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About This Course

COURSE DESCRIPTION

This course provides users with a working knowledge of the system used by the State of West Virginia
for Budget Development: WwOASIS Budget Development. Users will be introduced to key concepts,
access a training version of the system, and practice executing tasks they will need to perform on the
job.

PREREQUISITES

There are no course prerequisites for this course. It is assumed that personnel attending this training
have basic computer literacy skills and are comfortable using computer-based programs and
applications. To access the system, users must have an active MyApps account.

TERMINOLOGY
The terms listed in Table 1 are used throughout the Budget Development course.

Table 1: Budget Development Terminology

# Term Description

1 Allocations Allocations may be used to directly increase or decrease the budget
amount for a set of dimensions, transfer budget dollars from one set of
dimensions to another, or use one set of dimensions as a basis to
calculate the allocation amount that should be posted to another set of

dimensions.
2 Budget Forms Online templates designed in a format similar to spreadsheets, but in a
relational database.
3 Business Intelligence | Business Intelligence is a combined reporting solution that provides a
(BI) warehouse for WOASIS data, tools to populate the warehouse

efficiently, a toolset to access the data in the warehouse, and pre-
defined folders that allow easy access to data in the warehouse.

4 Cabinet Group composed of the Cabinet secretary, constitutional officers, HEPC
(Higher Ed Policy Commission), CTC, Council for Community and
Technical College Education and State Board of Education.

5 Chart of Accounts Setup which captures the dimensional structure for documenting and
reporting on budget data.

6 Consolidations Consolidations are used to aggregate, or add together, budget data at
increasingly higher hierarchical levels. They allow users to focus on an
area of the budget relevant to their responsibilities.

7 Dimensions Dimensions are the building blocks for the Budget Development system.
Some typical dimensions that appear in budgets are Budget Objects,
Fund, Organization, Program, Project and Time Period.
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8 Formatted System Formatted System Queries (FSQs) are used to query and display data at

Query (FSQ) any point in the budget cycle. An FSQ displays information from the
Budget Development system in a table format similar to a spreadsheet.

9 Organization A context-sensitive term used to describe both Departments (FIMS
orgs) and Units (FIMS extended orgs). When it refers to a department,
the organization code is a four digit number. When it refers to a unit, it
concatenates the department with the unit making it an eight digit
number.

10 | Salary and Benefit The Salary and Benefit Forecasting System (SBFS) is a module within
Forecasting System Budget Development that is used to establish and maintain information
(SBFS) pertaining to positions, employees and their corresponding HR and

benefit data.

11 Stage Identifies where a request is in the budget development cycle.

12 Time Period A collection of user-defined columns that capture data throughout the
budget process. Time periods are snapshots of the budget at specific
points in the budget process.

13 | Wild card An asterisk ( * ) used as a substitute for any other character (including
primary characters, alphabetical and/or numerical) for which you are
searching.

14 | wvOASIS Budget The system used by the State of West Virginia for Budget Development.

Development
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1. OVERVIEW OF BUDGET FORMS AND STAGES

Lesson Overview

The Budget Development system is based on processing of budget requests through a series of pre-
defined stages. Users with different security profiles have access to different stages. Movement through
stages is in one direction only (a request cannot be moved from a higher stage to a lower one), although
all users (Unit, Department, Cabinet) have multiple opportunities to make changes to a request.

Learning Objectives

In this lesson, you will:

= Define budget stages

= Explain the pull process of stage progression

= List the forms used in Budget Development

= |dentify the stages associated with each budget form

= |dentify the Chart of Account elements used in the Budget Development system

1.1. Budget Stages

Stages

Stages identify where a request is in the budget development lifecycle. Stages are used to define periods
for creation, review, editing and approval at various levels of authority. Changes to the request are
recorded in a delineated form as designated users access, review and edit these budget requests
throughout the various budget stages. The stages will lead up to a final budget submission that will
become the approved budget.

Pull Process

Stage progression is achieved through a pull process within the budget forms. After a user creates a
form, it does NOT automatically advance to the next stage, and the creator cannot advance it to the
next stage unless they have the authority for the next stage. It must be pulled to the next stage by a user
with a higher level of access. Forms move through stages in one direction only (Figure 1). The right to
enter or change data in forms at various stages is determined by the user’s security profile.
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Figure 1: Movement of a Request through Stages

=
— A
@ | -E m) 0|
Stage 10: Stage 20: Stage 30: Stage 40:
Unit Budget Department Cabinet Budget Unit Budget
Data Entry Budget Analyst Analyst Data Entry
9 . Stage 50:
Stage 200: Stage 60: Cabinet Depagrtment
State Budget Office Budget Analyst Budget Analyst
Analyst I

Stages by User Group

Budget requests move through stages, with each stage associated with specific user groups (Table 2).
Not all budget forms will include all the stages. Only users belonging to the assigned user group will have
the ability to a view and edit the budget request form at a particular stage. Once a request has been
moved to the next stage, it can only be edited by users who have access to that next stage. Stages can
be bypassed when no revisions are necessary. Once a form has been saved to a higher stage, it cannot
be reversed. If additional review stages are not implemented, the form would have to be deleted, and a
new form would have to be recreated.

Table 2: Example of Stages for AR2 Agency Form

User Group Stages

Unit 10, 40, 700

Department 10, 20, 30, 40, 50, 220, 700, 710, 720
Cabinet 20, 30, 40, 50, 60, 220, 710, 720
State Budget Office 200, 210, 220, 230, 240, 730, 720
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Stages of the Budget Development Process

Figure 2 illustrates the stages of the Budget Development process.

Note:
Not all budget forms will go through all stages; some may go through only a subset of this cycle.

Figure 2: Stages of the Budget Development Process

10 20 30

Unit Dept Cabinet
Request Adjust Adjust

Unit Dept Cabinet
Revision Revision Revision
Sept-Dec 7
r 210
220 e 230
Dept/Cabinet Final Revisions
*Jan-Feb ' . : -
| 240 H 300/400
*March

8
g

*April l

700 - Unit/Dept Update
with Approved $

June

730

720 Interface
Cabinet g
to Finance
Update

*Following a gubernatorial eiection, these steps in the process are deiayed by one month.
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1.2. Budget Forms

In the Budget Development system, budgets are developed by entering data in pre-defined budget

forms. Budget forms are online templates designed in a format that is similar to spreadsheets, but in a

relational database. The forms have been set up and configured to meet the State’s needs. Users decide

which form they need to fill out based on the type of information needed. When describing WvOASIS

Budget Development in this document, the terms budget form and budget request are synonymous.

The State’s Budget Development system includes the forms listed in Table 3.

Table 3: Budget Development Forms

# \ Form Name

Layout Code

Description/Purpose

Unit-Level Forms

AR2 Base Budget
(Appropriation Base
Request Account
Summary)

AR2_AGENCY_REQ

Base budget request

AR4 Improvement Request

AR4_AGENCY_REQ

Changes to upcoming budget

AR5 Supplemental Request

AR5_AGENCY_REQ

Supplemental requests for CY

AR12 | Revenue Estimates AR12_AGENCY_EST Provide revenue estimates

AR13 | Quarterly Allotment AR13_AGENCY_REQ Provide quarterly allotments

AR14 | Dues and Fees AR14_AGENCY_REQ List dues and fees

AR15 | Sub Revenue Estimates | AR15 SUB_REVENUE_EST | List budget at sub revenue level

PY Ad | PY Actual Adjustments PY_ACT_ADJUSTMENTS Adjusts actual expenditures for report

Department-Level Forms

AR1 Evaluation Summary

AR1_AGENCY_SUMMARY

Identify major purpose, objectives,
long-range goals, the population
served, the major services they provide
and any other pertinent information.

AR3 Schedule of Federal
Receipts

AR3_AGENCY_EST

A consolidated report containing a
detailed itemization of all federal funds
received by the State spending units
during the preceding fiscal year, as well
as those anticipated to be received
during the current and following fiscal
years.

ARS8 Capital Project Listing

ARS_AGENCY_REQ

For projects that involve major
construction, land acquisition, or
renovation activity that adds value to or
significantly increases the useful life of
the State’s physical assets.

AR10 | Program Summary

AR_10_AGENCY_REQ

Provide financial details and brief text
about a program
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Not all budget requests go through all stages. Table 4 lists the stages associated with each budget form.

Table 4: Stages Associated with Budget Forms

BUDGET FORM
STAGE Unit Level Department Level
AR2 AR4 AR12 AR1 AR3 ARS8 AR10
10 | Unit Request v \ v
20 | Dept Adjust v v v v
30 | Cabinet Adjust v ' v ' ' \'
40 | Unit Revision v v v
50 | Dept Revision v \ v v v v
60 | Cabinet Revision v v v v v '
200 | SBO v v v v v v v
210 | SBO Vv v Vv Vv Vv V'
220 | Dept/Cabinet Revision v Vv Vv Vv Vv Vv Vv
230 | SBO Vv v Vv Vv Vv Vv '
240 | SBO v v
700 | Unit/Dept Update v v
710 | Dept Update ' '
720 | Cabinet Update ' '
730 | SBO v v

Note: This table lists budget forms that will be covered in this training. See Appendix A for additional
budget forms to be implemented later.

1.3. Chart of Accounts

The Chart of Accounts setup in Budget Development captures the dimensional structure for
documenting and reporting on budget data. It is driven by the budget process, the Financial Chart of
Accounts structure, reporting requirements, and historical data needs. Ultimately, an organization’s
business rules drive the dimensions that will be associated with each budget line (financial string).

Budget Development provides the following dimensions with which to build chart of accounts budget

structures.
1. Budget Object (Revenue Source, Object Code, FTE)
2. Fund
3. Organization (For use as Departments and Units)
4, Narrative Program
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5. Capital Project
6. Federal Program
7.  Sub-Fund
8. Sub-Object
9.  Sub-revenue
10. Budget Fiscal Year
11.  Appropriation (WVFIMS Activity)
12.  Time Period
1.4. Overview of Budget Request Creation Process

Creating a budget request involves the following steps:

Log in to the Budget Development system.

Search for and select a form for a specific budget request from the Select Budget Request screen
(Figure 3).

Enter form header information on the Create Budget Request screen (Figure 4).

Enter additional lines (budget, personnel) if applicable on the Budget Request form (Figure 5).
Notify the next-stage reviewer.

Selecting a Budget Request

From the Select Budget Request screen (Figure 3), you can search for an existing budget request, or

create a new one.

To search for an existing request, click the Search button, and then make a selection from the
search results.

Searches can be done by request code , name, stage, or organization
Wildcard ( * ) can be used for searches

To create a new request, click the New button.

Figure 3: Select Budget Request screen

Select Budget Request

Layout Code: IARZ_AGENCY_REQ Request Code:

Layout Type:

Name: I

Organization: |

ﬂewl Edit

y

Copy All | View l Delete I ngel DisplayllO 'I Items

Current Rank: Search
I j’

Stage:

Creating a Budget Request

The first screen of every form (Figure 4) has header information that must be completed for that form.

10
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Create Budget Request

Expand All | Collapse All

— - Budget Request Information m

Budget Instance Details

“Request Code: I *Name: |

BAO Required: [~

*Stage: 10 =
Ranking Tyge: 1// - ]
Description: ’>Ranking Type: '

=

Return to Top

— = Budget Request Information

Return to Top

— - Dimensions m

Organization: |
Return to Top

A typical budget request form has the following components, illustrated in Figure 5.

Tabs
Static fields — informational only; cannot be edited
Action links and buttons

Editable fields where data is entered. Also includes
from a favorites list

Figure 5: Sample Budget Request Form

icons for searching and for selecting items

#*¥0702-7802

Bw 1

Expand All | Collapse All

Edit Budget Request I Budget Lines | Position Lines ] Justification | Document Attachments —— Tabs
-/ Static Fields m
| Static
Layout Code: lAR4__AGENCY_REQ Layout Type: |Generic = Request Code: |134 L — F |d
lelas
Organization: [0702-7802
Return to Top
Refresh I Zero Out | Display Sub Total: [~ Links &
o Buttons
New Item | Copy Item | Delete Item l Export Import AuditTrail pigplay I 10 vl Items View as CSV
-m- e
Editable
.@IO v & & & [New ] l@l <€ Fields

I_-___-_

11
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Naming Conventions for Budget Forms

When you create a budget form, you will specify a name for the form. Budget form names are linked to
specific names associated with a unit, department, federal program, improvement, capital project or

narrative program. You cannot have the same name in one department on the same type of form.

Naming conventions are summarized in Table 5.

Table 5: Naming Conventions for Budget Forms

Budget Form Naming Convention Example of Form Name
AR1 | Evaluation Summary Department name State Police
AR2 Base Budget Unit name T1 Fairmont
AR3 | Schedule of Federal Receipts Federal Program name Endangered Species
AR4 | Improvement Request Improvement name Barracks Upgrade
AR5 | Supplemental Request Supplemental name Upgrade Data Center
AR8 | Capital Project Listing Capital Project name Research/Science Building
AR10 | Program Summary Narrative Program name Administration
AR12 | Revenue Estimates Unit name T1 Fairmont
AR13 | Quarterly Allotments Unit name T1 Fairmont
AR14 | Dues and Fees Department name State Police
AR15 | Sub Revenue Unit name T1 Fairmont

Table 6 lists additional guidelines for budget form names.

Table 6: Guidelines for Naming Budget Forms

Guideline

Correct

Not Correct

Use initial caps (not all upper case or
all lower case), except for acronyms

Water Resources

WATER RESOURCES

water resources

Enter the name exactly as it appears
in the WvOASIS system (except for

casing)

Police and Watchmen

Police & Watchmen
Police/Watchmen

Secretary of State

Sec of State

Sec of Administration

Secretary of Administration

EPSCOR — Office of Technology

EPSCOR

TMDL Program

TMDL

Spaces between words are ok. Capitol Building Capitol_Building

Do not use underscore.

Organization Structure

WVOASIS uses the term Organization to describe both Departments (FIMS orgs) and Units (FIMS
extended orgs). The term is context-sensitive, depending on the organization level. On some forms

12
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(AR3, ARS8, AR10) when you are asked for organization codes, it refers to department codes, which are

four digits. On other forms (AR2, AR12, AR4) when you are asked for an organization code, it refers to
unit codes, which concatenate the department with the unit making it an eight digit code (Table 7).

Table 7: Organization Codes

Context Organization Means Example of Field Value in Form
In Unit-level forms Department + Unit number : :
- Dimensions m
(AR2, AR4, AR12) 8-digit number
Organization: |0100-1872
In department-level forms | Department number T
(AR3, ARS8, AR10) 4-digit number = ' - ,
EBw1 @]804890001 b -@Iozlo &

Lesson Summary

In this lesson you:

Listed the forms used in Budget Development

Identified the budget workflow stages of each form

Identified the Chart of Accounts Dimensions utilized in Budget Development
Reviewed the basic process of creating a budget request

Identified the naming convention for budget forms

Check Your Progress

Which is/are true of budget forms and stages?

Budget forms move through stages.

Users decide which form they need to fill out based on the information needed.
Each stage is associated with specific user groups.

All of the above.

a 0 T o

Budget forms move through stages, with each stage associated with specific user groups.

a. True
b. False

Through which type of process is stage progression achieved within the budget forms?

a. Pull
b. Push

Which are Unit-level forms?

13
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14

Schedule of Federal Receipts (AR3)
Program Summary (AR10)
Revenue Estimates (AR12)
Evaluation Summary (AR1)

Capital Project Listing (AR8)

™ o 0o T o

All forms go through all the stages of the Budget Development process.

a. True
b. False

Fields in a budget form that are informational only (cannot be edited) are called:

a. Tabs

b. Editable fields
c. Static fields

d. Action links

Base Budget forms (AR2) utilize which naming convention?

a. Narrative Program name
b. Department name

¢. Unitname

d. Improvement name

On a Department-level form, the Organization code would be:

a. An 8-digit number
b. A 4-digit number
c. Department number + Unit Number
d. The Unit number
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2. GETTING STARTED IN BUDGET DEVELOPMENT

Lesson Overview

The WvOASIS Budget Development application is a web-based system which users access through
MyApps. There are several ways to navigate within the application. You can also obtain online help
without leaving the system, and search for information within the Budget Development database.

Learning Objectives

In this lesson, you will:

= Loginto the Budget Development system
= Navigate within Budget Development

= Access online help

= Create a bookmark

= Search for data in Budget Development

2.1. Login and Navigate

Internet Browser Requirements
The Budget Development system is accessed through a web browser and is compatible with the
following browser/Java versions:

=  Microsoft Internet Explorer version 8.0 or 9.0
= Mozilla Firefox version 10.ESR

= Java JRE version 1.6.x (for reporting only)

Security Menu Settings
To ensure that application menus display as intended, make the following adjustment in your browser:

1. Open a browser window (Internet Explorer 8.0 or 9.0)

2. Onthe menu bar, click Tools, then Internet Options.

15



WVOASIS | Budget Development

Favorites l Tools  Help

Delete Browsing History... Ctrl+Shift+Del
InPrivate Browsing Ctrl+Shift+P
Reopen Last Browsing Session

5 M SEra

InPrivate Filtering Ctrl+Shift+F
InPrivate Filtering Settings

Pop-up Blocker 4
SmartScreen Filter >
Manage Add-ons

Compatibility View
Compatibility Yiew Settings

Subscrite o this Feed, .,
Feed Discovery. >
Windows Update

Developer Tools F12

Diagnose Connection Problems. ..
OneNote Linked Motes
Send to OneNote

Internet Options

3. Click the Security tab.
4. Click the Internet icon.

5. Click the Custom level button

General Security IPrivacyl Content I Connectionsl Programsl ndvancedl

Select a zone to view or change security settings.

@ © / O

Localintranet  Trusted sites  Restricted
sites

Internet st |
1CEeSs
q This zone is for Internet websites,

except those listed in trusted and
restricted zones.

.~ Security level for this zone

Custom
Custom settings.
- To change the settings, click Custom level.
- To use the recommended settings, click Default level.

Custom level.. ’\J Default level |

Mg
Reset all zones to default level |

@ Some settings are managed by your system administrator,

oK I Cancel | Apply |

16
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6.  Scroll down to Allow script-initiated windows without size or position constraints.

Internet Options ..'.’.L’S.'I
Security Settings - Internet Zone ] l(_]

~ Settings

QO Prompt z'
L] Allow META REFRESH

Q Disable

{® Enable
|| Allows scripting of Microsoft web browser control

{® Disable
Enable

|| Allows script-initiated windows without size or po@ constraJ

Q Disable

{® Enable

|| Allow webpages to use restricted protocols For active conten
Q Disable
QO Enable
{® Prompt

|| Allow websites to open windows without address or status b:

‘ ] & Nicahla l ‘}J_vj

*Takes effect after you restart Internet Explorer

7.  Select the Enable option.
8.  Click the OK button, and then click OK again to save the setting.

With this adjustment, menus will display correctly as shown below:

Projectionjallocation  Security  Utilities Budget Tasks Dashboards Integrati

Positions, Employees and Assignments » Position Maintenance
Benefits and Supplemental k > Employee Maintenance
B Class, Category and Other > Assignment Maintenance
Advantage Bu Salary Tables > Position Group Maintenance
Salary Projections >
| Categories

Compatibility View

Check the compatibility setting in your browser:

1. Onthe browser toolbar, click Tools.

2. Check to make sure Compatibility View is NOT selected. If a check mark is displayed to the left of

Compatibility View, click it to remove the check mark.

17
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Tools Help

Delete Browsing History... Ctrl+5hift+Del
InPrivate Browsing Ctrl+Shift+P
Reopen Last Browsing Session

InPrivate Filtering Ctrl+5hift+F
InPrivate Filtering Settings

Pop-up Blocker »
SmartScreen Filter 4
Manage Add-ons

Compatibi iew

Compatibility View Settings k
Subscribe tothis Feed,,,
' FeedDiscovery. L
Windows Update
Developer Tools Fiz

Diagnose Connection Problems. ..
OneNote Linked Notes
Send to OneNote

Internet Options

Accessing and Navigating within Budget Development
Users access the Budget Development system by logging in through MyApps. There are multiple ways
to navigate within the application, including:

= Top Navigation Toolbar

=  Functional Area Navigation Toolbar

= Category Links on the Home Page

= Breadcrumb trail

=  Back button (within forms)

These methods are illustrated in Figure 6 and described in Table 8.

18
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Figure 6: Navigating Within Budget Development

Functional Area Navigation Toolbar

ASI

FS  Projectionfallo 1 Security

Utilities

‘Welcome To = Advantage Budgsting

Budget

Welcome, Trainee

vashboards

Messages(0) [ Home &1 | Help | Business Intelligence | Preferences | Logoutf=

Integration

Top Navigation Toolbar

|

Advantage ™ Breadcrumb Trail )
Budgeting
Categories
Reference Data - This SBFS - This contains links to  Projection/Allocation - Security - Links to Security .
contains links to all the all the SBFS data in the Links to
reference data in the system. Projection/Allocation.
system.
Consolidations - This Positions, Emplovees and Allocations
contains all the Assignments - This contains ol
consolidation links. links to Positions, Employees Projections
. . . . and Assignments.
Dimensions - This contains
all the dimension links. Benefits and Supplemental -
. This contains links to Benefits . i
Budaet Forms - This and Supplemental. category Lln ks
contains all the Budget Form
links. Class, Category and Other -
. This contains links to Class,
Budget Controls - This Category and Other.
contains links to Budget
Controls. Salary Tables - This contains
. links to Salary Tables.
Performance Budgeting -
This contains all the Salary Projections - This
Performance Budgeting contains links to Salary
definition links. Projection.
Table 8: Ways to Navigate in Budget Development
Method Location Links Function
Top Navigation | Upper right Home Returns to Home page
Toolbar of screen Help Provides context-sensitive help for the screen

Business Intelligence

Link to Business Intelligence tool

Preferences

Customize screen fonts, colors, etc.

