< >
Sherer[100 %] vecards
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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| Details

7 x
Total Funding St

>
‘St [T00]57] records |

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 |
S8+ X
Agency Code Agency Name Form Type Prioety Title Total Requested Total Current Amount Balance’ FTE Total Current Count FTETe
P260 ] See Gront Consortum ] FomB1 1 Recuring Request $1000 §10.00 Yes 1000
P20 ] Ses Grant Consortum ] FomB2 2 Non-Recurrng Request $1000 $50.00 No 000
P20 ] Sea Grant Comsortium ] FomC 3 Capital Request $100000.00 5000 No 000
|§-:._-. 9...—.:.
= 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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20  EONUM Commitment tem JobTitle FundesProgram Statefunding Federalfunding Earmarkessunding ResTictedrunding STSteFTECOUN! Federals TECOUNT Earmarked TECOunt RestrictedfTeCournt
D500.- £50.- Template Upload Date 2|
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3.2.3. Line Item Detail Submission

Agency Busiget Line hem_ Form

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.

Agency Budget Une em | Form

§ Agency Budget Line Item

Budget Vear

|Budget vear final test

Agency Mame Aency Code Agency Sectian

Attormey Generals Office E200 5

Description

I S P -

[[tability Funding x| Farm &1 1 |[s19
Funding Balancing

State Requested Federai Aoqueated Earmacked Requested Resincted Requested Total Requested

[ a0 |[s0.00 | [s0.00 [s0.00 | [s3.000000.00
State Curent Amount Federsi Cument Amount Earmarked Current Amaunt Restricted Current Amount Total Curent Ameunt
$3,000,000.00 5000 s000 50.00 $3,000000.00
Amounts Balance? Amouns Balance? Amounts Balance? Amounts Balance? Totals Balance?

Yes Yes Yes Yes Yes
FTE Balancing

State Requested Feders: Requested Earmarked Requested Restncted Requested Total Requested
(000 J[o.c0 ] [0.00 [0.00 o0

State Curent Federai Curent Earmarked Carrent Restricted Current Total Current

000 oo ) oo |00

Amounts Balance” Amourts Balance? Amounta Balance? Amaunts Balance? Totala Balance?
Yes ves Yes Yes Yes

Line Item Detail Count.

Details

p | 0103500000000
71 9500.050000.000
3] 0102.000000.000

5557,687.00 5000
$243,15000 sato

2 [

stz 7] $248150.00

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.

Agency Budget Year Executive Summary

Worldflow
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.

T - =l - tata iscussion | 2 P
A 0 ri 2 tmpert @vn:mmm K 4
Refresh Histry | Documerts For o, Pt o
sctons Hton Dacuments oicursians P Vavigation

w,awm.,.,...e,a\m“..smmn AgencyBudget Y Actula
Executive Summary For. Sea Grant Consortium
‘Status: Awaiting Line ftem Detsils.

| o Agency Forms

Fesearcher Hre 1 Fom@l

‘ Title Prioxity Foum

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

Agency Form Upload
’7 Select the type of request you wish to create

81 - Recuring Request
82 - Nen-Recurring Request

C - Capital Request (e

D - Proviso Revision Request

Technical Form
Other

e The user will then fill out the form and click the Submit button.

= FORM C - CAPITAL REQUEST

gy Procty . 1
Provid toe Agency Pilorty Ranking fram the Executive Summary
Tite: A 1 %]
Prouide a bnet, desonptive title for v request
General [s000
Federal o
o Eamecked [s0a
Restracted: [s000
Torwt 3000
Fom much s requested for this propect n te Fiscal Yesr” This maunt should comreapand 1o the total for sl funding sources on the Enecutive Summary
T 068 1 L s =D H«. =0
CPWP Priority
isentty tne project a CRIF plas year and prorty numbes, Blang with e firet year in which Te projeet was Inclused in the agency's PP |f not inglused in the agancy's GAIF, piease provoe n explanation
W ares ng, ety agenty's contgency plan i the ever ng i nat nihe smaunt requesed.
TOBR /I US=EAOE® =B M
Oshmr Appromeain
Wihet approvs have e e necured mdes for the projectto suceeed? (labtutianal bosre, JBRC, SFA, e |
¥ 068 | U s =H0=E®.,”=80Mnm
Long-Term Planing and Sustainatibty
[ subm Il
4 —
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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.