Edit password

Change your password

Logout Logs user out of Budget Development, ends
the current session and returns to Login page.
Messages Links to messages from the system

administrator.

19




WVOASIS | Budget Development

Functional Area | Below the Reference Data Access to major functional areas. Each
Navigation WVOASIS logo | spfs category contains a drop-down menu that
Toolbar Projection/Allocation lists more options within that area.

Security

Utilities

Budget Tasks

Dashboards

Integration

Bookmarks
Category Links | Home page Same links as for Functional Area Navigation Toolbar
Breadcrumb Below Navigates back to previously visited locations
Trail Functional

Area toolbar

Note: Your security profile determines what data you have access to

and which menu items are displayed in your view.

Do not use the Back or Refresh buttons on your web browser. Use only the Back button within the

application itself (Figure 7).

Figure 7: Back Button

Action was successful.

Save I Back |

Edit Budget Request i Budget Linesl Position Lines | Justification | Document Attachments

Activity 2.1: Log in and Navigate

Scenario

You have received your MyApps user ID and are ready to log in to the Budget Development system.

Navigate within Budget Development using the links on the toolbars on the Home page and create a

bookmark to a page that you will use frequently throughout this course.

Setup

v User has internet access and a compatible web browser

v" User has a MyApps ID and password
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Steps

A. Loginto the Budget Development system.

Note: During training, your instructor may provide additional login instructions.

1. Open a web browser and enter the following address for the MyApps site:
https://myapps.wvsao.gov.

2. Login to MyApps using your MyApps User ID (Email) and password.

Use Existing Account

Email Address: |

3. Click the myOASIS link.

Password:

b g

Feedback wHelpDesk
-]

Documentation

5. Click the link for the Budget Development training environment as directed by your instructor.
The Advantage Budgeting Home page is displayed.
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WOASI

Welcome, Trainee Messages(0) [ Home 5] | Help | Business Intelligence | Preferences | Logoutf=

Ref Data SBFS  Projecti cati ty Utiities Budget ashboards  Integration
Welcome To > Advantage Budgeting

Advantage m
Budgeting
Categories
Reference Data - This SBFS - This contains links to  Projection/Allocation - Security - Links to Security .
contains links to all the all the SBFS data in the Links to
reference data in the system. Projection/Allocation.
system.
Consolidations - This Positions, Emplovees and Allocations
contains all the Assignments - This contains el
consolidation links. links to Positions, Employees Projections

" y . " and Assignments.
Dimensions - This contains
all the dimension links. Benefits and Supplemental -

X This contains links to Benefits

Budget Forms - This and Supplemental. -
contains all the Budget Form
links. Class, Category and Other -

. This contains links to Class,
Budaet Controls - This Category and Other.
contains links to Budget
Controls. Salary Tables - This contains

. links to Salary Tables.
Performance Budgeting -
This contains all the Salary Projections - This
Performance Budgeting contains links to Salary
definition links. Projection.

B. Navigate to an AR2 Budget Request.
1. Inthe Functional Area Navigation Toolbar, below the wvOASIS logo, click the Budget Tasks link.

Welcome, Trainee Messages(D) [ Home & |

2. Click the Formulate Budget Request link.

Utilities | Budget Tasks | Dashboards  Integration

Formulate Budget Request

Execute a Query k
Rank Budget Requests

Budget Request Filter View

lo— Budget Request Inbox
Advance Budget Request Stage

3. The Budget Layout Selection page is displayed, showing the budget request forms available to
you. Click the AR2_AGENCY_REQ link to open an AR2 request form.
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Budget Layout Selection

Item Page: 1 2

AR8 AGENCY REQ
AR10 AGENCY REQ
AR14 AGENCY REQ
AR13 AGENCY REQ
AR12 AGENCY EST
AR3 AGENCY EST

PY ACT ADIJUSTMENTS

I

AR2 AGENCY REQ
AR4 AGENCY REQ
ARS AGENCY REQ

(CY U C YR U C YR AR C U CU C YR C

Code: | Name: | Search |
Layout Type: | v'
Display | 10 vl Items

I S ™ S

Capital Project Listing

Program Summary

Dues and Fees

Quarterly Allotment

Revenue Estimates

Schedule of Federal Receipts

Prior Year Actuals Adjustments

Appropriation Base Request Account Summary
Improvement Request

Current Year Supplemental Request

4. The Select Budget Request page is displayed. From here, you would continue with creating your

5.

AR2 budget request; you will do

this in the next lesson. For now, return to the Home page.

Select Budget Request

Organization: |

ﬂewl gditl Copy Header I

Layout Code: |AR2_AGENCY_REQ Request Code: | Current Rank: I
Layout Type: IGenerir_ -I Name: | Stage: I v'

Caopy. All I Miew] De!etel ngel DisplayllO "IItems

In the Top Navigation Toolbar, click Home to return to the Home page.

Welcome, Trainee

Messages{0) [ Home Eh | Help | Business Intelligence | Preferences | Logout

C. Use the Categories links on the Home page to navigate to the same page as previously, and create a

bookmark for this page.

1. From the Home page, scroll down to the Budget Tasks category and click the Budget Tasks link.
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utilities - Links to utilities. = Budget Tasks - This contains Dashboards - This contains

links to independent Views. dashboards.
Import / Export - This [% Budaet Financial - Budget
contains links to all Import / Financial.

Export data. PR s
HR Position - HR Position.
Rollover - This contains links
to rollover. Performance Management -
Performance Management.

2. Click the Formulate Budget Request link.

Budget Tasks

Pages

Formulate Budget Reguest
Execute a Query k
Rank Budget Requests
Budget Request Filter View
Budget Request Inbox

Advance Budget Reguest Stage

3. The Budget Layout Selection page is displayed. The Breadcrumb Trail for this search appears
directly below the Functional Area Navigation Toolbar.

nfallocation  Security  Utilities  Budget Tasks  Dashboards  Integration

> Budget Tasks > Budget Layout Selection .

Budget Layout Selection

Code: | Name: | Search |
Layout Type: l vl
Display | 10 vl Items

Item Page: 1 2

D. Create a Bookmark to the Budget Layout Selection page.

1. Inthe Budget Layout Selection page, to the right of the Breadcrumb Trail, click the Bookmarks

<,
: Icon.

ence Data SBFS  ProjectionfAllocation  Security  Utilities  Budget T: Dashboards
| Advantage Budaeting > Budget Tasks > Budget Layout Selection .

5
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2. Two messages are displayed in the Message Tab:

@ A bookmark to Budget Layout Selection has been added
3 Action was successful.

Return to the Home page and verify that the bookmark was created.

1. Inthe Top Navigation Toolbar, click the Home link to return to the Home page.

Welcome, Trainee Messages{0) [ Home & | Help | Business Intelligence | Preferences | Logout

2. Inthe Functional Area Navigation Toolbar, click the Bookmarks link.

Budget Tasks Dashboards Integration | Bookmarks

3. Click the Budget Layout Selection link.
Dashboards Integration | Bookmarks

Organize Bookmarks...

Budget Layout Selection

The Budget Layout Selection page that you bookmarked is displayed.
Using the same method as in previous steps, create another Bookmark to a page of your choice.
Change your tabbing options.

1. Inthe Top Navigation Toolbar, click the Preferences link.

Messagesil) [ Home & | Help | Business Intelligence | Preferences | Logout‘

k 3

2. Click the Usability Settings tab.
3. Inthe Expert User section, check the Expert User Option checkbox. This ensures that
throughout the application, tabbing from field to field will only include editable fields.

= ExpertUser @

Expert User Option: IF

Return to Top

4. Inthe Top Navigation Toolbar, click Home to return to the Home page.
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2.2. Get Online Help

The Budget Development application contains a context-sensitive Help function that can be accessed
from almost any page within the application, except within search pages. Context-sensitive help
provides online documentation that is specific to the location of the user within the application. If users
click the Help link from the Home page, they will get information about the Home page. If they click the
Help link from inside a budget form, they will get information about that budget form. This makes it
easy to get immediate help without having to browse through lengthy multi-page documentation.

Activity 2.2: Get Online Help

Scenario
You will practice accessing documentation about the Budget Development system from several different
locations within the system.

Setup

v' User is logged in to the Home page of Budget Development
Steps

A. Use the Help function from the Home Page.

1. On the Top Navigation Toolbar, click the Help link.

Welcome, Trainee Messages(0) [ Home g2 | Help | Business Intelligence | Preferences | Logout

2. The Help window is displayed. “Home Page” and related information is displayed in the context
sensitive Help window.

Show

Home Page

The Home Page is the first page visible after logging into Performance By
default, two navigational toolbars: one at the very top right and one direct
These two navigation bars are available throughout the system.

3. Inthe top right corner of the Help page, click the browser window Close button [Xlto close the
Help window.
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/- Home Page - Windows Internet Explorer provided by CGI US

L =10} x|
|§, http:/ fwvoasiserp. cgiadvantage. net/ TRINPEL 1Xhelp.!WebHelp,fpb_user_guideIwelcome!nav_toolsw ‘
-

£| Show

Home Page

B. Use the Help function while in the Execute a Query page.

1. Inthe Functional Area Navigation Toolbar below the WvOASIS logo, click the Budget Tasks link.
2. Click the Execute a Query link.

Utilities | Budget Tasks | Dashboards  Integration

Formulate Budget Request

— Rank Budget Requests!

Budget Request Filter View
— Budget Request Inbox
Advance Budget Request Stage

3. Onthe Top Navigation Toolbar, click the Help link.

Welcome, Trainee Messages(0) [ Home & | Help | Business Intelligence | Preferences | Logout

S

4. The Help window for Execute an FSQ is displayed. Information about executing an FSQ is
displayed in the context-sensitive Help window.

Show

Execute an FSQ

Formatted System Queries (FSQs) are ad hoc queries used to view
budget data stored in the database table BF_DATA. These queries are
real-time reports that can be private or shared publicly amongst users.
FSQs are one way provide a snapshot of the data at any point in time.

FSQs allow users to query data across multiple dimensions and various
levels of the consolidation tables. The user is able to select specific or
multiple dimensions to examine, including Time Periods and Budget
Objects. FSQs are the only way that a user can view the audit trail
online, a step-by-step record by which all changes to budget data can
be traced to their source.

5. Inthe top right corner of the Help page, click the browser window Close button [X] to close the
Help window.
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/2 Select Formatted System Query Definition - §

€ | http:/fwvoasiserp.cgiadvantage.net/TRNFEL1 (heln

Ip/pb_user_guidefbgtta ﬂ

Show

Execute an FSQ

Formatted System Queries (FSQs) are ad hoc queries used to view
budget data stored in the database table BF_DATA. These queries are

/;

2.3. Search within Budget Development

In Budget Development, you can search for data that has been entered into the system (for example, by
organization name, or for a specific budget request), as well as for key elements or objects (for example,

a list of all form layouts available). Guidelines for searching are summarized in Table 9.

Wild Card

The asterisk character [*] is used as a wild card for searches. The wild card is a substitute for any other

character (including primary characters, alphabetical and/or numerical) for which you are searching. It

may precede or follow the primary characters. It is also useful for those occasions when you are unsure

about correct spelling or an exact value.

Table 9: Search Criteria

Search Rule

If you enter
this

Will return records with
this name

Will NOT return
records with this name

Search is case sensitive, Legal e Legal e LEGAL
except with wild card or e LEGAL SERVICES
when searching for code. e ILLEGAL
Search is exact string LEGAL e LEGAL e LEGAL SERVICES

e LEGAL DIVISION
Wild card at the end of the | LEGAL* e LEGAL e  OFFICE OF LEGAL SVS
search term returns e LEGAL SERVICES e PARALEGAL STUDIES
records that begin with o Legal e  ILLEGAL HARVESTING
the search term.

e Legal Counsel

Wild card at the beginning | *LEGAL e LEGAL e  OFFICE OF LEGAL SVS
of the search term returns o Legal e PARALEGAL STUDIES
records that end with the e  UCSUPPORT LEGAL e ILLEGAL HARVESTING
search term
Wild card before and after | *LEGAL* e LEGAL

the search word returns all
entries that include that
term

e  OFFICE OF LEGAL SVS
e PARALEGAL STUDIES
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ILLEGAL HARVESTING

When searching for code, *Agency*

if search term is entered in | will be

AR2_AGENCY_REQ
AR1_AGENCY_SUMMARY

lower case, it will be changed to
converted to upper case *AGENCY*
When searching for code AR8 AGENCY REQ None e ARS8 _AGENCY_REQ

without a wild card, use
underscore to indicate
spaces

Filtering Search Results

Search pages contain fields at the top of the page that allow for a more specific search. Entering search
criteria to narrow a search greatly reduces the amount of time the system spends performing the search
as well as the number of records in the search result.

In the Select Budget Request page, the following fields can be used to filter search results (Figure 8):

= Request Code

= Stage

= Name

= QOrganization

= (Capital Project

= Federal Program

= Narrative Program

Figure 8: Example of Fields Available for Filtering a Search

Select Budget Request

Layout Code: |JAR2_AGENCY_REQ Request Code:

Current Rank: Search

Layout Type: |Generic = Name: |

Stage: v[

Organization: I

New | Edit Copy Header Copy All I Vie Deletel ngel Display |10 x| Items

y

Demo 2.3: Search in Budget Development

Scenario

Use different methods to search for a record and view how the way in which you enter the search term

impacts the results.

Note: Search results will vary depending on user access and security levels. The instructor will demo
this activity showing search results with full access. Your search results may differ.
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Setup

v User is logged in to the Budget Development Home Page

Steps

A. Search for the code for the Fairmont building.

1.

ok wWwnN

In the Functional toolbar, click Budget Tasks.

Click Formulate Budget Request.

Click the AR2_AGENCY_REQ link.

Click the Organization link.

In the Organization Search page, in the Name field, enter *FAIRMONT.
Click Search. All organizations that contain the word Fairmont are displayed.

T lcode —— Tvame
Select | ¥ 0313-9434 SUPERFUND - FAIRMONT
Select | 4 0604-BUS316 Armories_- Fairmont
Select | 4 0612-1002 T1 Fairmont
Select | ¥ 0612-8004 T8 Fairmont
Select I & 0802-5425 Fairmont

B. Use a Wildcard to conduct a search for all Organizations that begin with 0612.

1.
2.

In the Code field, enter 0612*.
Click the Search button. All organization codes that begin with 0612 are displayed.

| STATE POLICE
Select | ¥ 0612-0612 DEFAULT
Select | # 0612-1000 T1 HDQS SHINN
Select | 4 0612-1001 T1 Bridgeport
Select | 4 0612-1002 T1 Fairmont
Select | 4 0612-1003 T1 Grafton
Select | ¥ 0612-1004 T1 Hundred

C. User lowercase letters to search for a code.

1.
2.

In the Code field, enter state*.
Click the Search button. The system changes state* to STATE* and returns one item.

D. Search for all records beginning with “HUMAN".

1.

In the Name field, enter HUMAN*.

2. Click the Search button. Records beginning with HUMAN are returned in the grid.
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—— T —
Select | 4 0313-9006 HUMAN RESOURCES
Select & 0323-9678 HUMAN RESOURCES
Select | 4 0323-SCHRRS Human Res
Select I & 0402-0017 HUMAN RESOURCES
Select | ¥ 0441-BU6930 Human Resources
Select | 4/ 0445-2531 Human Resource Office

E. Search for Public Health organizations.

1.
2.

9.

In the Name field, enter public health.
Click the Search button. No records are returned because there are no names that consist of
only these two words, and no names that are all lower case.

- NO ITEMS TO DISPLAY -

In the Name field, change public health to Public Health.

Click the Search button. No records are returned because there are no names that consist of
only these two words, and no names that are initial cap.

In the Name field, change Public Health to PUBLIC HEALTH.

Click the Search button. No records are returned because there are no names that consist of
only these two words.

In the Name field, change PUBLIC HEALTH to PUBLIC HEALTH*.

Click the Search button. Eight names that begin with PUBLIC HEALTH are returned.

[ leode ————— Tame |

——
Select | & 0506-2979 PUBLIC HEALTH TRANSITIONS CRISIS FUND
Select | ¥ 0506-3025 PUBLIC HEALTH SANITATION
Select | # 0506-BU2801 Public Health-Div Of Health
Select | ¥ 0506-DS2801 Public Health-Div Of Health
Select | 4 0506-GP2801 Public Health-Div Of Health
Select | ¥ 0506-5C2801 Public Health-Div Of Health
Select I 4 0506-5C3447 Public Health Sanitation - Oehs
Select | 4 0511-2797 PUBLIC HEALTH SBI MODULAR LAB COSTS

In the Name field, change PUBLIC HEALTH* to *PUBLIC HEALTH*.

10. Click the Search button. Additional records that contain PUBLIC HEALTH are returned, in

addition to those that begin with PUBLIC HEALTH.

31



WVOASIS | Budget Development

I I = [

Select 4 0506-2936 COMMISSIONER'S OFFICE-PUBLIC HEALTH
Select # 0506-2979 PUBLIC HEALTH TRANSITIONS CRISIS FUND
Select I # 0506-3025 PUBLIC HEALTH SANITATION

Select | 47 0506-BU2801 Public Health-Div Of Health

Select I 4 0506-DI2860 Commissicner's Office - Public Health

Select | # 0s06-DS2801 Public Health-Div Of Health

F. Logout of the system.

1. Click the Cancel button.
2. From the Top Navigation Toolbar, click the Logout link.

Welcome, Trainee Messages{0) [ Home e | Help | Business Intelligence | Preferences | Logout

X

This will take you back to the MyApps screen.

Lesson Summary

In this lesson, you:
= Logged in to the Budget Development application
= Navigated within Budget Development
=  Accessed online help

= Created a bookmark

= Searched for data in Budget Development

Check Your Progress

1. Users will access the Budget Development system through MyApps.

a. True
b. False
2. If you enter State* as a search term, which organization name will be returned?

a. State Surplus Property

b. New Huntington State Office

c. Real Estate Division

d. Commission on Uniform State Laws

3. Which browser is currently NOT compatible with wvOASIS Budget Development?

a. Microsoft Internet Explorer 9.0
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b. Microsoft Internet Explorer 10.0
c. Mouzilla Firefox version 10.ESR
d. Microsoft Internet Explorer 8.0

The Budget Development Help function is:

Context-sensitive
Accessible only from the Home page
User-dependent

o 0 T W

Available only when an error message is received

Your security profile determines what data you have access to and which menu items are
displayed in your view.

a. True
b. False
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3. CREATING UNIT-LEVEL BUDGET FORMS

Lesson Overview

Unit-level users will typically originate three budget forms: base budget, improvement, and revenue
estimate. Each of these forms advances through a series of stages. In this lesson you will practice
creating these three forms.

Learning Objectives

In this lesson, you will:

= Create a Base Budget Request (AR2)
= Create an Improvement Request (AR4)

= Create a Revenue Estimate Budget Form (AR12)

3.1. Create a Base Budget Request (AR2)

The Base Budget Request (AR2)

The agency budget process begins with the agency’s Units preparing budget requests and submitting
them to the Department Manager and Cabinet Secretary for review. In Budget Development, the
request is created in a Base Budget Request (AR2) at the detailed Sub-Fund and Sub-Object level. The
ability to view and update the request will be restricted to members of their Unit until the request is
submitted to Department and Cabinet level. The Department Manager and Cabinet Secretary will have
the ability to make adjustments to each budget line for all Units under their jurisdiction prior to
submitting to the State Budget Office (SBO).

Stages of the Base Budget Request (AR2)

The Base Budget Request will normally be created at stage 10 and progress through the approval
process (stages and processing steps) listed in Table 10 and Table 11.

Table 10: AR2 Request - User Groups by Stage

Stage User Groups
10 Unit Request UNIT, DEPT
20 Department Adjustment DEPT, CABINET
30 Cabinet Adjustment DEPT, CABINET
40 Unit Revision UNIT, DEPT, CABINET
50 Department Revision DEPT, CABINET
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60 Cabinet Revision CABINET
200 | SBO Static SBO
210 SBO Revision SBO
220 Dept, Cabinet, SBO Collaboration DEPT, CABINET, SBO
230 SBO Revision SBO
240 | SBO SBO
700 Unit Revision UNIT, DEPT
710 Department Review DEPT, CABINET
720 | Cabinet Review DEPT, CABINET, SBO
730 SBO Final Review SBO
Table 11: AR2_AGENCY_REQ Processing Steps and Stages
Step |Description
1 |Unit user creates request at stage 10
2 |Dept user pulls individual requests from stage 10 to stage 20 and updates.
3 |Cabinet user pulls individual requests from stage 20 to stage 30 and updates.
4 |Cabinet user pulls request from stage 30 to stage 40, allowing Unit user for a second pass
5 |Dept user pulls individual requests from stage 40 to stage 50, allowing Dept user a second pass
6 |Cabinet user pulls individual requests from stage 50 to stage 60, allowing Cabinet a second pass
7 |SBO user performs mass stage advancer to pull request from stage 60 to 200, allowing for SBO
only access
8 |SBO user pulls individual requests from stage 200 to stage 210, allowing SBO only access.
9 |SBO user pulls individual requests from stage 210 to 220, allowing Dept and Cabinet access.
10 |[SBO user pulls individual requests from stage 220 to 230, allowing SBO only access
11 |SBO user pulls individual request from stage 230 to 240
12 |SBO executes Allocation to rollup budget data
13 |A mass stage advancer moves requests from stage 200 to 700, allowing Units and Departments
the ability to update AR2 with approved dollars, at decentralized level. This step is performed once
the Governor’s Budget has been adopted by the State.
14 |Dept user pulls individual requests from stage 700 to stage 710 and updates.
15 |[Cabinet user pulls individual requests from stage 710 to stage 720 and updates.
16 |SBO user performs mass stage advancer to pull request from stage 720 to 730, allowing for SBO

only access
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AR2 Required and Optional Fields

Table 12 lists the required and optional fields for an AR2 form.

Table 12: AR2 Form — Required and Optional Fields

Tab Section Field Required/ | Value
Optional
Edit Budget | Budget Request Code Required Auto-populates when form is saved.
Request Instance
(Header) Details Name Required 60-character alphanumeric field used
to identify the name of the budget
request.
Naming convention:
Use the name of the Unit code.
Example: T1 Fairmont
Stage Required The default starting stage for the form
is auto-populated.
BAO Required Not used
Description Optional A brief description of the request.
255-character alphanumeric field.
Ranking Type Not used
Dimensions | Organization Required An 8-digit combination of WvOASIS
Department and Unit numbers.
Justification | Justification Text | Optional
Text
Budget Organization Required Auto-populates from Header (Edit
Lines Budget Request tab)
Appropriation Required
Fund Required
Sub-Fund Required Default=0
Budget Object Required
Sub-Object Required Default=0
Request Required
Justification Optional
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Activity 3.1: Create a Base Budget Request (AR2)

Scenario
You are ready to prepare a base budget for your unit in the Budget Development system.

Setup
v User has access at Unit level or higher
v" User is logged in to the Home page of Budget Development

Steps

A. Open a new Base Budget request.

1. On the Functional Area Navigation Toolbar (below the wvOASIS logo), click the Budget Tasks
link.

Projection/allocation  Security  Utilities | Budget Tasks | Dashboards

&

2. Click Formulate Budget Request.

Budget Tasks | Dashboards  Integration

Formulate Budget Request
Execute a Query k

F Rank Budget Requests

Budget Request Filter View
! Budget Request Inbox
Advance Budget Request Stage

3. Inthe Code field, enter AR2* to search for the AR2 form.
Budget Layout Selection

Code: I Name: l Search |
Layout Type: l vl k
Display I 10 vI Items

4. Click the Search button.

Code: Jar2* Name: | Search !
Layout Type: I vl

5. Click the AR2_AGENCY_REQ link.
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___|code

Appropriation Base Request Account Summary

[B]  Ar2 AGENCY RE
E] AR2 SBO REg Department Appropriation Request Summary-3 lines

6. The Select Budget Request page is displayed. Click the New button.
Select Budget Request

Layout Code: IARZ_AGENCY_REQ Request Code: I Current Rank:

Layout Type: |! Name: | Stage:
Oraanization: | Y
ﬂewl Edit Copy Header | Copy All | View I Delete I Save | DisplayllO 'I Items

B. In the Create Budget Request page, enter the header information.

1. Do not enter a Request Code. The budget system will automatically generate a number.
2. Inthe Name field, enter XX_Unit Name, where XX = your initials and Unit Name = the name of

your unit.

Note: You are entering your initials for training purposes only.
On the job, you will enter only the unit name.

Create Budget Request

Expand All | Collapse All

- Budget Request Information m

“Request Code: || *Name: |

BAO Required: [~ Q

|’Budget Instance Details

*Stage: 10 =

3. Note that the Stage field auto-populates with 10. AR2 requests start with stage 10.
4. Inthe Dimensions section, Organization field, enter the eight-digit value from your data card.

- Dimensions EJ

Organization: I

Return to Top [%

5. Click the Save button.
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Save ! Back |
43

Create Budget Request

Expand All | Collapse All

’r - Budget Request Information m

I Budget Instance Details

Check to make sure Action was successful is displayed in the message bar below the wvOASIS

logo. Note that the Create Budget Request heading has been replaced with a series of tabs.
1=a

3 Action was successful.

Save | Back |

1
Edit Budget Request I Budget Lines I Comments l Document Attachments

Enter budget line information.

1.

N o w s

Click the Budget Lines tab at the top of the form.

1
‘ Edit Budget Request | Budget Lines I Comments I Document Attachments

Notify |

The budget form will preload budget lines based on the actual data from Fiscal Year 2013.

Click the New Item button to enter a budget line for the form. The Organization field will auto-
populate since it was entered on the Header page.

Line|Organization Appropriation Budget Object |T Sub-Object 2014 2015 Request
2013 Current [Salary &
Actuals|Budget |Benefits
Estimate

Blp 1 #ozioss2r v MY 7 [ New ] & & [New] [Newl [Newl] =]

I__-__-_---l:l

In the Appropriation field, enter 02900 (Other Expenses).

l - - ja

Bl 1 #Mozoso2: v M & [ New ] & 7

In the Fund field, enter the value from your data card.

In the Sub-Fund field, enter the value from your data card.
In the Budget Object field, enter 3200 (Office Expenses).

In the Sub-Object field, enter 3200-0000.

39



WVOASIS | Budget Development

8. Inthe Request field, enter 25000.
9. Click the Save button. This stores the changes to the database. Check to make sure Action was
successful is displayed in the message bar.

B. Notify the reviewer that the budget request is ready for review.
1. Click the Edit Budget Request tab.

EdltBudget 7Rrequestr I Budget Lines | Comments I Document Attachments

2. Click the Notify button.

I Edit Budget Request ] Budget Lines IVCommentsl Document Attachments

Notify |
Expand Al | Collapse All

The Send Email box is displayed.

Send Email

§end| Cancel I

Expand All | Collapse All

— = Email Information

‘> “User Name: ¥

*Full Name: |

*Subject: |

URL: |lassld=BudgetLayoutInstance&layoutType=l

=

Message:

3. Search for the user name.
a. Inthe Send Email box, click the User Name link.
b. Inthe User box, User ID field, enter a fragment of the user name you are looking for.

User H|

User Full I Search I
1D: Name: —

% Cancel |
Display |10 v' Items

c. Click the Search button.
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d. Click the Select button to the left of the user name.

User ®
i Frewuser e | =
Cancel |
Display m Items
T — T ——
Select,| 4 newuser Adminstrator

4. In the Subject line, enter AR2 request ready for approval.
5. If desired, in the Message field, enter additional information.
6. Click the Send button.

Send Email

§end] Cancel |

Expand /!\ﬁ | Collapse All

D. Return to the Home page.

1. Inthe upper right corner of the screen, click the Back button.

Save | Back I

2. Onthe Top Navigation toolbar, click the Home link.

Welcome, admin Messages(0) [ Home & | Help | infoAdvantage | Preferences |

3.2. Create an Improvement Request (AR4)

The Improvement Request Form (AR4)

An Improvement Request (AR4) form is submitted for any changes, including additional positions and
position funding, to the upcoming budget. New positions requested on the Positions tab will create
expense lines on the Budget Lines tab.

These requests are captured at the detailed level and submitted to the State Budget Office (SBO) for
review and possible approval. Unit users are able to create and modify AR4 requests only for their
specific Unit, at their appropriate stage.

Stages of the Improvement Request (AR4)

The Improvement Request form will be created at stage 10 and progress through the approval process
(stages and steps) listed in Table 13 and

41



WVOASIS | Budget Development

Table 14.
Table 13: AR4 Form User Groups by Stage
Stages User Groups
10 Unit Request UNIT, DEPT
20 Department Adjustment DEPT, CABINET
30 Cabinet Adjustment DEPT, CABINET
40 Unit Revision UNIT, DEPT, CABINET
50 Department Revision DEPT, CABINET
60 Cabinet Revision CABINET
200 SBO Static SBO
210 SBO Revision SBO
220 Dept, Cabinet, SBO Collaboration DEPT, CABINET, SBO
230 SBO Revision SBO
240 SBO SBO

Table 14: AR4_AGENCY_REQ Processing Steps and Stages

Step |Description

1 |Unit user creates request at stage 10

2 |Dept user pulls individual requests from stage 10 to stage 20 and updates.

3 |Cabinet user pulls individual requests from stage 20 to stage 30 and updates.

4 |Cabinet user pulls request from stage 30 to stage 40, allowing Unit user for a second pass

5 |Dept user pulls individual requests from stage 40 to stage 50, allowing Dept user a second pass

6 |Cabinet user pulls individual requests from stage 50 to stage 60, allowing Cabinet a second pass

7 |SBO user performs mass stage advancer to pull request from stage 60 to 200, allowing for SBO
only access

8 |SBO user pulls individual requests from stage 200 to stage 210, allowing SBO only access.

9 |SBO user pulls individual requests from stage 210 to stage 220, allowing Dept and Cabinet user the
ability to make final changes.

10 |[SBO user pulls individual requests from stage 220 to 230, allowing for SBO only access

11 [SBO user pulls only approved improvements from stage 230 to stage 240

12 |SBO executes Allocation to rollup budget data from decentralized level to centralized level
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AR4 Required and Optional Fields

Table 15 lists the required and optional fields for an AR4 form.
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Table 15: AR4 Form — Required and Optional Fields

Tab Section Field Required/ | Notes
Optional
Edit Budget | Budget Request Code Required Auto-populates when form is saved
Request Instance Name Required 60-character alphanumeric field used to
(Header) Details identify the name of the budget
request.
Naming convention:
Use the Improvement name.
Example: Barracks Upgrade
Stage Required The default starting stage for the form
is auto-populated
BAO Required Not used
Description Optional A brief description of the request.
255-character alphanumeric field.
Ranking Type Not Used
Priority Required Establishes the relative rank of a
request in relation to other requests
Dimensions | Organization Required An 8-digit value that is a combination of
Department and Unit numbers
Budget Lines Organization Required Auto-populates from Header
Appropriation Required
Fund Required
Sub-Fund Required Default=0
Budget Object Required
Capital Project Required Default=0
Narrative Program | Required
One Time At least
On-Going oneis
required
Justification Expenditure Required

Summary
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Anticipated Required
benefits to the
program or the
effects if
improvement is
not funded

Anticipated cost Required
savings to budget
if improvement is
approved

Activity 3.2: Create an Improvement Request (AR4)

Scenario
Create an improvement request for a new position with funding for new vehicles and office expenses.

Setup
v User has access at Unit level or higher
v' User is logged in to the Home page of Budget Development

Steps
A. Open a new Improvement Request.

1. Onthe Functional Area Navigation Toolbar (below the wvOASIS logo), click the Budget Tasks
link.

Click the Formulate Budget Request link.

In the Code field, enter AR4* to search for an AR4 form.

Click the Search button.

Click the AR4_AGENCY_REQ link.

[]  AR4 AGENCY REQ Improvement Request

ik wN

[5o to top of page %

6. The Select Budget Request page is displayed. Click the New button.

Select Budget Request

Layout I— Request [—
Code: AR4_AGENCY_REQ Code:

Layout
Type:

Name: [

Organization: l

py Header Zopy All | View | Delete | S_a_vel
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The Create Budget Request page is displayed.

Create Budget Request

Expand All | Collapse All

= Budget Request Information (i)

Budget Instance Details

*Request [— “Name: [
Code:

BAC

Required: |

= Ranking Type: ¥
Description: ’7Ranking Type:

Return to Top

*Stage: 10 =

—'= Budget Request Information

*Priority: 3‘,

Return to Top

= Dimensions [i)

Organization: [ A

B. Enter the header information.

1.
2.

o v kW

Do not enter a Request Code. The budget system will automatically generate a number.
In the Name field, enter XX_Improvement Name, where XX = your initials and Improvement
Name = the name of the improvement.

Note: You are entering your initials for training purposes only.
On the job, you will enter only the improvement name.

Note that the Stage field auto-populates with 10. AR4 requests start with stage 10.

In the Budget Request Information section, Priority field, enter 1.

In the Organization field, enter the eight-digit unit code from your data card.

Click the Save button. Check to make sure Action was successful is displayed in the message
tab. Note that the Create Budget Request header at the top of the page is replaced by tabs.

3 Action was successful.

Edit Budget Request I Budget Lines I Position Lines I-Justiﬁcation' I..Document Attachments

C. Enter budget information on a new line.

1.

Click the Budget Lines tab at the top of the budget request.
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2. Click the New Item button.

Refresh I Zero Out | Display Sub Total: IF

New Item% Copy Item | Delete Item | Export Import Audit Trail

A row will be displayed where chart of account codes and a request amount can be entered.

Line|Organization Appropriation| Sub-Fund Budget Object Capital Project |Narrative One Time Total
Program Request|

BF 1 o000 v Ao v & v & 7 JF| & [ New 1 &0 v & [ [New]

I_-___-__l:ll:I-

In the Appropriation field, enter 07000 (Equipment).
In the Fund field, enter the value from your data card.
In the Sub-Fund field, enter the value from your data card.
Search for a Budget Object:
a. Tothe left of the Budget Object field, click the Search icon.
b. Inthe Budget Object Search window, Name field, enter *VEH*
c. Click the Search button.
d. From the list, select code 5206 (Vehicles).

o v kuw

-l_
| & 3216 VEHICLE RENTAL
Select | & 3225 VEHICLE OPERATING EXP
Select | 4 3235 ENERGY EXP MTR VEH/AIR.
Select | 4 5206 VEHICLES
Select | # 6105 VEHICLE REPAIRS

7. Inthe Capital Project field, enter the value from your data card.

8. Inthe Narrative Program field, enter the value from your data card.

9. Inthe One Time field, enter 100,000.

10. In the On-Going field, enter 200.

11. In the Justification Line field, enter Request for new vehicle and maintenance

D. Add another Budget Line for office expenses.

1. With the completed budget line selected (make sure the check is inserted in the box to the left
of the Organization code) click the Copy Item button to create a duplicate line.

New !temté Copy ltem | | Delete ltem | Export Import AuditTrail View Grach pisplay [10 =] Items View as CSV

- R mm B“dget e i e
Program

#o100-0100 v #ozo00 |+ #e31s v &0 &/ #5206 & #*soassoo09  # #M202110002 [ 100,000 [ |

I_--__I__l:l

2. Inthe duplicate line, Change Appropriation to 13000 (Current Expenses).
Change Budget Object to 3200 (Office Expenses).
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4. Change One Time to 2400.
5. Inthe Justification Line field, enter Request for additional office expenses.

E. Enter information on the Justification tab.

1. Click the Justification tab.

Edit Budget Requestl Budget Lines I Position Lines I Justification | Document Attachments

Display | 10 vIItems

Section Title Section Content 1

® I~ [Expenditure Summary

:;J | IAnticipated cost savings to budge

E] v IAnticipated benefits to the progra

2. Inthe Expenditure Summary field, enter This request is for the purchase of a vehicle and office
expenses.

3. Inthe Anticipated cost savings to budget if improvement is approved field, enter an
explanation.

4. In the Anticipated benefits to the program or the effects if improvement is not funded field,
enter an explanation.

5. Click the Save button.

3.3. Create a Revenue Funds Estimate (AR12)

Revenue Funds estimates such as Special Revenue, Federal Revenue and Lottery can be accomplished in
the budgeting application with use of budget forms. Estimates for each of the funds can be done on
separate forms for each Unit. Each form will have its own distinct, descriptive text fields to track
comments as the form flows through the budget approval process. The revenues will be populated on
the AR12 form and are broken out by quarters on the form.

Stages of a Revenue Funds Estimate (AR12)

Budget forms move through stages, with each stage for a particular form associated with specific user
groups. Only users belonging to the assigned user group will have the capability to view and edit the
budget request form at a particular stage.
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The Revenue Fund Estimate form will normally be created at stage 10 and progress through the

approval process (stages and steps) listed in Table 16 and Table 17. Unit users are able to create and
modify AR12 requests only for their specific Unit, at their appropriate stage.

Table 16: AR12 User Groups by Stage

Stages User Groups
10 Unit Request UNIT, DEPT
20 Department Adjustment DEPT, CABINET
30 Cabinet Adjustment DEPT, CABINET
40 Unit Revision UNIT, DEPT, CABINET
50 Department Revision DEPT, CABINET
60 Cabinet Revision CABINET
200 | SBO Static SBO
210 SBO Revision SBO
220 Dept, Cabinet, SBO Collaboration DEPT, CABINET, SBO
230 SBO Revision SBO
700 Unit Revision UNIT, DEPT
710 Department Review DEPT, CABINET
720 Cabinet Review DEPT, CABINET, SBO
730 | SBO Final Review SBO
Table 17: AR12_AGENCY_REQ Processing Steps and Stages
Step Overview of Processing Steps
1 |Unit user create request at stage 10
2 |Dept user pulls individual requests from stage 10 to stage 20 and updates.
3 |Cabinet user pulls individual requests from stage 20 to stage 30 and updates.
4 |Cabinet user pulls request from stage 30 to stage 40, allowing Unit user a second pass
5 |Dept user pulls individual requests from stage 40 to stage 50, allowing Dept user a second pass
6 |Cabinet user pulls individual requests from stage 50 to stage 60, allowing Cabinet a second pass
7 |SBO user performs mass stage advancer to move request from stage 60 to 200, allowing for SBO
only access
8 |SBO user pulls individual requests from stage 200 to stage 210, allowing SBO only access.
9 |SBO user pulls individual requests from stage 210 to stage 220, allowing Dept and Cabinet user
the ability to make final changes.
10 [SBO user pulls individual requests from stage 220 to 230, allowing for SBO only access
11 |A mass stage advancer moves requests from stage 200 to 700, allowing Units and Departments
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Step

Overview of Processing Steps

the ability to update AR12, at decentralized level. This step is performed once the Budget has
been adopted by the State.

12 |Dept user pulls individual requests from stage 700 to stage 710 and updates.

13 |[Cabinet user pulls individual requests from stage 710 to stage 720 and updates.

14 |SBO user performs mass stage advancer to pull request from stage 720 to 730, allowing for SBO

only access

AR12 Required and Optional Fields

Table 18 lists the required and optional fields for an AR12 form.

Table 18: AR12 Form — Required and Optional Fields

Tab Section Field Required/ Notes
Optional
Edit Budget Budget Request Code Required Auto-populates when form is saved
Request Instapce Name Required 60-character alphanumeric field used
(Header) Details to identify the name of the budget
request.
Naming convention:
Use the name of the Unit code.
Example: T1 Fairmont
Stage Required The default starting stage for the
form is prepopulated.
BAO Required Not used
Description Optional A brief description of the request.
255-character alphanumeric field
used to enter additional details about
the budget request.
Ranking Type Not Used
Dimensions | Organization Required An 8-digit combination of
Department and Unit numbers
Budget Lines Organization Required Auto-populates from Header
Fund Required
Sub-Fund Required Default=0
Budget Object Required
Q1 Estimate Required
Q2 Estimate Required
Q3 Estimate Required
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Tab Section Field Required/ | Notes
Optional
Q4 Estimate Required

Justification Line | Optional
Text

Activity 3.3: Create a Revenue Estimate Request (AR12)

Scenario

You are ready to prepare a revenue estimate for your unit in the budget development system.

Setup

v" User has Unit level access

v' User is logged in to the Home page of Budget Development

Steps

A. Open a new Revenue Estimate Request.

1.

vk wN

6.

On the Functional Navigation Toolbar (below the wvOASIS logo), click the Budget Tasks link.
Click Formulate Budget Request. The Budget Layout Selection page is displayed.

In the Code field, enter AR12* to search for an AR12 form.

Click the Search button

Click the AR12_AGENCY_EST link.

[f]  ARiz AGENCY EST

IS0 to top of page

The Select Budget Request page is displayed. Click the New button.

B. Enter the header information.

1.

50

Leave the Request Code field blank. The system generates a request code automatically upon
saving the record.

In the Name field, enter XX_Unit Name, where XX = your initials and Unit Name = the name of
your unit.

Note: You are entering your initials for training purposes only.
On the job, you will enter only the Unit name.

Note that the Stage field auto-populates with 10. AR12 requests start with stage 10.




4.
5.
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Budget Instance Details

*Request Code: |

*Stage: 10 =

In the Organization field, enter the value from your data card.
Click Save. Check to make sure Action was successful is displayed in the message tab.

C. Enter a new budget line.

1.
2.

Click the Budget Lines tab.
Click the New Item button. A row will be displayed where chart of account codes and a request
amount can be entered.