ﬁ F E-' @? 4= Form Packet
P ol foante: ot
Viewed
Genenl reate
.0 EBO Budget Management
 Filters
& & Agency Filters %%
7 Executive Summacies Awating Agency Rewew (0)
V' Form Packets Awating Agency Revew (1]

x|

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

Dequments Discussions P b gation

ey M ———

Agency Code. HO3D Budget Year:

\gency ligher Created Date: 5/19/2020 3:12:07 P
L - =
| Furnding Status

Open =

Bgency Hame Agency Code

[commission On Higher Education 9] Hoso

Agency Section Budget Year

n [ | i

@ Agency Additional Funding Contact Information
Ageney Cortmct

Agency Contact Prane Mumber Agency Contoct Emal

Link To Fees

19096-SCD005-WO000-Budget Page 21 of 48 ©2020 KeyMark, Inc.
Workflow Management

User Guide CONFIDENTIAL Version 0.3: 06/03/2020



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.
o Alternatively, the user can click on the green ‘+’ button to add data
e To print the Other Funds Cash or Expenditures the user will click on the Print
button.

e e

Budget Year: Budget Year: final test
Agency Name: Attorney General's Office. Created Date: 5/28/2020 3:04:40 PM
§ Other Funds Cash
1 Fund Hormber Fund Title Year 6
[ 30350000 OPERATING REVENUE 9952618 5000 0.00 10 g secount fof general s
30350006, LAW ENFORCE FD TCKT $1304691.38 526584440 9077 depy Cumenty, ol o ih
account e restt
7 of i
30350007 CIVIL LITIGATION $167480645 $392934574 4262 totaling over 3m annually. y ‘support staff, and
temporary positon
30350008 CLERK OF COURT $108018 3000 000 detad
30350009 10C RETAINED 538592 5000 000 detats
o cement of the (Statute 114821 o)
30350010 TOBACCO SETTLEMENT $293900028 sa3s93278 67419, Theseeffrs Include personal semvces, rnge.operatng s 1 s act. Dilg
30350011 COM CRIM LIT $500,000.00 5000 000 Stotutes '"m%;:;,zﬂmm;'m_m of ppor
100
30350012 BONDSMAN FEES $1098.11 $108733 10098 | e e s i of G S
30350014 VICTIM SERVICE FUNDS $1828115 s000 0.00 | Theae finde e -t el
These funds h
30350081 0P REV-GRANTS EXT 6090374 8405453 150212 wafficking, the State
these effartz since the.
Thee funds sre forward to our office per Statute 34-33-150(D)(E) to assistn the cot to the state indefered V|
30350052 BOFI PROSECUTION FDS $197,500.00 5000 0.00 | Thosa s orsfoowa 15 chr oo par eaine DNE) 1o aslef n he oot 5 teprnet the sl
1-29 01 29 records. Show [100 7] records

3.4.3. Higher Ed Expenditures

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

‘Agency Code: HO30 Budget Year Budget Year 2020-2021
Created Date: 5/19/2020 31207 PM
& igher Ed Expenditures = e 1o o : J v copman |
[ - 4 imgont & Prant Preview e T— 7{ WS @ + 5:
Funded Progrsm ocument Jsion vt bt Asmonsnt Restracted Amount. Total Amount
Created By. EBOAGENCY
S/19/2020 313:46 PM
§ Higher Ed
Agency Code Agency Neme
HO30 ‘Commission On Higher Education
— T N
e Conmiement e Tie
Agproved?
Funding
T o0 i s e
< > |
Show [100 ] reconds
R
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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.

v

SubmE
Funding
Actions

3.5.Agency Common Errors

o 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.

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

o 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 packes submitted for the budget year.

[
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 Prgerty: 10 alveady exists for this pachet. Plesse select o disbnct valoe,

[ o

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.

e 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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x The selected commitment ibem requeres a Job o be specified.

e 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 exception: Sy xception: No mlll![?'l header row detected in the file
at D500EBOParseBudgetLineltemDetails.D500EBOPar d i ils.ReadExcelfile( Application app, WorkflowEventArgs args) in :line 313
at DS500EBOParseBudgetLinelt ils.D500EBOPar inelt ils.OnWorkflowScriptExecute(Application app, WorkflowEventArgs 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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