" Budget Object |T 2014
uuuuu
Bdgl
2013
Actuals|
=) =)

Mp1  #pooooc v & V' [New] [New] [New]|

I_—__---l II | [m—

B [New)

Total
Estimate|

In the Fund field, enter the value from your data card.

In the Sub-Fund field, enter the value from your data card.

In the Budget Object field, enter 6888 (Departmental Fees SR)

In the Q1 Estimate field, enter 100,000 for the First Quarter of the fiscal year.
In the Q2 Estimate field, enter 75,000 for the Second Quarter of the fiscal year
In the Q3 Estimate field, enter 125,000 for the Third Quarter of the fiscal year.
For Q4 Estimate field, enter 100,000 for the Fourth Quarter of the fiscal year.

. Click the Save button. Note that the Total Estimate column displays 400,000, which is the

revenue estimate for the entire fiscal year. When displaying a total for a form, the system must
calculate the net effect of summing positive revenue and expenditure entries. Since this is a
revenue-only form, the Total row is showing negative amounts even though users enter positive
amounts.

Line|Organization Sub-Fund Budget Object 2014 Q2 Estimate Q4 Estimate  |Total
Current| Estimate|
Budget
2013
Actuals|

B 1 oo | v Mesis v #o v #esss 100,000 (| 75,000 E] 125,000 & | 100,000 (Z 400,000

100,000 75,000 125,000 100,000
._-_-I-'uuuu 400,000

Lesson Summary

In this lesson, you:

Created a Base Budget Request (AR2)
Created an Improvement Request (AR4)

Created a Revenue Estimate Budget Form (AR12)
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Check Your Progress

1. The Base Budget form (AR2) requires you to enter a request code when creating the form.

a. True
b. False

2. The Improvement Budget form (AR4) requires you to provide justification text prior to saving

the form.
a. True
b. False

3.  OnaRevenue Estimate request (AR12), revenue is broken out by quarters.

a. True
b. False

4, On a Revenue Estimate, estimates for each Fund are done on a separate form for each Unit.

a. True
b. False
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4. PROCESSING BUDGET REQUESTS

Lesson Summary

After a budget form is created, it can be pulled to the next stage by a reviewer with the appropriate
access. The reviewer can:

= Advance it to the next stage without making any changes
= Advance it to the next stage and revise the request

= Revise the request and move it to the Unit for additional modification

Learning Objectives

In this lesson, you will:

= Advance an Improvement Request (AR4)
= Revise a Base Budget Request (AR2) at Department level
= Move a Base Budget Form (AR2) to Unit Level

= Revise a Base Budget Form (AR2) at Unit Level

4.1. Advance a Budget Request

If a budget request does not need any revisions, a reviewer with the appropriate authority can advance
it to the next stage in the process.

= The Unit-level user who created the request cannot advance a request to the next stage. The
advance must be done by a higher-level user.

= Once a request advances from a lower stage to a higher stage, users with the lower stage
security access will no longer be able to edit it.

= Department managers are able to advance requests for all units that belong to their
department, at their appropriate stage.

Activity 4.1: Advance an Improvement Request (AR4)

Scenario

Following the creation of the initial budget request, you will review it from the perspective of a
Department review. This request does not require any modification.
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Setup

v' User has access at Department level or higher. Users who have Unit-only access do not need to do
this activity.

v" User is logged in to the Home page of Budget Development

v" An Improvement Request (AR4) was created in Activity 3.2

Steps
A. Find and open the Improvement Request created in Activity 3.2.

1. Onthe Functional Area Navigation Toolbar (below the wWvOASIS logo), click the Budget Tasks
link.

Click Formulate Budget Request.

In the Code field, enter AR4*.

Click the Search button.

Click the AR4_AGENCY_REQ link. The Select Budget Request page is displayed.

Click the Search button.

Locate the request, highlight the line, and click the Edit button.

© N U A WN

In the Budget Request Information section, Budget Instance Details subsection, Stage field,
select 20 from the drop-down list.
9. Click the Save button.

4.2. Revise a Budget Request at Department Level

A budget request created by a Unit-level user can be revised by a Department-level user. The
Department user first advances it to the next stage, then modifies as needed.

Activity 4.2: Revise a Base Budget Request

Scenario

Following the creation of the initial budget request, you will review it from the perspective of a
Department reviewer. You will then make a modification to the budget lines.

Setup

v’ User has access at Department level or higher

For users who have Unit-only access, the instructor will revise and advance the request
User is logged in to the Home page of Budget Development

AN

A Base Budget Request was created at Unit level in Activity 3.1
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A. Open the Base Budget (AR2) request previously created in Activity 3.1.

1.

O N U kA WwWN

B. Advance the request to the next stage and revise it.

1.

On the Functional Area Navigation Toolbar (below the WvOASIS logo), click the Budget Tasks

link.

Click the Formulate Budget Request link. The Budget Layout Selection page is displayed.

In the Code field, enter AR2*.

Click the Search button.

Click the AR2_AGENCY_REQ link.

Click the Search button to search for all AR2 requests.

Locate the previously created Base Budget Request and check the Request Code checkbox.

Click the Edit button.

In the Budget Request section, Budget Instance Details subsection, Stage field, select 20 from

the drop down menu to advance the request to the next stage.

— Budget Instance Details

— - Budget Request Information @ —

*Request Code: [193

*Stage: 10 vl
10
Description: ggo
40
50
60

H

Click the Budget Lines tab.

Check the checkbox for the first existing budget line.

Line|Organization

E]F1 #o204-020a

|

Click the Copy Item button to copy the existing line. A new line is entered into the grid with all
of the fields prepopulated and the Request Amount field left blank.
In the new line, Budget Object field, enter 3288 (DEBT SERV BONDED-PRIN).

Search for a Sub-Object:

a. Click the search icon to the left of the Sub-Object field.
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b. On the Sub-object Search page, in the Code field, enter *3288* to search for Sub-objects
associated with the new Budget Object 3288.
Click the Select button to the left of the 3288-000 Sub-object.

C.

7. Inthe Request Amount field, enter 30000.
8. Click the Save button. Check to make sure Action was successful is displayed in the message

tab.

4.3. Move a Budget Form to Unit Level

>N

'

#3200 ¢ & #[3200-0000 ¥

#3285 ¥ #%3200-0000 &

i

Search For Sub-Object

Select | 4 3288-0000

A budget request can be moved to its Unit-level creator for revision. However, once a request has
advanced to stage 20 (Dept level), it cannot revert back to stage 10 (Unit level). The next stage to which

a Unit-level user has access is Stage 40.

Activity 4.3: Move a Base Budget (AR2) to Unit Level

Scenario

You are a department-level user reviewing an AR2 request. You have already discussed with the unit-
level user who created it, the modifications that need to be made. Advance the form to Stage 40 so that

the creator of the form can revise it.

Setup

v' User has access at Department level or higher

KX

For users who have Unit-only access, the instructor will advance the request
User is logged in to the Home page of Budget Development
A Base Budget Request has been previously created at Unit level (Activity 3.1) and reviewed at

Department level (Activity 4.2)

Steps

A. Open the Base Budget request that was reviewed in Activity 4.2.
1. On the Functional Area Navigation Toolbar (below the wvOASIS logo), click the Budget Tasks

link.
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Click the Formulate Budget Request link. The Budget Layout Selection page is displayed.
Click the Search button.

Click the AR2_AGENCY_REQ link.

Click the Search button to search for all AR2 requests.

Locate the request and check its Request Code checkbox.

Click the Edit button.

Nouvs~wbN

B. Modify the request.

1. Inthe Budget Request section, Budget Instance Details subsection, Stage field, select 40 from
the drop down menu.

— Budget Instance Details

*Request Code: l193

*Stage: 20 =
» | =
20 =
sLpla 200
Description: 30

)

2. Click the Save button. The request has been advanced to stage 40.

4.4. Revise a Budget Form at Unit Level

A budget request that has been pulled to stage 40 can be modified by a Unit-level user.

Activity 4.4: Revise a Base Budget (AR2) at the Unit Level

Scenario
You have a budget request in stage 40 which has been advanced to you for revision. Review it and make
a change to the budget line.

Setup

v' User has access at Unit level or higher

v User is logged in to the Home page of Budget Development

v A Base Budget Request has been created at Unit level (Activity 3.1) reviewed at Department level
(Activity 4.2), and advanced to stage 40 (Activity 4.3)

Steps
A. Open the Base Budget request advanced in the previous activity.

1. On the Functional Area Navigation Toolbar (below the wvOASIS logo), click the Budget Tasks
link.

2. Click the Formulate Budget Request link. The Budget Layout Selection page is displayed.

3. Click the Search button.
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Click the AR2_AGENCY_REQ link.
Click the Search button.

Check the Request Code checkbox.
Click the Edit button.

Nouwv s

B. Modify the request.

1. Click the Budget Lines tab.

2. Locate the budget line with object 3288 and the request amount of 30000. Change the Request
Amount to 50000.

3. Click the Save button.

Check Your Progress

1. After a budget request is created, a reviewer can:

Pull it to the next stage without modifying it
Pull it to the next stage and modify it
Revert it back to a lower stage

Bothaandb

Q 0 T W

2.  The Unit-level user who created the request can advance a request to the next stage.

a. True
b. False

3.  Auser with department-level access can move a budget request from stage 20 to stage 10.

a. True
b. False
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5. SETTING DIMENSIONS AND ALLOCATIONS

Lesson Summary

The Salary and Benefit Forecasting System (SBFS) within Budget Development contains the personnel
information required to develop accurate personnel cost estimates for both filled and vacant permanent
positions. Information such as salary, benefits, and position cost estimates are loaded into SBFS from the
HR system (PIMS and EPICS) with an automated interface. Employee and position allocations are similar
to what is normally done with the personal services expenditure schedules done in PIMS annually.

There will be a window of time to do the employee and position allocations in August prior to SBO runs
a salary projection.

Learning Objectives

In this lesson, you will:

=  Change the Home Dimension on a position record
= Change the Home Dimensions on an employee record
= Add a position allocation to the position record

= Add an employee allocation to an employee record

5.1. Dimensions

Dimensions are the building blocks for the Budget Development system. The Dimensions that appear in
in the WvOASIS Budget development system are as follows:

1.  Budget Object (Revenue Source, Object Code, FTE)
2. Fund
3. Organization (For use as Departments and Units)
4. Narrative Program
5.  Capital Project
6. Federal Program
7.  Sub-Fund
8.  Sub-Object
9.  Sub-revenue
10. Budget Fiscal Year
11.  Appropriation (WVFIMS Activity)
12.  Time Period

The Home Dimension Set section determines the dimension to which the calculated position costs will
be attributed. Initially all calculated position costs are attributed 100% to the position's home dimension
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set, unless an Allocation is defined. A default dimension set is required. Security access to the position
record is controlled based on these assigned home dimension and only users with dimensional security
to these identified dimensions will be allowed to access and edit this position.

5.2. Guidelines for Adding Position Allocations

=  Only dimensions that differ from the Home Dimension Set must be defined on the allocation line.

= An allocation only requires an allocation percentage and one chart of account element being
different from the Home Dimensions Set on the Position record.

= [f the total of the allocations is less than 100 percent the remaining percentage will be charged to
the Home Dimension Set.

=  Fill out the Start Date and End Date only if your position allocation will be implemented during the
FY. If fields are blank the application assumes the allocation is for the full FY.

o Enter a Start Date only if the allocation should NOT be initiated immediately.
o Enter an End Date only if the allocation should end and continue with the home dimension
and or another allocation.

= To enter a date, type the date with an mm/dd/yyyy format or click on Start Date or End Date to
choose a date from the pop-up calendar.

5.3. Change the Home Dimensions on a Position Record

The Position Maintenance page provides the user with the ability to add, edit, view and delete positions.
Manually editing positions and the data on their records is the exception, not the norm. The system will
only allow users to access the position if they have dimensional security access to the position's Home
Dimension Set.

Activity 5.3: Change the Home Dimensions on a Position Record

Scenario
The SBFS data loaded a month ago contains a position that was transferred to another funding source.
Log in and change the Home Dimensions to reflect the change.

Setup

v' User has access at Unit level or higher

v User is logged in to the Home page of Budget Development
v A Position Record exists

v' User has access to multiple funds
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Steps
A. Locate the Position Record.

1. On the Functional Area Navigation Toolbar, click SBFS.

|

2. Click Positions, Employees and Assignments and then click Position Maintenance.
In the Position Number field, enter the value from your data card.

Position Maintenance

Position {— Eaiiv:
Number: l I
Classification: ¢ y Category: [ Y 4

Salary Table: [ | & Organization: |
4. Click the Search button.

B. Edit the Position Record.

1. Check the Position Number checkbox and click the Edit button.

2. Scroll down to the Home Dimension Set section at the bottom of the form.

3. Inthe Home Dimension Set section, in the Fund field, enter the code for the new funding
source.

4. Click Save. Check to make sure Action was successful is displayed in the message tab.

5.4. Add a Position Allocation to a Position Record

The Position Allocation page allows the user to allocate the salary and benefit costs of a Position to
multiple funding sources based on percentages and effective dating. The allocation of position costs is
used in conjunction with the Home Dimension Set. The Position Allocation page allows for multiple
allocation lines to be added to the position record, each one defining an effective date for the allocation
as well as the changes to the dimension set.

Activity 5.4: Add a Position Allocation to the Position Record

Scenario
The SBFS data loaded a month ago contains a position that now has a new assignment that requires a
portion of his salary and benefits to be charged to another fund. Add an allocation to correct this.

Setup
v User has access at Unit level or higher
v' User is logged in to the Home page of Budget Development
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v" A Position Record has been created

v' User has access to multiple funds

Steps

A. Locate the Position Record.

1.
2.
3.

4.

On the Functional Area Navigation Toolbar, click SBFS.
Click Positions, Employees and Assignments and then click Position Maintenance.
In the Position Number field, enter the value from your data card.

Position Maintenance

Positiocn Number: | Count: I
Classification: 4 Cateqory: | #
Salary Table: | # Drganizatinn:l

Click the Search button.

B. Edit the Position Record.

1.
2.
3.

5.5.

Check the Position Number checkbox for the Position Number on your data card.
Click the Edit button.
Click the Position Allocations tab.

Edit Position l Benefits I Supplemental Pays I Future Changes I Position Allocations I Assigned Employees I

Click the New Item button to add an allocation. Note: An allocation only requires an allocation
percentage and one chart of account element being different than the Home Dimensions Set on
the Position record.

In the Allocation Percentage field, enter 25.

- Position Allocation Information

*Allocation Percentage: l Start Date: I
End Date: I

In the Fund field, enter the value from your data card.
Leave the Start Date and End Date blank.
Click the Update button.

Change the Home Dimensions on an Employee Record

The Employee Maintenance page provides the user with the ability to add, edit, view and delete

employees. Manually editing Employees and the data on their records is the exception, not the norm.
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The system will only allow a user to access the Employee if he/she has dimensional security access to
the Employee's Home Dimension Set.

Activity 5.5: Change the Home Dimensions on an Employee Record

Scenario
The SBFS data loaded a month ago contains an employee that was transferred to another department.
Change the Home Dimensions to properly reflect the change.

Setup

v' User has access at Unit level or higher

User is logged in to the Home page of Budget Development
An Employee Record has been created

D RN

User has access to multiple funds

Steps
A. Locate the Employee Record.

1. Onthe Functional Area Navigation Toolbar, click SBFS.
2. Click Positions, Employees and Assignments and then click Employee Maintenance.
3. Inthe Employee Number field, enter the value from your data card.

Employee Maintenance

Employee I Last Name: I
Number:
S5N: I'P First Name: I

Classification: I 47 Category: I
Salary Table: I & Crganizaticn:l

4. Click the Search button.

B. Edit the Employee Record.

1. Check the Employee Number checkbox and click the Edit button

2. Scroll down to the Home Dimension Set at the bottom of the form. In the Fund field, enter the
code for the new funding source.

3. Click Save. Check to make sure Action was successful is displayed in the message tab.

5.6. Add an Employee Allocation to an Employee Record

The Employee Allocation page allows the user to allocate the salary and benefit costs of an employee to
multiple funding sources based on percentages and effective dating.
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The allocation of employee costs is used in conjunction with the Home Dimension Set. The Employee
Allocation page allows for multiple allocation lines to be added to the employee record, each one
defining an effective date for the allocation as well as the changes to the dimension set. Only
dimensions that differ from the Home Dimension Set must be defined on the allocation line. If the total
of the allocations is less than 100 percent the remaining percentage will be charged to the Home
Dimension Set.

An allocation only requires an allocation percentage and one chart of account element being different
than the Home Dimensions Set on the employee record. Only fill out Start Date and End Date if your
position allocation will be implemented during the FY. If fields are blank the application assumes the
allocation is for the full FY.

Activity 5.6: Add an Employee Allocation to an Employee Record

Scenario
The SBFS data loaded a month ago contained an employee who now has a new assignment and requires
a portion of their salary and benefits to be charged to another fund. Add an allocation to correct this.

Setup

v User has access at a Unit level or higher

User is logged in to the Home page of Budget Development
An Employee Record has been created

User has access to multiple funds

AN

Steps
A. Locate the Employee Record.

1. On the Functional Area Navigation Toolbar, click SBFS.

2. Hover over Positions, Employees and Assignments and click Employee Maintenance.
3. Inthe Employee Number field, enter the value from your data card.

4. Click the Search button.

B. Edit the Employee Record.

1. Check the Employee Number checkbox and click the Edit button.

2. Click the Employee Allocations tab.

3. Click the New Item button to add an allocation. The Employee Allocation Maintenance page is
displayed. Note: An allocation only requires an allocation percentage and one chart of account
element being different than the Home Dimensions Set on the employee record.

In the Allocation Percentage field, enter 35.

In the Dimension Set section, Fund field, enter the code for the new funding source.

Leave the Start Date and End Date blank.

Click the Update button.

N o w s
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Lesson Summary

In this lesson, you:

Changed the home dimensions on a position record
Changed the home dimensions on an employee record
Added an allocation on the position record

Added an allocation on the employee record

Check Your Progress

The position allocation changes are made on a tab in the Position record.

a. True
b. False

Allocations can be set up to allow for positions’ salary and benefits to be budgeted in a different
funding source each month of a fiscal year.

a. True
b. False

Employee allocation changes are made on a tab in the employee record.

a. True
b. False
c. False

Position records are located in the position maintenance screen.

a. True
b. False

Any of the home dimension elements can be updated on the position record.

a. True
b. False

Employee records are located in the Employee maintenance screen.

a. True
b. False

Any of the home dimension elements can be updated on the Employee record.

a. True
b. False
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6. VIEWING BUDGET DEVELOPMENT DATA

Lesson Overview

Data stored in the Budget Development system can be viewed using queries. Users can create their own
queries by specifying parameters, or use public queries created by others. Results of a query can be
exported to a spreadsheet for further analysis.

Learning Objectives

In this lesson, you will:

= |dentify the Budget Development Consolidation levels
= Execute a Formatted System Query (FSQ)

= Zoom in on the Formatted System Query results

= Export the Formatted System Query results to Excel

= Create a private FSQ

6.1. Formatted System Queries (FSQ)

Formatted System Queries (FSQs) are used to query and display data at any point in the budget cycle. An
FSQ displays information from the Budget Development system in a table format similar to a
spreadsheet. However, since data in Budget Development resides in a relational database rather than a
spreadsheet, formatted system queries can be used to display information at different levels of detail
and from more than one budget request. FSQs are one way to provide a snapshot of the data at any
point in time.

The query operates on the same set of data that contains budget entries, allocations, and projections.
FSQs will only return numeric data. FSQs must first be defined and structured before they can be
executed. Queries can be private or shared publicly among users.

6.2. Consolidations

Governments can consist of hundreds of individual units, with each unit containing a separate budget.
During the process of reviewing these budgets or controlling expenditures, managers often want to view
data at increasingly summarized levels. The consolidation process is what makes it possible to provide
summarized budget data. Consolidations are used to aggregate, or add together, budget data at
increasingly higher hierarchical levels.

The Organization consolidation structure for WOASIS Budget Development is shown in Table 19.
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Table 19: Organization Consolidation Levels

1 State

2 Branch

3 Cabinet

4 Department
5 Unit

Consolidations are fundamental to how Budget Development operates. They allow users to focus on an
area of the budget relevant to their responsibilities. Consolidations are used to define child and peer
relationships among Dimensions, and by doing so, define how dollars associated to specific dimensions
are rolled up into higher 'views' of a dimension type's organization.

6.3. Execute a Query

In executing a query, a user is able to first define parameters and then execute the FSQ. Depending on
the criteria established on the FSQ definition page, various options are available. Parameters may
include dimensional filtering, dimensional tabbing, audit trail detail, models, and conditional formats.
The Formatted System Query page displays the results of the executed FSQ. Depending on parameters
that were set up on the FSQ Definition page, formatting of results will differ accordingly.

Activity 6.3: Execute a Query

Scenario

Each morning a State Budget Analyst would like to review the status of the budget process. An FSQ is
created and saved that displays the base budget, requests for each stage and the final budget in
columns of the report. In the rows, the organizations are displayed and you can filter the query results
by any level of the organization consolidation table.

Setup
v' User is logged in to the Home page of Budget Development
v User has Microsoft Excel installed

Steps

A. Navigate to the Define Execution Parameters page.

1. On the Functional Area Navigation Toolbar (below the wvOASIS logo), click the Budget Task link.
2. Click the Execute a Query link.
3. Check the Public check box.
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Execute a Query

Code: I Name: I Public: I-lx_l_' Search I
Select Displaylio vl Items Q

Click the Search button
Select the radio button to the left of AR2_Report.

[8] » auwoc_rsg arz

[]] ~ aLoc Fsg_ARa
[E] r awoc rso ars
[E] » ars_Fso

[£] & aAr2_REPORT

[] ~ BasE BUD_DETAIL

Click the Select button.

B. Define the parameters for the query.

68

1.

On the Define Execution Parameters page, in the Organization section, click the Consolidation
link.

— = Organization

Consolidation: 4
LOJ\\? [ w
Code: | &

Return to Top

On the Organization Consolidation Selection Search page, click the Search button.
Click the Select button in front of the WV_ORG_CONSOL_1 code.

Sel&ct[! # WV_ORG_CONSOL_1 WV Org Consolidation 1

The Define Execution Parameters page is displayed. In the Organization section, Code field,
enter the Unit value from your data card.

— = QOrganization

Consolidation: 4
|7Code: [wv_orG_consoL_1 = &7

Code: | 7z

Return to Tep [k
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5. Click the Query button.

Define Execution Parameters

Query

Expand All | Collapse All

The Query page is displayed.

Query
Defi Y
Code: AR2_REPORT Name:
Organization: 0204-0204 Organization Name: Default
ExportTab |  Send Link |
2015 2015 2015 2015
Unit Base Request Department Adjustment Cabinet Adjustment Unit Request Adjust 2
FY 2013 Actuals

5523 - INVESTMENT E 664,938,212 o) o o} a
5553 - STATUTORY TR 416,517,526 0 0 0 0
6669 - OTHER RENTAL 311,101,646 o} o o o}
6697 - OPERATING FU 582,375,438 o o o o
3200 - OFFICE EXPEN 0 25,000 o 0 )
3270 - FUND TRANSFE 1,010,235,372 0 0 0 0
3276 - MMBRSHP LOAN 1,225,406 o o) o) o}
3277 - PENSION BENE 411,616,689 o o o o
3278 - WTHDRWL FROM 4,972,288 o o o} a
3288 - DEBT SERV (B g I} 30.000 o 20,000
TOT_EXP 1,428,048,755 25.000 30.000 o 20,000

C. View the results.

1. Find the row for object 3288 (or any object from a previous activity). Note the adjustment
amount posting in the 2015 Department Adjustment column. Click the cell link 30000.

2015 2015
Unit Base Request Department Adjustment
FY 2013 Actuals

5523 - INVESTMENT E 664,938,212 0 1]
5553 - STATUTORY TR 416,517,526 o 0
6669 - OTHER RENTAL 311,101,646 0 o
6697 - OPERATING FU 582,375,438 0 1]
3200 - OFFICE EXPEN 0 25,000 0
3270 - FUND TRANSFE 1,010,235,372 1] 1]
3276 - MMBRSHP LOAN 1,225,406 0 0
3277 - PENSION BENE 411,616,689 0 1]
3278 - WTHDRWL FRCM 4,972,288 0 o
3288 - DEBT SERV (B 0 0 30,000
TOT_EXP 1,428,048,755 25,000 30,300

2. Select the radio button to the left of the eight-digit Organization code from your data card.
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70

3.

4.

Zoom View as CSV
Organization Narrative Capital Budget Primary Federal
Program Project Object Fund Program
(8] = | 0204-0204 3288

O]

Click the Zoom button. The Cell Audit Trail page is displayed. The audit trail will note changes to
this budget line including User ID and time/date stamp information.

Cell Audit Trail

View as CSV
( Jrorm Jstage | amountluser _rmestmp
@ ¢ 1017 20 30,000 admin 06/30/2013 09:34:11
@ @ 30,000

In the breadcrumb trail, click the Results link to return to the Query page.

Define Execution Parameters > Besults = Zoom = Cell Audit Trail

Click the Export Tab button.

Query

Definition Summary

Code: AR2_REPORT Name:
Organization: 0204-0204 Organization Name: Default

Export Tab Send Link I
N e W e e
Unit Base Request Department Adjustment Cabl
FY 2013 Actuals
5523 - INVESTMENT E 664,938,212 o o
5553 - STATUTORY TR 416,517,526 0 o
6669 - OTHER RENTAL 311,101,646 0 0
6697 - OPERATING FU 582,375,438 0 0
3200 - OFFICE EXPEN o 25,000 o
3270 - FUND TRANSFE 1,010,235,372 o o
3276 - MMBRSHP LOAN 1,225,406 0 0
3277 - PENSION BENE 411,616,689 0 0
3278 - WTHDRWL FROM 4,972,288 o o
3288 - DEBT SERV (B 0 0 30,000
TOT_EXP 1,428,049,755 25,000 30,000
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6. The File Download window opens. Click the Open button. The query is displayed in Excel. The
Excel file can be manipulated and saved as necessary.

File Download x|

Do you want to open or save this file?

L@ Mame: FsgExport,xls
H]

Type: Microsoft Excel 97-2003 Warksheet

From: wyoasiserp.cgiadvantage.net

Open L\\\aj Save | Cancel I

| -"‘~| While files from the Internet can be useful, some files can potentially
\a harmn your computer. |f you do not trust the zource, do not open or
= save this file. What's the risk?

7. Close the Excel file and return to the Advantage Budgeting Home page.

6.4. Create a Formatted System Query (FSQ)

A formatted system query can be used during the budget cycle to see the budget request throughout
the process for a particular set of budget line items. The Formatted System Query Definition
Maintenance page is where created FSQs are maintained. It defines a grid, specifying the dimension to
be used as columns and the dimension to be used as rows. This page allows you to create, edit, view or
delete FSQs.

Activity 6.4: Create a Private Query

Scenario

Create a query that shows the time periods related to the stages of the AR2 and AR4 forms. Include
some formatting, for example, group objects by major object with sub totals and list headers. Attach a
variance model and create an FSQ group. Execute the query at different summary levels. Export the
results to Excel.

Setup

v User is logged in to the Home page of Budget Development
Steps

A. Navigate to the Query Definition Maintenance page.

1. On the Functional Area Navigation Toolbar (below the wvOASIS logo), click the Reference Data
link.
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Projectionfallocation  Security  Utilities  Budget Tasks

Dashboards

Integration

Bookmarks

> Advantage Budgeting

2. Click the Queries link.
3. Click the Query Definition Maintenance link.

Budget Ta

Consolidations
Dimensions

»
Budget Forms 3
Budget Controls >
Performance Budgeting »
»
3

Categories

Budget Ranking

Queries Query Definition Maintenance
Budget Adjustment Qrders 3 Pakiineter Maintenance
3

Waorkflow Query Access Group Maintenance

Message Maintenance I Consclidaticns - This contains all the

consolidation links.

Cimensicns - This contains all the
dimensicn links.

The Query Definition Maintenance page is displayed.

Query Definition Maintenance

Code: | Name: | Public: [T = Search

ﬂewl ﬂ] Delete | ngel 'i'lewl DisplayllO 'I Items

B. Create an FSQ.

1. On the Query Definition Maintenance page click the New button.

2. The Edit Query Definition tab is displayed. In the Information section, Code field, enter

XX_AR2_AR4_Stages where XX represent your initials.

1
I Edit Query Definition I Conditional Formats l Models l FSQ Access Group |

Expand All | Collapse All

— = Information m
*Code: [ Active: v
Full Name: I Result Amount Total: |Includes All |
Public: [~
Name: |

3. Check the Public checkbox. This will enable other users to use the FSQ.
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4. Inthe Name field, enter XX_FSQ where XX represents your initials.

C. Specify the Criteria and Budget Objects.

1. Scroll down to the Row Group 1 section. From the Dimension drop-down list, select Budget
Object.

— = Row Group 1 m

*Dimension: 3
Consolidation: Budaet Obie
& - Fund

Headings: Organization ﬂ

Narrative Program
Capital Project
Primary Fund
Federal Program

Sub-Fund = Saarch I
Sub-Object :l =
Dimensions: Sub-Revenue

Budget Fiscal Year
Appropriation _v_J

Edit Dimension Select

Row Elements

2. From the Headings drop-down list, select Code. This will determine how you would like to read
your budget objects in the FSQ results. It can be updated at a later time as required.
3. Inthe Row Elements subsection, click the Search button.

Edit Dimension Selector Rules |

Row Elements

_AJ Search !

H

Dimensions:

4. The Budget Object Search page is displayed. Click the Search button to search for a Budget
Object code.

5. The search may generate multiple pages of code. The number of pages depends on your level of
access and on the default Display settings.

6. Check the checkbox next to 1200 — PERS SERVICE(W/ PR DEDUC). (If the 1200 code is not
displayed on your first page, you can either click on another page, or search for 1200 in the Code
field.)

Item Page: 1234567891011 1213 14151617 181920 ) D]

1 ——

EII_F— 1200 PERS SERVICE(W/ PR DEDUC)
E TOT_PS TOTAL PERSONAL SERVICES
E] [T EMP_BEN EMPLOYEE BENEFITS

E] [T OTHER OTHER EXPENSES
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7. Click the Add button to add the Code for PERS SERVICE(W/ PR DEDUC) to the Search Page List.
Budget Object Search

Code: | Name: |

Search | Add Sort by User-Defined Order

D. Add Budget Object 8216 (Interpreters Fees).

1. Inthe Code field, enter 8216 (Interpreters Fees).
2. Click the Search button.
3. Check the checkbox next to 8216 to select Interpreters Fees.

E][l? 8216 INTERPRETERS FEES

4. Click the Add button to add the code for Interpreters Fees to the Search Page List field.
5. Click the Update button.

1200 8216

Search Page List:

gpdate£ Cancel | DisplayllO vl Items

6. The Budget Object codes are added to the Dimensions field.

Row Elements

1200 8216 ~| search |
H

Dimensions:

Codes may also be manually entered in this field. If a range of budget objects is desired then
enter the first and last budget object codes with a semi-colon (;) separating them. Multiple
ranges are allowed. For example, if you want codes 1200 through 1204, you would enter
1200;1204.
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E. Specify Time Period and Heading.

1. Scroll down to the Columns section. From the Dimension drop-down list, select Time Period.

— = Columns m
*“Dimension: —'J
Consolidation: Budget Object
*Headings: Fund ]

Organization
Narrative Program
Capital Project

e Period

Primary Fund £
Federal Program ZI S I
Sub-Fund

Dimensions: Sub-Object
Sub-Revenue
Budget Fiscal Year ;I
Appropriation

Edit Dimension Select

Column Elements

2. Inthe Headings field, select Code - Name from the drop down list. This will determine how you
would like to read your time period names in the FSQ results. This can be updated at a later time
as required.

— = Columns m

*Dimension: ITime Period -

Consolidation: |

*Headings: Code |
Code - Short Name

Edit Dimension Select ~ 42
Short Name

Column Elements

Dimensions:

3. In the Column Elements subsection, click the Search button.

Column Elements

;] Search !

H

Dimensions:

4. The Time Period Search page is displayed. Click the Search button.
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76

Time Period Search

Code: | Name: l

§earchk| A_ddl Sort by User-Defined Grder
b

Search Page List:

Search for and add AR2 time periods.
a. Inthe Code field, enter AR2* to search for time periods that begin with AR2.
b. Click Search.
c. Check the checkboxes next to the following time periods:
AR2_PRELOAD
AR2_DEPT_REQ_TOT
AR2_AR4_DEPT_TOTAL
AR2_UNIT_REQ_2
AR2_DEPT_AD)J
AR2_DEPT_ADJ_2
AR2_CAB_ADJ
AR2_CAB_ADJ_2

d. Click the Add button to add these periods to the Search Page List.
Search for and add AR4 time periods.
a. Inthe Code field, enter AR4* to search for time periods that begin with AR4.
b. Click Search.
c. Check the checkboxes next to the following time periods:
AR4_UNIT_REQ
AR4_UNIT_REQ_1T 2

d. Click the Add button to add these periods to the Search Page List.
Click the Update button. The Time Period code is added to the Dimensions field.

Note:
How you select results in the search window is the order elements will appear in the results box.
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F. Format the report.

— = Faormatting m

— Numbers Negatives

Scaling: Il 'I Format: |(123] 'I
Rounding: Il 'I Color: |Red -

Decimal Precision: ID "I Display All Rows: r
Zero String: I Display &ll Columns: [T
Add Cemmas: I

Display Report View: [

Suppress Zero Rows: I

Exclude Zero Tabs on Export &l ¥

In the Formatting section, check the Add Commas checkbox.

Check the Suppress Zero Rows checkbox.

Check the Display All Rows checkbox.

Check the Display All Columns checkbox.

In the Selection Dimensions section, check the Organization checkbox.

vk wN e

- Selection Dimensions m

Selection Dimension Code: IDptinnaI 'I Display Section Heading: [~

Crganization: =2
Fund: -
Narrative Program: I

6. Scroll to the top of the page and click the Save button. Check to make sure Action was
successful is displayed in the message tab.

G. Execute the query.

1. On the Functional Area Navigation Toolbar (below the wvOASIS logo), click the Budget Tasks
link.
2. Click the Execute a Query link.

Budget Tasks | Dashboards  Integration

Formulate Budget Request

Rank Budget Requests [ g

Budget Request Filter View
Budget Request Inbox
Advance Budget Request Stage

3. The Execute a Query page is displayed. Check the Public checkbox.
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Execute a Query

Code: I Name: Public: [ Search

Select | Displayl 10 'I Items

In the Code field, enter XX_AR2_AR4 Stages where XX stands for your initials.
Click the Search button.

Select the radio button to the left of the code.

Click the Select button. The Define Execution Parameters page is displayed.

Nowv s

H. Select the Execution Parameters.

1. Inthe Organization section, click the Consolidation link.

— = Qrganization

Code; | @

Code: | 4

” Consolidation: &

Return to Top

2. The Organization Consolidation Selection Search page is displayed. Click the Search button.

Organization Consolidation Selection Search

Code: I MName: |

Search | Cancel |

3. Click the Select button in front of the “WV_ORG_CONSOL 1.

Select [l & WV_ORG_CONSOL_1

4. In the Organization section, Code field, enter the Unit value from your data card.

— = QOrganization

Consolidation: 4
’>Code: [Wv_orG_consoL_1 = &

)

ode: l &

Return teo ![3}2
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6. Click the Query button. Check to make sure Action was successful is displayed in the message
tab.

7. View the results. Find the row for object 3288. Note the postings in the time periods. These
should correspond to the amounts entered in the AR2 Base Budget form.

8. Click the cell link 30000. The Zoom page is displayed.

I.  Export to an Excel file.

1. Click the View as CSV link. This exports the budget lines page to a Comma Separated Values file
which can then be opened in applications such as Microsoft Excel. The File Download window is
displayed.

2. Click the Open button.

I

Do you want to open or save this file?

‘zlaj Name: FSQBFDataltems.csy
ed

Type: Microsoft Excel Comma Separated Yalues File

From: i .cgiad age.net

Open [k‘l Save I Cancel I

3. The datais displayed in Excel.
4. Close the Excel file and return to the Home page.
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Lesson Summary

In this lesson, you:

Identified Budget Development Consolidation levels
Executed an FSQ

Zoomed in on the FSQ results

Exported the FSQ results to Excel

Created a private FSQ

Check Your Progress

80

An FSQ can be run for a specific unit.

a. True
b. False

The results of an FSQ can be exported to Excel.

a. True
b. False

An FSQ can be created and run for a specific time period.

a. True
b. False

FSQs can be created for one’s private use.

a. True
b. False
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7. BUSINESS INTELLIGENCE

Lesson Overview

The WVOASIS Business Intelligence (Bl) portal is a web application that allows users to access and
execute Web Intelligence reports as well as interact with dashboards. This section provides a high-level
overview of the WvOASIS Bl portal for Budget Development. Users are given step-by-step directions on
how to access and navigate the Bl portal, find their reports and dashboards, and interact with them.

The portal is an integrated analytics solution that provides insight into the State’s data for the Budget
Development, Financial, Procurement, and Human resource and Payroll applications. In addition,
WVOASIS Bl has capabilities that can be extended cross-application for Enterprise Reporting and Business
Intelligence.

Learning Objectives

In this lesson, you will:

= Access WVOASIS Business Intelligence

= |dentify the Budget Development Reports and Dashboards
=  Access a Budget Appropriation Request Report

=  Execute a Budget Appropriation Request Report

= Export a Budget Appropriation Request Report to MS Excel

7.1. Budget Development Reports

The features that are available in WwOASIS Bl vary based on user security profile or role, but for Budget
Development, users will have the same level of access to all reports and dashboards. However, users are
limited to what data they can access in reports and dashboards based on their security role that is
established in the Budget Development application.

WVOASIS Business Intelligence solution is integrated with wwOASIS Budget Development, WWOASIS
Financial, and wWvOASIS Human Resource and Payroll applications. For Budget Development, wvOASIS BI
is delivered with 38 baseline (out-of-the box) reports, 14 customized Appropriation Request reports, and
4 dashboards. These reports and dashboards are stored in folders where they are easily identified by
functional area. The Budget Development folders are described in Table 20.
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Table 20: Budget Development Folders

Folder What it stores Example
Appropriation Budget appropriation request reports =  AR1-Appropriation Request Division
Request = AR10-Division of Programs
Dashboards Budget Development dashboards =  Position Request
= Salary Projection
=  Budget To Actual Variance
Dimensions Chart of Accounts Consolidation and =  Appropriation Consolidation
Chart of Accounts Dimension Codes = Reference Report
reports. In addition, the reference =  Fund Verification
reports provide visibility into several
Advantage Budgeting maintenance
tables. These baseline reports can be
executed without configuration.
Salary and Reports associated with position, =  Position Trace Report
Benefits employee, salary, and benefit data in =  Position Detail Report-Benefits

various formats and at various levels of
detail and summarization

= Position Summary within Class Report

7.2. Navigating in the Business Intelligence Portal

Access the Business Intelligence Portal

The WVOASIS BI Portal provides a single point of entry for Budget Development reporting.

To access the Bl Portal:

3. Loginto MyApps.

4. Click the Business Intelligence link. This link is visible only to authorized users of Business
Intelligence, based on access profile or user role.

5. Click the Document List link.

6. Access Budget Development folders

Note: You can also log in to Business Intelligence through a link in the Budget Development
application, as shown in Figure 9. My Apps = Budget Development - Business Intelligence
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Figure 9: Link to Business Intelligence from Budget Development

Welcome, sdmin  Messages(0)

[Home T | Help { Business Inteligence  Preferances | Loga

Advantage Budgeting

Catagories

- This contains links

Consolidations - This containg all the
Consohdation hinks.

Dimensigns - This containg all the
dimension bnks.

Budast Forms - This contains all the
Budget Form links

Budaet Controls - This contains knks to
Budget Controls.

Parformance Budaety

the Performance Budgeting definition
ks

fudaet Banking - This contains all the
Budget Ranking defintion brks

Queries - This contains links to Queries.

Budaet Adiustment Qrders
inks to Budget Adyustment Orders.

Workflow - The following are Workfiow-
Specific ks,

utilities - Links to utilities.

mport / Export
Import / Export data.

Reference Data
to oll the reference data in the system.  data in the system.

- This contains finks to all

- This contains all

This contains

SBES - This contains links to all the S8FS -Unksto  Security - Links to Security .
Projection/Allocation.

Bastions, Employees and Assignmants - This Allocation

Contans bnks to Postions, Employees and

Assionments eroiections

Bansfts and Susolemental - This contains links

to Benefits and Supplemental

Clags, Category and Other - This contains links

to Class, Category and Other,

e Tables - This contains links to Salary
Tabies
ary Pr - This contains links to Salsry

Projection.
Budget Tasks - This contains links to Dashboards - This contains Integration - This contains links to Integration
independent Views. dashboards. tasks.

Budaet Financial - Budget Financial, his contains Inks for transferring

otarfaca Lavouts - T
Data Layout data to Financial System,

Access Budget Development Folders

To access Budget Development folders, click the Document List link, either from the menu or from the

Navigate section in the body of the portal.

Figure 10: wvOASIS BI Portal

&% Home | Document List | Open ~ |

Send To ~ | Dashboards -

Help | Preferences | About | Log Out

F X

Navigate

more about InfoView.
[E2 Document List

[=£] My Favorites
5 My Inbox

@ Help

View your Inbox, Favorites, or Document Lists. Use the Help to learn

EX Information OnDemand Services

Welcome: Basia

Personalize

Change your InfoView start page, viewing options, and preferences
for daily tasks.

Preferences

Figure 11: Document List

|
- [E My Favorites
&L Inbox
& public Folders

B =
I—G 2 | & | New + Add ~ | Organize ~ | Actions ~ | Search title + |

Title

My Favorites
Inbox

Public Folders

|2 | K

4« [1_Jof1

Click Public Folders = wvOASIS = Advantage Budgeting which takes you to the Budget Development
folders as shown in Figure 12.
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Figure 12: Budget Development Folders

&% Home | Document List | Open ~ | Send To ~ v
,_ & | & | New ~ Add ~ | Organize ~ | Actions ~ Search title ~ |
= Al Title * Last Run ~ Type
=) My Favorites Appropriation Request Folder
- & Inbox
&= [ public Folders Dashboards Folder
B [ wvoASIS
el Dimensions Folder
i I Appropriation Request
| Dashboards Salary and Benefits Folder
! Dimensions
| Salary and Benefits

Click the Appropriation Request folder and a list of Appropriation Request reports will display as shown
in Figure 13.

Figure 13: List of Appropriation Request Reports

l,i- 2| < | New~ Add ~ | Or Actions ~ Search title ~ | 2| 4 of
= All Title * LastRun  Type Owner Instances
-1 My Favorit -AB-AR1 -
. BRI @ [Wvan ARl, e : Web Intellige Administrator 0
ED Inbox Appropriation Request Division Evaluation St
B I3 public Folders . _ N
) WVOASIS ¥ WV-AB-AR10 - Division of Programs Web Intellige Administrator 0

=k | Advantage Budgeting

WV-AB-AR11- Z kL
L iati »
Appropriation Request Expenditure by Department and Fund Web Intellige Administrator 0
Dashboards
| Dimensions -AB- ~
i [ WVARARLS Web Intellige Administrator 0

| Salary and Benefits Summary of Estimated Receipts and Disburs

WV-AB-AR15 - Revenue Estimate by Sub-

Web Intellige Administrator 0
Revenue Source

7.3. Execute Budget Development Reports

Budget Intelligence reports are built with prompts or parameters that need to be reviewed and updated
prior to executing the report. The prompts are set up to be required or optional.

Required prompts need to be filled in in order to execute a report while optional prompts are not
required to be filled in (however, some may require an asterisk to support prior version of the software.
In this the case the prompt literal or name will specify that you need to enter an asterisk (*). All reports
have at least one required prompt.
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Prompts can be filled in using one of two options. The two options are shown in Figure 14.

Figure 14: Options for Executing a Report

\‘7;? Home | Document List | Open ~ | SendTo ~ | D S
Web Intelligence - WV-AB-SBFS-0002 - Position Summary Report
¢! Document ~ View ~ | 5 | 43 v I1

User Prompt Input

— Prompts 54
(37 Advanced Run Reply to prompts before running the query
Enter Fund Code (* for All): = Enter Fund Code (* for All):
[ | » idation Code:
» |
Enter Fund Consolidation Code: > Enter Organization Cod
| 1 L4 Enter Organization Consolidation Code: lj
Enter Fund Consolidation Level: ‘ E 2 & -
] Enter Fund Code (* for All):
- | & Option
optlon Enter Organization Code (* for All): p
2 | ! Refresh Values %3 ] ” ‘ 1
Enter Organization Consolidation Codi |4 (=No value—)
Enter Organization Consolidation Leve
Enter Salary Projection Code:
— | ] June 11, 2013 12:39:03 PM GMT-07:00
Enter Salary Projection End Date |f"f’ our search pattern here ]&a -

(mmiddiyyyy):
| |@ 2} More Information

Widiyyyy h:mm:ss a

-
< | »

ElGERED

e the values you want to return to reports for each prompt displayed here

|

|~

o]

Execute a Report Using Option 1

1. Click the Refresh All or Refresh Data button. The button name is dynamic and changes based on
how many queries are associated with a report.

o When one query is associated with the report the button will be displayed as Refresh Data.

o When more than one query is associated with a report the button will be displayed as
Refresh All. You have the option to refresh only one of the queries, or all of them.

2. Adialog box opens with a list of prompts to be filled in. Once the required prompts are filled in the
Run Query button becomes active.

3. Click the Run Query button to execute the report.

In the prompts dialog box, you have the option of refreshing values by clicking on Refresh Values and
searching for values in the Enter your search pattern here field.
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Figure 15: Components Used in Executing a Report

Prompts RS
Reply to prompts before running the query

» er Organization Code
» Select Organization External Level

Refresh Values Te

(—No value—-)

X LYYW T W T . YW T e G Y

(2) More Information

Select or type the values you want to return to reports for each prompt displayed here

p

] [ Cancel

The red arrows indicate that the prompts are required. When a prompt is not required, the red arrow will not be visible to
the left of the prompt

This box lists all the prompts associated with the report { required and Optional). You need to highlight 2 prompt in order
to provide a value(s) for it

In this field you can type the value for the prompt directly if you know it. Cnce typed the you will need to click on =
button for the value to be entered into box number 6. If you want the value to be de-selected then click on the = button.

Select or deselect your values

The Refresh Values button allows you to query a listof COA elements. Once the query is executed and completed it lists
all possible walues in the box below the button. You can highlight 2 value(s) from this list and then click on = button to
finalize your selection

This box lists the values for the selected prompt

This box allows you to search for a specific value
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Execute a Report Using Option 2

Option 2 is mostly used by users who are familiar with the values used in each report. This option only

allows users to enter a value or click on Show List Of Values when available.

1. Click the triangle in the middle-left of the portal. This triangle button allows you to expand and
collapse a left pane that lists the prompts.

2. With the pane expanded, fill in the prompts.

User Prompt Input

Lﬁ Advanced Run

Enter Organization Code(s):

Select Organization External Level:

3. Click the Run button at the top of the page to execute the report.

Export Reports

To Export a report:

Click the Document button.

Click Save to my computer.

Select one of the desired options; Excel, PDF, CSV, or CSV (with options).

Save to the desired location. Keep in mind that users will only be able to save their reports to

el

their local machines.
Figure 16: Export Report

State of West Virginia
WVOASIS Advantage Budgeting
Projected Major Capital Outiay wOASIS

Cover Page
No Recards Found

Prompts and Parameters
Depanment Codes)
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Figure 17: Save Report

Save As
Savein: | | ) BDTRAINING

e
fdy Recent
Documents

Desktop

My Documents

58
My Computer

‘»} File name: F-Summary of Receipte and Disburzementz.xlz %
My Network Save as type: Microsoft Excel 97-2003 Warksheet ~

6

* O T e M-

Activity 7.1: Access, Execute, and Export the Position Summary Report

Scenario

You will execute a Position Summary Report to review positions within a department / unit. The report

provides a single line for each position and summarizes the supplemental pays and benefits into pre-

defined compensation types such as Health, Life, and Retirement.

Use the data provided in Table 21 to generate a report with the specified parameters.

Table 21: Parameters for Report

Field

Value

Description

Appropriation Code

k

An asterisk (*) wild card selects all values

Appropriation
Consolidation Code

APPROP_CONSOL1

This option confines the report data to the
Appropriation Hierarchy defined and used for the
Salary Projection in WwOASIS Budget Development
Application.

Appropriation
Consolidation Level

This option returns data at the lowest level
(Appropriation Codes) of Appropriation Hierarchy
selected above.

Fund

*

An asterisk (*) wild card selects all values

Fund Consolidation
Code

FUND_CONSOL_1

This option confines the report data to the Fund
Hierarchy defined and used for the Salary
Projection in wvOASIS Budget Development
Application.

Fund Consolidation
Level

This option returns data at the lowest level (Fund
Codes) of Fund Hierarchy selected above.
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Organization Code

Value from your data
card

Data specific to your Department number

Organization
Consolidation Code

WV_ORG_CONSOL_1

This option confines the report data to the
Organization Hierarchy defined and used for the
Salary Projection in wvOASIS Budget Development
Application.

Organization 5 This option will return data at the lowest level (Unit

Consolidation Level Codes) of Organization Hierarchy selected above.

Salary Projection Code STATEWIDE Returns the Estimated Salary Costs and FTE
calculated by the STATEWIDE projection execution
in wvOASIS Budget Development application.

Salary Projection End 6/30/2014

Date

Salary Projection Start 7/1/2013

Date

Setup

v" Log in to MyApps portal and access the Budget Development application

v" Pop-up blocker is disabled (Tools = Pop-up Blocker = Turn Off Pop-up Blocker)

Steps

A. Access the Position Summary Report.

1. In Budget Development, on the Top Navigation toolbar, click the Business Intelligence link.
2. Onthe Home Page Header Panel, click Document List.
&7 Home | Document List|| Open ~ | Send To - | Dashboards ~
.41]{;—.‘
W)
LB | < | New - Add ~ | Organize ~ | Actions ~
The Workspace Panel displays the Tree Panel on the left and the Detail Panel on the right.
Tﬁ’ﬂ@ABI‘J BUSINESS INTELLIGENCE
ﬂ Home | Document List | Open - | Send To - | Dashboards -
|— el New -~ Add -~ | O "ganize - Actions -
=0 Title
il My Favarites My Favorites
& Inbox Inbox
- Public Folders Public Folders
3. Inthe Tree Panel, click the expand icon (+) to the left of Public Folders.
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4. Click the expand icon (+) to the left of the wvOASIS folder.
5. Click the expand icon (+) to the left of the Advantage Budgeting folder.

=0 | Title

My Favarites
Inbox

Public Folders

;I My Favorites
ré Inbox
&[5 Public Folders

B [ wvoasIS

E ) Advantage Budgeting

-3 Appropriation Request
) Dashboards
) Dimensions
I Salary and Benefits

& operations

6. Click the Salary and Benefits folder. The reports are listed in the Detail Panel on the right.
7. Double-click the WV-AB-SBFS-0002-Position Summary Report grid entry to open it.

AB-SBFS-0010-
Class Summary Report

AB-SBFS-0011-
Class Detail Report-Benefits

] WV-AB-SBFS-0002 -

Position Summary Report

B. Execute the Position Summary Report.

1. The cover page of the Position Summary Report is displayed.
Edit | ' Refresh Data | [ Track

® o - % <[ 2

ReportID : WV-AB-SBFS-0002 State of West Virginia

Run Date : 06/18/2013 .
Run Time - 09-10 PM wvOASIS Advantage Budgeting
Position Summary Report
J Cover Page

2. Inthe Workspace Toolbar, click the Refresh Data button.
Help | Preferences | About | Log Out

GQF X
= Refresh Data‘ [ Track ¥ 4% | &6 | &H
B4 -
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3. The Prompts box opens for updating report parameters. Prompts that have a red arrow in front

of them are required prompts.

Reply to

Prompts

» Enter Appropriation Code (* for All):

Enter Appropriation Consolidation Code:

Enter Appropriation Consolidation Level:

o

>

=-» Enter Fund Code (* for All):

» Enter Fund Consolidation Code:

prompts before running the query.

Enter Appropriation Code (*

vaiues nere I
s

4 |00300...96900 = &
Parent Appropriation ... | Parent Appropriation ..
00300 COMPENSATION OF 1 4 |
01100 SOCIAL SECURTY WA
01200 PUBLIC EMPLOYEES' I
01300 LEVEL 1, 2 AND 3 TRA
01800 EARLY CHILDHOOD C
ozleoo ADVANCED TIlECHNOL |
4 »

July 1, 2013 12:44:10 PM GMT-07:00

|Er:er

ur search pattern here |&ﬁ -

C. Enter the first two required prompts.

1.

2.

Enter the Appropriation Code.

a.

C.

Click the Enter Appropriation Code (*for All) line to highlight it.

F Prompts

[ Reply to prompts before running the query

Enter Appropriation Code (* for All):

In the blank field below the Prompts (where it says Type values here), enter *.

Enter Appropriation Code {* for All):

I“‘_.;s values here l [ZJ I

Click the right arrow to enter the code. Note that the red arrow changes to a green
checkmark.

Prompts

Reply to prompts before running the query.

Enter Appropriation Code (* for All): *

Enter the Appropriation Consolidation Code.
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a. Click the Enter Appropriation Consolidation Code line to highlight it.
From the box below the Refresh Values link, select APPROP_CONSOL]1.

Refresh Values S Enter Appropriation Consolidg

Appropriation Conso... | Appropriation Conso... |
APPROP_CONSOL1 Appropriation Consolidati...

c. Click the right arrow to enter the code. Note that the red arrow changes to a green
checkmark.

D. Use the same method as in step C to enter the remaining required prompts.

=

L N WN

For Appropriation Consolidation Level, select 3.

For Fund Code, enter *,

For Fund Consolidation Code, select FUND CONSOL 1.

For Fund Consolidation Level, select 3.

For Organization Code, enter the Department value from your data card.

For Organization Consolidation Code, select WV_ORG_CONSOL _1.

For Organization Consolidation Level, select 5.

For Salary Projection Code, select STATEWIDE.

For Salary Projection End Date, enter 6/30/2014. (Note that the End Date prompt comes before
the Start Date prompt.)

10. For Salary Projection Start Date, enter 7/1/2013.
11. Click the Run Query button.

[ Run Query ][ Cancel [

Note: If the Run Query button is disabled, check to make sure that all prompts have been
entered. This button becomes active only when all required prompts have been entered.

12. The Retrieving Data window is displayed. In the Retrieving Data window, click the OK button.

13. If the report has multiple pages, click the > Go to next index icon to page through the report.

@ 58819 o [hwe ][40 ]y

14. Click the View ¥ down-arrow in the Workspace Toolbar to change viewing mode.
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Web Intelligence - WV-AB-SBFS-0002 - Pod
+ Document ~ Vlewl ' g ¢ % A9
User Prompt Inputl|' = Quick Display mode
(7] Advanced 5] Page mode

| [5) Draft mode
Enter Approprid
. [} PDF mode
v ft Panel
Enter Approprial_- ol e
APPROP_CONSO|[ v  Status Bar
Enter Approprid EE Fold / Unfold

E. Export the Position Summary Report.

WVOASIS | Budget Development

1. Click the Document ¥ down-arrow in the Workspace Toolbar and select Save report to my
computer as > Excel. Other options are PDF and Text.

M& Intelligence - WV-AB-SBFS-0002 - Position Summar

b Document‘ I vew ~ | G 5 48 9 100% .
Close
Edit WV-AB-SBFS-0002
o save ctries |07/01/2013
12:53 PM
Save as
Save to my computer as »
Save report to my computer as » Excel
Enter Appropriation ( PDF
|3 I Text

ik wN

Lesson Summary

In this lesson you:

In the File Download popup box, click the Save button.
In the Save As popup box, select the desired local folder and click Save.

In the Download Complete popup box, click the Open button to view the file.
Click the Close button.

= |dentified the Budget Development folders

= Accessed a Position Summary Report

= Executed a Position Summary Report

= Exported a Position Summary Report
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Check Your Progress

94

In WvOASIS Business Intelligence you can export information to other business applications such
as Microsoft Excel.

a. True
b. False

The WVOASIS Business Intelligence (Bl) portal is a web application that allows users to access and
execute Web Intelligence reports as well as interact with dashboards.

a. True
b. False

When executing a report, required prompts are flagged with:

a. Redarrow

b. Check mark

c. Green dot

d. They are not flagged

You want to run a query, but the Run Query button is disabled. What does this mean?

a. You do not have access to Business Intelligence
b. You have not entered all required elements
c. You have not entered all optional elements
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8. SET PREFERENCES AND FAVORITES

Lesson Overview

Now that you have spent some time working in the Budget Development system, you might want to
customize it to better suit your needs. You can change the appearance of the application, create a list of
favorite items, and adjust usability settings.

Learning Objectives

In this lesson, you will:

= Change preferences in the Budget Development application

= Add a link to the Favorites list

8.1. Set Preferences

The Preferences link allows you to customize the Budget Development application, including the
appearance of the application pages, organize bookmarks, and establish usability settings.

Preferences tab Function

Styles Change the appearance of the application, including background themes, font,
desktop color schemes

Bookmarks Create and organize easy access shortcuts to specific pages within the
application

Usability Defines the navigation settings for application pages, such as tabbing, start

pages, and section expansion.

Activity 8.1: Set Preferences

Scenario
After working in the Budget Development system for some time, you notice some things you would like
to customize to better meet your needs and preferences, including the following:

= You find some of the fonts difficult to read, and want to experiment with adjusting the font type

® You have added several bookmarks as application shortcuts. However, there is one bookmark that
you never seem to use, and another that you use only rarely

Setup
v User is logged in to the Home page of Budget Development
v User has previously created two bookmarks (Activity 2.1)
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Steps

A. Make changes to the header font.

1.
2.

On the Top Navigation Toolbar, click the Preferences link.
In the Fonts section, click the Heading 1 Font drop-down list.

= Fonts m

Main Font: Im
Heading 1 Font: | Verdana

Heading 2 Font: H
Heading 3 Font: lm
Form Font: m

Select Comic Sans MS.
Click the Heading 1 Font link. A preview of the new font is displayed.

Main Font: IVerdana v]

Heading 1 Font: |Comic Sans MS v]

Your Selection: Comic Sans MS | Verdana v]
200%

Verdana v]

AaBbCc XxYyZz |

$123.45

Click the Save button. Note that Action was successful is displayed in the Message tab.

To see how a heading looks in the new font, click Budget Tasks and then Budget Layout
Selection. The Budget Layout Selection title is now in Comic Sans MS font.

Budget Layout Selection

You decide to revert the heading back to Verdana. Click the Preferences link.
In the Fonts section, click the Heading 1 Font drop-down list and select Verdana. The
appearance changes back to its default setting.

B. Make changes to your Bookmarks.

1.

3.
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Click the Bookmarks tab.

| Styles IBookmarkSIUsabiIity Settings |

Check the Message Maintenance checkbox (or any other bookmark that you want to delete).

N .

5] 20 Budget Layout Maintenance
B 60 Budget Layout Selection

® I 30 Message Maintenance

5] l_R% 50 Organization Consolidations
Er 40 Organization Maintenance
_i_] I 10 System Lock Maintenance

Click the Delete button. The selected bookmark is lined out. Upon a subsequent login, the
bookmark will be deleted from the Bookmarks page.
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% 20 Measaae-M $o -
\ = 1 resSa gt aiitchofRco

4. Click the System Lock Maintenance checkbox (or any other bookmark that you have). The Rank
and Label fill the corresponding fields at the bottom of the grid.

5. Change the Rank from 10 to 80.

6. Click the Save button. The Bookmark changes rank, lowering it in the Bookmark list order.

8.2. Create Favorites

While Bookmarks help you to navigate to a location, Favorites help you to create shortcuts to values
(code) for a specific field. The Favorites feature allows you to quickly access frequently used codes
(symbols, such as letters or numbers used to represent assigned tables, lists or pages) from within any
component of Budget Development. The favorites list is specific to the user who creates it.

Favorites are accessed by clicking on the Favorites icon 7 | to the right of a field.

Organization Appropriation

#o100-1871  + #oo100 v #oor &

Favorites icons

Activity 8.2: Add Items to the Favorites List

Scenario

As a budget analyst in the State’s legislative branch, you frequently submit budget requests for the
research and the legal divisions. To make the process more efficient, you want to add shortcuts for
these organizations to your Favorites list.

Setup
v User is logged in to the Home page of Budget Development.
v User has access to at least two Organizations

Steps
A. Open a budget request and create a new favorite for a legislature organization.

1. On the Functional Area Navigation Toolbar, click the Budget Tasks link.

2. Click the Formulate Budget Request link.

3. On the Budget Layout Selection page, click the AR2_AGENCY_REQ link. The Select Budget
Request window is displayed.
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To the right of the Organization field, click the Organization Favorites icon.

| Current Rank: I
| Stage: I
|

J Delete | ngel Displa-,,.rl 10 |Drganization Fa'w:nrites|

The Favorites window is displayed. In the Favorites window, click the Search link.

7

Favarites
ay | L0
4 I_ Code Name

Search...

The Organization Search window is displayed. In the Name field, enter LEGIS* to search for
legislative branch organizations.

(Note: If you do not have access to legislative organizations, search for any organization that you
have access to.)

Organization Search

Code: | Name: ||
Usage: I "I
Search | Cancel |

Click the Search button. Items whose names begin with LEGIS are displayed.

To the left of the CALEGS (Legislature) code, click the Add Item # to Favorites icon.
Select' 4 010‘0-1858 -LEVGISLATIVE I
Select | & 0432-1203 LEGISLATIVE CONF
Select I & 0490-2090 LEGISLATIVEAFRS
Select | 4 0506-2931 LEGISLATIVE APPROPRIATION INCREASE
SeleCtI 4/ CALEGS LEGISLATURE
Select | #YEBR Legislative Branch

B. Add another favorite to the Legal Division.

1.
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In the Organization Search page, in the Name field, enter LEGAL*.
(Note: If you do not have access to any Legal organizations, search for any organization that you
have access to).

Click the Search button. Items whose names begin with LEGAL are displayed.
To the left of the 0702-7802 (Legal Division) code, click the Add Item # to Favorites icon.
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Select Budget Request

Layout Code: [PY_ACT_ADIUSTMENT! Request Code: | Current R
Layout Type: Name: I Stage:
Organization: [0702-7802 v
ﬂewl §d|t| Copy Header. I Copy All I View | Delete | ngel Display I 10 vl Items

4. Click the Cancel button to return to the Select Budget Request page. (This does not cancel
creation of the Favorites, it just cancels adding this organization to the Select Budget Request

page.)

5. Click the Organization Favorites icon again, to check whether the two Favorites were added.
The Favorites window opens with CALEGS - LEGISLATURE and 0702-7802 - LEGAL DIVISION

displayed.

Request Code: | Current Rank: I

Name: | Stage: | -]

Organization: [0702-7802 Y

I - Favorites

Copy All View Delete Save | Display | 1(

= | = | - I - l g YI_ Code Name
CALEGS LEGISLATURE &
7802  DIVISION b
Search...

6. Return to the Home page.

Lesson Summary

In this lesson, you:

= Customized the Budget Development application

= Added an item to the Favorites list

Check Your Progress

1.  The Preferences link allows you to change the appearance of the application pages, organize
bookmarks, and establish usability settings.

a. True
b. False

2.  The Favorites feature allows users to quickly access frequently used codes from within any
component of Budget Development.

99



WVOASIS | Budget Development

a. True
b. False
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9. CREATING DEPARTMENT-LEVEL BUDGET FORMS

Note: This section is intended for users who will be working with department-level forms.
Users who will create only unit-level forms do not need to attend.

Lesson Overview

Some budget requests cannot be created at a Unit level; they can be created only by users with
Department-level (or higher) access. In this lesson you will create four requests that are created by
department-level users: an Evaluation Summary, a Schedule of Federal Receipts, and a Capital Project
Request, and a Program Summary.

Learning Objectives

In this lesson, you will:

= Create an Evaluation Summary (AR1)
= Create a Schedule of Federal Receipts (AR3)
=  Create a Capital Project Request (ARS8)

=  Create a Program Summary Form (AR10)

9.1. Create an Evaluation Summary (AR1)

The agency budget process begins with departments identifying their major purpose, major objectives,
long-range goals, the population served, the major services they provide and any other pertinent
information. In Budget Development, the information will be provided by departments in the AR1
Evaluation Summary budget request at the organization level. The ability to view and update the
requests will be restricted to members of the Department and the State Budget Office (SBO).

Stages of an Evaluation Summary (AR1)

The AR1 form will normally be created at stage 20 and progress through the approval process (stages
and steps) shown in Table 22 and Table 23.

Table 22: AR1 Stages by User Group

Stages User Groups
20 Department DEPT, SBO
200 SBO SBO
220 SBO DEPT, CABINET, SBO
230 SBO SBO
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Note: This document cannot be modified after stage 20. Department-level changes will be handled by
email.

Table 23: AR1_AGENCY_SUMMARY Processing Steps and Stages

Step Description

1 |Dept user creates request at stage 20

2 |SBO user pulls individual requests from stage 20 to stage 200 via mass stage advancer

3 |SBO user pulls individual requests from stage 200 to stage 210, allowing SBO user the ability to
make final changes

4 |SBO user pulls individual requests from stage 210 to 220 allowing Dept and Cabinet a second pass

5 |SBO user advances from stage 220 to 230 allowing for SBO only access.

AR1 Required and Optional Fields

Table 24 lists the required and optional fields for an AR1 form.

Table 24: AR1 Form — Required and Optional Fields

Tab Section Field Required/ | Value
Optional
Edit Budget Budget Request Code Required Auto-populates when form is
Request Request saved
(Header) Information  ['Name Required 60-character alphanumeric

field used to identify the name
of the budget request.

Naming convention:
Use the Department Name
Example: State Police

Stage Required The default starting stage for
the form is prepopulated.
BAO Required Not used
Description Optional A brief description of the
request.
255-character alphanumeric
field.
Ranking Type Not Used
Budget Contact Name & Title | Required
Request _ Phone Number Required
Information Email Address Required
WYV Code Chapter Optional
Article Optional
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Dimensions Organization Required 4-digit Department code
Department Description Required
Current Level Impact Statement Required
Future Financial Issues Required
Document Attachments Optional

Activity 9.1: Create an Evaluation Summary Form (AR1)

Scenario
You have been instructed to prepare your agency’s Evaluation Summary form in the budget
development system.

Setup

v' User has access at Department level or higher

v" User is logged in to the Home page of Budget Development
v' Afile is available for attachment

Steps
A. Open a new Evaluation Summary form.

1. On the Functional Area Navigation Toolbar (below the WvOASIS logo), click the Budget Tasks
link.

2. Click Formulate Budget Request. The Budget Layout Selection page is displayed.
3. Inthe Code field, enter AR1* to search for an AR1 form.
4. Click the Search button.
5. Click the AR1_AGENCY_SUMMARY link.
5] AR10 AGENCY REQ 7 Proléra.m Summary
(]  AR14 AGENCY REQ Dues and Fees
5] AR13 AGENCY REQ Quarterly Allotment
\E] AR12 AGENCY EST Revenue Estimate
_é] AR1 AGENCY SUMMARY Evaluation Summary
E] AR15 SUB Rg\}!ENUE EST Decentralized Sub Revenue Estimates

6. The Select Budget Request page is displayed. Click the New button.
B. Enter the form header information.

1. Leave the Request Code field blank. The system generates a request code automatically when
the form is saved.

1. Inthe Name field, enter XX_Request Name where XX = your initials and Request Name = the
name of the request.
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Note: You are entering your initials for training purposes only.
On the job, you will enter only the request name.

2. Th

is request begins at stage 20. Note that the Request Code auto-populates with 20.

Budget Instance Details

*Request Code: |

*Stage: 20 =~

3. Scroll down to the Budget Request Information section. In the Contact Name & Title field, enter

the agency’s contact name and title information.

- Budget Request Information

Contact Name & Title:

Phone Number:

WV Code Chapter:

|
|
Email Address: |
|
|

ke b bl

Article:

the Phone Number field, enter the agency’s telephone number.
the Email Address field, enter the agency’s contact email address.
the WV Code Chapter field, enter 10.

the Article field, enter 5.

Scroll down to the Dimensions section. In the Organization field, enter the four-digit

partment code from your data card.

Return to Top

- Dimensions @

Organization: | P

4. In
5. In
6. In
7. In
8.

de
9. Cli

ck the Save button in the upper right corner of the screen. Check to make sure Action was

successful is displayed in the message tab.

C. Enter the department description.

1. Cli

ck the Department Description tab at the top of the form.

Edit Budget Request | Department Description Iréurrer'\'tﬁLeverlr'Irﬁ'npaétis”t'amenrtw Future Financial Issues I

s

2. In

the Department Description field (this is required field), enter a description, for example: The

State Budget Office acts as the staff agency for the Governor in the exercise of his/her powers

and duties under section 51, Article VI, of the State Constitution in providing budgetary
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information and control to all branches of state government in order to assist in making
accurate budget decisions and assure compliance with department and government policies.

D. Provide an impact statement.

1.
2.

Click the Current Level Impact Statement tab at the top of the form.

In the Current Level Impact Statement field (this is a required field), describe what the current
level impact this request will have on the budget, for example: The State Budget Office
administrative functions are completely supported by General Revenue Funds. There should
not be a significant impact for FY 2015 for the State Budget Office operations at this level of
funding.

E. Describe what future financial issues this request will have on the budget.

1.
2.

Click the Future Financial Issues tab at the top of the form.

In the Future Financial Issues field (this is a required field), describe what future financial issues
this request will have on the budget, for example: The State Budget Office does not anticipate
any financial issues more than $1 million for FY 16-FY 19.

Click the Save button. Check to make sure Action was successful is displayed in the message
tab.

F. Add supporting documentation as an attachment.

1.
2.

No v s~Ww

9.2.

Click the Document Attachments tab at the top of the form.
Click the New button. The Create Document Attachments page is displayed.

Create Document Attachments

Expand All | Collapse All

- Upload Document

Content: || | Erowse...
Cancel | Upload |

Click the Browse button.

Navigate to the document as directed by your instructor and select the file.
Click the Open button.

Click the Upload button. The document is attached to the budget request.
Click the Save button and return to the Home page.

Create a Capital Project Request (AR8)

The Capital Project Request (AR8)

A capital expenditure project is defined as any major construction, land acquisition, or renovation

activity that adds value to a government’s physical assets or significantly increases the useful life. A

separate form must be completed for each project with a total cost of $100,000 or more. A project may
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include several categories with a combined total cost of $100,000 or more (e.g., $90,000 construction,
$15,000 land acquisition).

In addition, a separate Capital Project budget request form must be submitted for each major
equipment project of $50,000 or more that is not included in any other project. A major project is the
purchase of a single item (e.g., a bulldozer) or like items (e.g., fleet of vehicles, computer equipment).

Each year it may be necessary to update these capital projects with new cost/budget information based
on updated numbers, prior year experience, changes in project scope, and other factors that impact the
cost of a project.

Note: Not all users will have capital, so not all users will have data to choose from on the Capital Project
Dimension.

Stages of a Capital Project Request (AR8)

The Capital Project form will normally be created at stage 20 and progress through the approval process
(stages and steps) listed in Table 25 and Table 26. A user must have access in the current stage and the
next stage in order to advance the budget form. Department users are able to create and modify ARS8
requests only for their specific Department, at their appropriate stage.

Table 25: AR8 Form User Groups by Stage

Stages User Groups
20 | Department Adjustment DEPT, CABINET
30 | Cabinet Adjustment DEPT, CABINET
50 Department Revision DEPT, CABINET
60 | Cabinet Revision CABINET
200 | SBO Static SBO
210 | SBO Revision SBO
220 | Dept, Cabinet, SBO Collaboration DEPT, CABINET, SBO
230 | SBO SBO

Table 26: AR8_AGENCY_REQ Processing Steps and Stages

Step |Description

1 |Dept user create request at stage 20

2 |Cabinet user moves individual requests from stage 20 to stage 30 and updates.

3 |Dept user moves individual requests from stage 30 to stage 50, allowing Dept user a second pass
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Step |Description

4 |Cabinet user moves individual requests from stage 50 to stage 60, allowing Cabinet a second pass

5 |SBO user performs mass stage advancer to move request from stage 60 to 200, allowing for SBO

only access

6 |SBO user moves individual requests from stage 200 to stage 210, allowing for SBO access only.

7 |SBO user moves individual requests from stage 210 to 220, allowing Dept and Cabinet user the

ability to make final changes

8 |SBO pulls individual requests from stage 220 to 230, allowing for SBO access only

ARS8 Required and Optional Fields

Table 27 lists the required and optional fields for an AR8 form.

Table 27: AR8 Form — Required and Optional Fields

Tab Section Field Required/ | Value
Optional
Edit Budget Budget Request Code Required Auto-populates when form is
Request tab Instance saved
(Header) Details Name Required 60-character alphanumeric
field used to identify the
name of the budget request.
Naming convention:
Use the name of the Capital
Project.
Example:
Research/Science Building
Stage Required The default starting stage for
the form is prepopulated.
BAO Required Not used
Description Optional A brief description of the
request.
255-character alphanumeric
field.
Ranking Type Not Used
Budget Priority Required
Re;quest Annual Interest Rate Optional
| ti
nrormation Total Project Cost Required
Name and Email Required
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Phone Required
Financed or Leased Optional
Projected Start Year Required
Projected Start Month Required
Projected End Year Required
Projected End Month Required
Dimensions Organization Required 4-digit Department code
Capital Project Required 9-digit value:
First digit =8
Next four digits = Dept code
Last four digits = Capital
Projects
Budget Lines Capital Project Required Auto-populates from Header
Organization Required
Fund Required
Budget Object Required
FY20H# Required
Justification Line Text Optional
Operating Capital Project Required
Budget Impact Organization Required
PM Obj Required Similar to Budget Object
FYYYYY Required

Justification

Method of financing

Procedurally
Required

Will not give error message if
not entered, but must be
entered

Describe funding source

Procedurally

Required

Description/Benefits Required

Document Optional
Attachments

Activity 9.2: Create a Capital Project Request (AR8)

Scenario

You have been instructed to prepare your department’s capital project submission in the budget

development system.
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Setup

v' User has access at Department level or higher

v' User is logged in to the Home page of Budget Development
v" A document is available for attachment

Steps
A. Open a new Capital Project Budget form.

1. On the Functional Area Navigation Toolbar (below the WvOASIS logo), click the Budget Tasks
link.

Click Formulate Budget Request. The Budget Layout Selection page is displayed.

In the Code field, enter AR8* to search for the AR8 form.

Click the Search button.

Click the AR8_AGENCY_REQ link.

vk W

E ARS8 AGENCY REQ Capital Project Listing

5

6. The Select Budget Request page is displayed.
7. Click the New button. The Create Budget Request page is displayed.

[Fo to top of page

B. Enter the header information.

1. Leave the Request Code field blank. The system generates a request code automatically when
the form is saved.

2. Inthe Name field, enter XX_Capital Project Name, where XX = your initials and Capital Project
Name = the name of the capital project.

Note: You are entering your initials for training purposes only.
On the job, you will enter only the name.

3. Note that the Stage field auto-populates with 20. Capital Project Requests start at stage 20.

— Budget Instance Details

*Reqguest Code: |

*Stage: 20 =
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C. Complete the Budget Request Information section.

— = Budget Request Information
*Priority: I 32
Annual Interest Rate: I 32

*Total Project Cost: | j
*Name and Email: | =4
*Phone: [ = |

Financed or Leased: I vl
*Projected Start Year: | 'I

*Projected Start Month: I 'I

*Projected End Year: I vl
*Projected End Month: | 'I
Return to Top

In the Priority field, enter 1.

In the Total Project Cost field, enter the project cost.

In the Name and Email field, enter the name and email address of the requestor.
In the Phone field, enter the phone number of the requestor.

From the Projected Start Year drop-down list, select Prior to 2014.

From the Projected Start Month drop-down list, select a projected start month.
From the Projected End Year drop-down list, select a projected end year.

8. From the Projected End Month drop-down list, select a projected end month.

No ok wnN R

D. Enter information in the Dimensions section.

- Dimensions m

Organization: l &
Capital Project: | 4

1. Inthe Dimensions section, Organization field, enter the four-digit unit code from your data
card.

2. Inthe Capital Project field, enter the value from your data card.
Click the Save button. Check to make sure Action was successful is displayed in the message
tab.

E. Enter Capital Project budget lines.

1. Click the Budget Lines tab at the top of the budget request.
2. Click the New Item button. A new budget line is added. The Capital Project field auto-populates.

B @|so4390001 @I 7 & & [New]|

I____-I_II_I|_I

3. Inthe Organization field, enter the four-digit value from your data card.
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4. Inthe Fund field, enter the value from your data card.
5. Search for the Budget Object:

a.
b.
C.

Click the search icon to the left of the Budget Object field.
Click the Search button to see available options.
Click the Select button for NEW_CONSTR (NEW CONSTRUCTION)

I I T S

Select | 4 0 Default
| ¥ REN_REPAIR RENOVATION AND REPAIR
Select[} ¥ NEW_CONSTR NEW CONSTRUCTION
Select | # BUILD_LAND_AC BUIDLING LAND ACQUISITION
Select | 4 COST_FIN_NON_EQUI COST OF FINANCING NON EQUIPMENT
Select | 4 EQUIPMENT1 EQUIPMENT
Select | ¥ COST_FIN_EQUI COST FINANCING EQUIPMENT
Select | # DEBT_SER DEBT SERVICE

6. In FY2014 through FY2019, enter the following amounts:

a.

~0oo0T

FY2014 = 250000
FY2015 = 375000
FY2016 = 1750000
FY2017 = 2450000
FY2018 = 12500000
FY2019 = 975000

F. Add anew budget line.

1. With the existing budget line selected, click the Copy Item button to create a duplicate line.

- Capital Project m Budget Object - FY2014 FY2015 FY2016 FY2017

Drz

#[sosss0001 | & #oz01 ¢ @o1nn ¢ @[NEw_CoNsTR & 250,000 EJI 375,000 E | 175,000 @[ 245,000 E
#[s02850001 |+ &foz201 v #o1o1 7 @ NEw_CONSTR & [New]l o | o | 0 E

I____-I"_ll"—ll'—ll—l

2. Inthe new line, search for Equipment Budget Object.

a.
b.
C.

Click the search icon to the left of the Budget Object field.
Click the Search button.
Click the Select button for EQUIPMENT1.

I

Select | ) Default

Select | ¢ REN_REPAIR RENOVATION AND REPAIR

Select | v NEW_CONSTR NEW CONSTRUCTION

Select 7 BUILD_LAND_AC BUIDLING LAND ACQUISITION

Select | 4 COST_FIN_NON_EQUI COST OF FINANCING NON EQUIPMENT
Select 4 EQUIPMENT1 EQUIPMENT

Select v COST_FIN_EQUI COST FINANCING EQUIPMENT

Select 7 DEBT_SER DEBT SERVICE
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3. Inthe EQUIPMENT1 line, enter the following amounts for the object:
a. FY2014 = blank

FY2015 = 25000

FY2016 = 125000

FY2017 = 175000

FY2018 = 200000
f. FY2019 = 135000

4. Click the Save button.

Poogo

G. Enter Operating Budget Impact information.

1. Click the Operating Budget Impact tab at the top of the budget request.
2. Click the New Item button. A new budget line is added to the form.

e = g

_1171 e L

3. Inthe Capital Project field, enter the value from your data card.
4. In the Organization field, enter the four-digit code from your data card.
5. Search for the PM Obj:

a. Click the search icon to the left of the PM Obj field.

b. Click the Search button.

c. Click the Select button for UTILITIES_PM.

Sooe
Select | + FTE_PM FTEs
_Select |

Select ' UTILITIES_PM Utilities
Select & MAINTENANCE_PM Maintenance
Select | 4 OTHER_PM Other

6. Enter the following amounts for the object:
a. FY2014 =1000
FY2015 = 1000
FY2016 = 1000
FY2017 = 10000
FY2018 =15000
FY2019 = 15000
7. In the Justification Line Text field, enter Funding for utility costs for new building.

ol

8. Click the Save button. Check to make sure Action was successful is displayed in the message
bar.

H. Attach a document supporting your request.

1. Click the Document Attachment tab to add documentation to your request.

1
:I Operating Budget Impact | Justification | Document Attachments |

2. Click the New button. The Create Document Attachments page is displayed.

112



WVOASIS | Budget Development

3. Click the Browse button.

4. Navigate to find an appropriate document and attach it to the Budget Request. MS Word, MS
Excel, and Adobe PDF are acceptable document types.

5. Inthe Choose File to Upload box, select the item and click the Open button (or double left-
click). The file (including the path) is now visible in the Content field.

6. Click the Upload button. The document is attached to the Budget Request.

7. Click the Save button and return to the Home page.

9.3. Create a Program Summary (AR10)

The Program Summary Form (AR10)

The Create a Program Summary form is used to provide financial details about a program. Each program
will submit a separate form.

Stages of a Program Summary Form (AR10)

Budget forms move through stages, each stage for a particular form is associated with specific user
groups. Only users belonging to the assigned user group will have the capability to a view and edit the
budget request form at a particular stage.

The budget form will normally be created at stage 20 and progress through the approval process (stages
and steps) listed in Table 28 and Table 29. Stage progression is achieved through the “Pull” process
within the budget forms. A user must have access in the current stage and the next stage in order to
advance the budget form.

Table 28: AR10 Form User Groups by Stage

Stages User Groups
20 | Department Adjustment DEPT, CABINET
30 | Cabinet Adjustment DEPT, CABINET
50 Department Revision DEPT, CABINET
60 | Cabinet Revision CABINET
200 | SBO Static SBO
210 | SBO Revision SBO
220 | Dept, Cabinet, SBO Collaboration DEPT, CABINET, SBO
230 | SBO SBO
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Table 29: AR10 Form Processing Steps and Stages

Step |Description

1 |Dept user creates a request at stage 20.

2 |Cabinet user moves individual requests from stage 20 to stage 30 and updates.

3 |Dept user pulls individual requests from stage 30 to stage 50, allowing Dept user a second pass

4 |Cabinet user pulls individual requests from stage 50 to stage 60, allowing Cabinet a second pass

5 |SBO user performs mass stage advancer to move request from stage 60 to 200, allowing for SBO
only access

6 |SBO user moves individual requests from stage 200 to stage 210, allowing for SBO access only.

7 |SBO user moves individual requests from stage 210 to 220, allowing Dept and Cabinet user the
ability to make final changes

10 |[SBO user moves individual requests from stage 220 to 230, allowing SBO only access.

AR10 Required and Optional Fields

Table 30 lists the required and optional fields for an AR10 form.

Table 30: AR10 Form — Required and Optional Fields

Section Section Field Required/ Value

Optional
Edit Budget Budget Request Code Required This element is required, but you do
Request tab Instance not need to enter it. When you save
(Header) Details the form, a request code will be

assigned automatically. The request
code is unique for each form.

Name Required 60-character alphanumeric field used
to identify the name of the budget
request.

Naming convention:

Use the name of the Narrative
Program

Example: Administration

Stage Required The default starting stage for the
form is prepopulated.

BAO Required Not used

Description Optional A brief description of the request.

255-character alphanumeric field.
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Ranking Type Not Used
Dimensions | Organization Required An eight-digit combination of
Department and Unit numbers.
Narrative Required 9-digit value:
Program First digit = number
Next four digits = Dept code
Last four digits = Narrative Program
Budget WV Code Optional
Request Chapter
Information | Article Optional
Improvement Optional
Priority #
Federally Required
Mandated
State Mandated | Required
Narrative Required
Program
Budget Lines Narrative Required Auto-populates from Header
Program
Organization Required Auto-populates from Header
Fund Required
Budget Object Required
Appropriation Required
PY Actual Required
CY Budgeted Required
Request Required
Justification Line | Optional
Text
Narrative Required
Program
Description
Document Optional
Attachments
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Activity 9.3: Create a Program Summary (AR10)

Scenario

You are ready to prepare your department’s AR10 program summary request.

Setup
v User has access at Dept level or higher
v' User is logged in to the Home page of Budget Development

Steps
A. Create a Program Summary request.

1. Onthe Functional Area Navigation Toolbar (below the wvOASIS logo), click the Budget Tasks
link.

Click Formulate Budget Request. The Budget Layout Selection page is displayed.

Click the Search button.

Click the AR10_AGENCY_REQ link. The Select Budget Request page is displayed.

Click the New button. The Create Budget Request page is displayed.

Leave the Request Code field blank. The system generates a request code automatically when
the form is saved.

o vk wnN

7. Inthe Name field, enter XX_Narrative Program Name, where XX = your initials and Narrative
Program Name = the name of the narrative program.

Note: You are entering your initials for training purposes only.

On the job, you will enter only the narrative program name.

8. Note that the Stage field auto-populates with 20. AR10 requests start with stage 20.

B. Complete the Budget Request Information section.

— = Budget Request Information
If State Mandated: Cite WV Code Chapter: | =
Article: [ =
Improvement Priority #: | =
Federally Mandated: [ =1
State Mandated: [ =1
Return to Top I
1. Inthe If State Mandated: Cite WV Code Chapter field, enter 10.
2. Inthe Article field, enter 5.
3. Inthe Improvement Priority # field, enter 2.
4. From the Federally Mandated drop-down list, select Yes.
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5. From the State Mandated drop-down list, select Yes.

C. Complete the Dimensions section.

- Dimensions m

QOraganization: I 3
Narrative Program: I y

1. Inthe Organization field, enter the four-digit department code from your data card.
In the Narrative Program field, enter the value from your data card.

3. Click the Save button. Check to make sure Action was successful is displayed in the message
tab.

D. Create a Budget Line for Employee Benefits.

1. Click the Budget Lines tab at the top of the budget request.
2. Click the New Item button to enter a budget line for the form.

Narrstive Program

B SRS s |E s e s s

YA @ v [New] &Y B [

=l __-—l ] -l -

Exparg Al | Collapse Al

3. Inthe Fund field, enter the value from your data card.
4. Search for Budget Object:

a. Click the search icon to the left of the Budget Object field.

b. Click the Search button to see available options.
c. Click the Select button for EMP_BEN (EMPLOYEE BENEFITS).

PI_

& TOT_PS TOTAL PERSONAL SERVICES
Select [; # EMP_BEN EMPLOYEE BENEFITS
Select |© 4 OTHER OTHER EXPENSES
Select | 4’ LESS_REAPP LESS REAPPROPRIATED
Select | ' FTE FTE Count

In the Appropriation field, enter 00800 (Payments To Fed, County, &/Or Regional Jails — Surpl)
In the PY Actual field, enter 63500.

In the CY Budgeted field, enter 65500.
In the Request field, enter 67000.

O N W
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E. Create a budget line for Total Personal Services.

1.
2.

o vk~ w

With the existing budget line selected, click the Copy Item button to create a duplicate line.
Search for Budget Object:

a. Click the search icon to the left of the Budget Object field.

b. Click the Search button to see available options.

c. Click the Select button for TOT_PS (Total Personal Services).

|

Select[i & TOT_PS TOTAL PERSONAL SERVICES
Select | & EMP_BEN EMPLOYEE BENEFITS

Select | 4 OTHER OTHER EXPENSES

Select | & LESS_REAPP LESS REAPPROPRIATED
Select | & FTE FTE Count

In the the PY Actual field, enter 1756783.
In the CY Budgeted field, enter 1735000
In the Request field, enter 1770000.
Click the Save button.

F. Enter Narrative Program information.

1.
2.

Click the Narrative Program Description tab at the top of the budget request.

In the Narrative Program Description field, enter the following narrative to support the program
description: This is funding set aside for correctional facility overflows for inmates housed at
regional jails.

G. Add documentation to the request.

W

ol

9.4.

Click the Document Attachments tab.

Click the New button. The Create Document Attachments page is displayed.

Click the Browse button.

In the Choose File to Upload box, select the item and click the Open button (or double left
click). The file (including the path) is now visible in the Content field.

Click the Upload button. The document is attached to the Budget Request.

Click the Save button and return to the Home page.

Create a Schedule of Federal Receipts (AR3)

Every year the State submits a consolidated report containing a detailed itemization of all federal funds
received by the State spending units during the preceding fiscal year, as well as those anticipated to be
received during the current and following fiscal years. The information required in this report includes:
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= The amount of each separate grant or distribution received or to be received.

= A brief description of the purpose of every grant or other distribution, with the name of the
federal agency, bureau, or department making the grant or distribution.

All required information can be populated by each agency on the AR3_AGENCY_EST form by Fund and

Grant/Program. The form has multiple posting columns to include the actual receipts, current fiscal year

estimate, and upcoming year estimate receipts. The form has document tabs to store any narratives

required. Additional text fields are available for users to input percentages for Federal, State, Local

matching contributions.

Note: Not all users will have federal, so not all users will have data to choose from on the Federal

Program Dimension.

Stages of a Schedule of Federal Receipts (AR3)

Department managers are able to create and modify all AR3 forms for their Department.

Cabinet members are able to create and modify AR3 forms for all Departments that belong to their
Cabinet, at their appropriate stage.

SBO analysts are able to create and modify AR3 forms statewide, at their appropriate stage.

The A3 form will normally be created at stage 20 and progress through the approval process (stages)
listed in Table 31 and Table 32.

Table 31: AR3 User Groups by Stage

Stage User Groups
20 Department Creation DEPT, CABINET
30 Cabinet Adjustment DEPT, CABINET
50 Department Revision DEPT, CABINET
60 Cabinet Revision CABINET
200 | SBO Static SBO
210 SBO Revision SBO
220 Dept, Cabinet, SBO collaboration DEPT, CABINET, SBO
230 | SBO SBO

Table 32: AR3 Form Processing Steps and Stages

Step |Overview of Processing Steps

1 Dept user creates form at stage 20.

2 Cabinet user pulls individual requests from stage 20 to stage 30 and updates.

3 Dept user pulls request from stage 30 to stage 50, allowing Dept user for a second pass

4 Cabinet user pulls individual requests from stage 50 to stage 60, allowing Cabinet a second
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Step |Overview of Processing Steps

pass

5 SBO user performs mass stage advancer to move request from stage 60 to 200, allowing for
SBO only access

6 SBO user moves individual requests from stage 200 to stage 210, allowing for SBO only access

7 SBO user moves individual requests from stage 210 to 220, allowing, Dept, Cabinet user the
ability to make final changes.

8 SBO user moves individual requests from stage 220 to stage 230, allowing SBO only access.

AR3 Required and Optional Fields

Table 33 lists the required and optional fields for an AR3 form.

Table 33: AR3 — Required and Optional Fields

Tab Section Field Required/ Value
Optional
Edit Budget Budget Request Code Required Auto-populates when form is
Request tab Instance saved
(Header) Details Name Required 60-character alphanumeric field

used to identify the name of
the budget request.

Naming Convention:

Use the name of the federal
program. Example:

Endangered Species

Stage Required The default starting stage for
the form is prepopulated.
BAO Required Not used
Description Optional A brief description of the
request.
255-character alphanumeric
field.
Ranking Type Not Used
Budget Contact Name, Required
Request Phone & email
Information [ federal % Required
State % Required
Local % Required
Grantor (optional) Optional Enter only if, after entering
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Grantor (required), additional
information is needed

Grantor (required) Required
Maintenance of Required Yes/No option
Effort Required
State Matching Required Yes/No option
Funds Required
Organization Required Four-digit Department number
Fund Required
Dimensions Organization Required
Federal Program Required 11-digit value:
First two digits = Cabinet code
Next four digits = Dept code
Last five digits = Federal
Programs
Budget Lines Fund Required
FY20## Receipts Required

Justification Line

Procedurally

Enter the CFDA number

Text Required
Comments Optional
Maintenance of Effort Optional
Description
List of Acronyms Optional
Document Attachments Optional

Activity 9.4: Create a Schedule of Federal Receipts (AR3)

Scenario

You have been instructed to prepare your department’s annual federal receipts form in the budget
development system.

Setup

v User has Department level access

v' User is logged in to the Home page of Budget Development

v User has access to a federal program

Note: If you do not have access to a federal program, skip this activity.
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Steps
A. Open a new Schedule of Federal Receipts form.

1. On the Functional Area Navigation Toolbar (below the WvOASIS logo), click the Budget Tasks
link.

Click Formulate Budget Request. The Budget Layout Selection page is displayed.

In the Code field, enter AR3* to search for the AR3 form.

Click the Search button.

Click the AR3_AGENCY_EST link. The Selected Budget Form page is displayed.

Click the New button.

oV .k wnN

B. Enter the header information.

1. Leave the Request Code field blank. The system generates a request code automatically when
the form is saved.

2. Inthe Name field, enter XX_Federal Program Name, where XX = your initials and Federal
Program Name = the name of the federal program.

Note: You are entering your initials for training purposes only.
On the job, you will enter only the federal program name.

3. Note that the Stage field defaults to 20. The Schedule of Federal Receipts starts at stage 20.

C. Complete the Budget Request Information section.

— = Budget Request Information

*Contact Name, Phone & email: il

*Federal %:

*State %:

kil kel

Grantor (optional):

I
|
*Local %: I
l
I

*Grantor (required):
*Maintenance Of Effort Required: 'I
*State Matching Funds Required: 'I

In the Contact Name, Phone & email field, enter your contact information.
Enter the funding formula:
a. Inthe Federal % field, enter 100.
b. In the State % field, enter 0.
c. Inthe Local % field, enter 0.
3. From the Grantor (required) dropdown list select US Department of Energy.
4. In the Maintenance Of Effort Required field, select No.
5. In the State Matching Funds Required field, select No.
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D. Complete the Dimensions section.

- Dimensions m

Crganization: | 4 Federal Program: | &

1. Inthe Organization field, enter the four-digit unit code from your data card.
In the Federal Program field, enter the value from your data card.
Click the Save button. Check to make sure Action was successful is displayed in the message
bar.

E. Add abudget line.

1. Click the Budget Lines tab.
2. Click New Item button. A new budget line is inserted.

-m Federal Program |FY2013 Receipts |FY2014 Receipts |FY2015 Receipts m

Bp a1 & 7 /@lo

I___l:ll:ll:l

3. Inthe Fund field, enter the value from your data card.
4. In the Organization field, enter the four-digit Dept code from your data card.
5. Search for the Federal Program.
a. Click the search icon to the left of the Federal Program field.
b. Inthe Code field, enter *XXXX* where XXXX is the department code from your data
card.
c. Click the Search button.
d. Select a federal program.
Note that the first two digits of the code represent the Cabinet code, the next four digits are
the department code, and the last five digits are the Federal Program number.

I I T T

Select 4 5005110021 Low-Income Home Energy Assistance Program (LIHEAP)
Select &/ 6603270005 Energy Efficiency and Renewable Energy Activities
Select 4 6603280001 ARRA - Energy Assistance Planning

Select &7 6603280002 ARRA - Energy Efficiency and Conservation Block Grant

i

Select 4 6603280003 ARRA - Save Energy Now

6. Enter the Funding Receipts.

a. FY2013 Receipts = 1000000
b. FY2014 Receipts = 2000000
c. FY2015 Receipts = 1000000

7. Inthe Justification Line Text field, enter the CFDA number.

F. Enter details to support the request on the Comments tab.

1. Click the Comments tab.
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2. Inthe Comments field, enter: One-time funds to support the update and revision of
weatherization field standards used by CA crews to weatherize homes of low-income West
Virginians.

3. Click the Save button.

G. Enter a description of the maintenance of effort.

1. Click the Maintenance of Effort Description tab.

2. Inthe Maintenance of Effort Explanation field, enter details to support the request: None
required.

3. Click the Save button.

H. Provide details on any acronyms used in the schedule.

1. Click the List of Acronyms tab.

2. Inthe List of Acronyms field, enter: CA — Community Action.
3. Click the Save button.

4. Click the Back button to return to the Home page.

124



WVOASIS | Budget Development

Lesson Summary

In this lesson, you:

= Created an Evaluation Summary (AR1)

= Created a Schedule of Federal Receipts (AR3)
= (Created a Capital Project Request (AR8)

= Created a Schedule of Federal Receipts (AR10)

Check Your Progress

1.  When creating an Evaluation Summary form (AR1), you must enter a West Virginia Code

Chapter.
a. True
b. False

2. OnaSchedule of Federal Receipts (AR3), 3 years of federal receipts are required to be entered.

a. True
b. False

3. The Schedule of Federal Receipts (AR3) is created at a Unit level.

a. True
b. False

4.  Which form is NOT created at the Department level?

Schedule of Federal Receipts (AR3)
Evaluation Summary (AR1)
Improvement Request (AR4)
Capital Project Request (AR8)

o 0 T o
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10. APPENDIX A — ADDITIONAL FORMS

The budget forms in this section will be implemented at a later time and are therefore not covered in
this training. They are provided in the appendix as a reference for future use.

10.1. Create an Expenditure Quarterly Allotment Request (AR13)

Quarterly expenditure allotments can be accomplished for all budget structures in the budgeting
application with use of this form. Allotments for each unit can be done on separate forms. If you
choose not to budget at the unit level simply use your default unit. Each form will have its own distinct,
descriptive text fields to track comments as the form flows through the budget approval process. The
expenditures will be populated on the AR13 form and are broken out by quarters on the form. This
form will be completed after the Legislature passes the budget in the spring time frame.

Stages of Expenditure Quarterly Allotment Request (AR13)

Budget forms move through stages, with each stage for a particular form associated with specific user
groups. Only users belonging to the assigned user group will have the capability to view and edit the
budget request form at a particular stage.

The quarterly allotment expenditure form will normally be created at stage 700 and progress through
the approval process (stages and steps) listed in Table 34 and Table 35. Unit users are able to create and
modify AR13 requests only for their specific Unit, at their appropriate stage.

Table 34: AR13 User Groups by Stage

Stages User Groups
700 SBO UNIT, DEPT
710 Department Review DEPT, CABINET
720 Cabinet Review DEPT, CABINET, SBO
730 SBO SBO

Table 35: AR13_AGENCY_REQ Processing Steps and Stages

Step Overview of Processing Steps

1 |Unit user create request at stage 700

Dept user pulls individual requests from stage 700 to stage 710 and updates.

Cabinet user pulls individual requests from stage 710 to stage 720 and updates.

W N

SBO user pulls request from stage 720 to stage 730, allowing SBO final review
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AR13 Required and Optional Fields

Table 36 lists the required and optional fields for an AR13 form.

Table 36: AR13 Form — Required and Optional Fields

Tab Section Field Required/ Notes
Optional
Edit Budget Budget Request Code Required Auto-populates when form is saved
Request Instance Name Required 60-character alphanumeric field used
(Header) Details to identify the name of the budget
request.
Naming convention:
Use the name of the Unit code.
Example: T1 Fairmont
Stage Required The default starting stage for the
form is prepopulated.
BAO Required Not used
Description Optional A brief description of the request.
255-character alphanumeric field
used to enter additional details about
the budget request.
Ranking Type Not Used
Dimensions | Organization Required An 8-digit combination of
Department and Unit numbers
Budget Lines Organization Required Auto-populates from Header
Fund Required
Sub-Fund Required Default=0
Appropriation Required
Q1 Estimate Required
Q2 Estimate Required
Q3 Estimate Required
Q4 Estimate Required
Justification Line | Optional
Text
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Activity 10.1: Create a Quarterly Allotment Request (AR13)

Scenario

You are ready to prepare quarterly allotment for your unit in the budget development system.

Setup

v" User has Unit level access

v' User is logged in to the Home page of Budget Development

Steps

A. Open a new Quarterly Allotment Request.

1.

vk W

6.

On the Functional Navigation Toolbar (below the wvOASIS logo), click the Budget Tasks link.
Click Formulate Budget Request. The Budget Layout Selection page is displayed.

In the Code field, enter AR13* to search for an AR13 form.

Click the Search button

Click the AR13_AGENCY_REQ link.

Ii-l AR13 AGENCY REQ Quarterly Allotment

The Select Budget Request page is displayed. Click the New button.

B. Enter the header information.

1.

128

Leave the Request Code field blank. The system generates a request code automatically upon
saving the record.

In the Name field, enter XX_Unit Name, where XX = your initials and Unit Name = the name of
your unit.

Note: You are entering your initials for training purposes only.
On the job, you will enter only the Unit name.

Note that the Stage field auto-populates with 700. AR13 requests start with stage 700.
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— = Budget Request Information E;] —_—

— Budget Instance Details

*Request Code:

*Stage: 700 -

Description:

4. In the Organization field, enter the value from your data card.
5. Click Save. Check to make sure Action was successful is displayed in the message tab.

C. Enter a new budget line.

1. Click the Budget Lines tab.
2. Click the New Item button. A row will be displayed where chart of account codes and a request
amount can be entered.

Line| Organization Sub-Fund Appropriation Q1 Allotment Q2 Allotment Q3 Allotment Q4 Allotment Total
Allotment
Final
Approved
Budget

Br 1 #Momsoms o @ & INewl] [New ]

I____-l .I I-I

In the Fund field, enter the value from your data card.

In the Sub-Fund field, enter the value from your data card.

In the Appropriation field, enter 09900 (Activity Unclassified)

In the Q1 Allotment field, enter 100,000 for the First Quarter of the fiscal year.

In the Q2 Allotment field, enter 75,000 for the Second Quarter of the fiscal year

In the Q3 Allotment field, enter 125,000 for the Third Quarter of the fiscal year.

For Q4 Allotment field, enter 100,000 for the Fourth Quarter of the fiscal year.

Click the Save button. Note that the Total Allotment column displays 400,000, which is the
allotment for the entire fiscal year. When displaying a total for a form, the system must

W oo NOU e W

calculate the net effect of summing positive expenditure entries.

Organization Appropriation Q1 Allotment Q2 Allotment Q3 Allotment Q4 Allotment Total
Allotment
Final
Approved
Budget

ElF 1 om0z & #osrz #0300 100,000 [ [ 75,000 B2 | 125,000 B[ 100,000 [E2] 400,000

I S S S W W e
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10.2. Create a Dues and Fees Request (AR14)

Per WV state code the dues and associations are required to submit for payment. AR14 is a department
form meaning that there are no units on this form.

Dues and Fees form can be accomplished in the budgeting application with use of this form. A
department will only have one Dues and Fees request. The estimated amount and expenditure amount
will be populated on the AR14 form. This form will be completed after the Legislature passes the budget
in the spring time frame.

Stages of a Dues and Fees request (AR14)

Budget forms move through stages, with each stage for a particular form associated with specific user
groups. Only users belonging to the assigned user group will have the capability to view and edit the
budget request form at a particular stage.

The Dues and Fees form will normally be created at stage 700 and progress through the approval
process (stages and steps) listed in Table 37 and Table 38. Users are able to create and modify AR14
requests only at their appropriate stage.

Table 37: AR14 User Groups by Stage

Stages User Groups
700 Department creates request UNIT, DEPT
710 Department reviews DEPT, CABINET
720 Cabinet review DEPT, CABINET, SBO
730 SBO final review SBO

Table 38: AR14_AGENCY_REQ Processing Steps and Stages

Step Overview of Processing Steps

1 |Department user creates request at stage 700

Dept user pulls individual requests from stage 700 to stage 710 and updates.

Cabinet user pulls individual requests from stage 710 to stage 720 and updates.

AW |N

SBO user pulls request from stage 720 to stage 730, allowing SBO final review

AR14 Required and Optional Fields

Table 39 lists the required and optional fields for an AR14 form.
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Table 39: AR14 Form — Required and Optional Fields

Tab Section Field Required/ | Notes
Optional
Edit Budget Budget Request Code Required Auto-populates when form is saved
Request Instance Name Required 60-character alphanumeric field used
(Header) Details to identify the name of the budget
request.

Naming convention:

Use the name of the Department
code.

Example: State Police

Stage Required The default starting stage for the
form is prepopulated.

BAO Required Not used

Description Optional A brief description of the request.
255-character alphanumeric field
used to enter additional details about
the budget request.

Ranking Type Not Used

Dimensions | Organization Required A 4 digit code for your Department
Budget Lines Organization Required Auto-populates from Header

Fund Required

Budget Object Required Will always equal 3218

Appropriation Required

Actual Required

Budgeted Required

Justification Line | Required Enter the membership or association

Text you are paying.

Activity 10.2: Create a Dues and Fees Form (AR14)

Scenario

You are ready to prepare quarterly allotment for your unit in the budget development system.

Setup
v User has Unit level access
v User is logged in to the Home page of Budget Development

131




WVOASIS | Budget Development

Steps

A. Open a new Quarterly Allotment Request.

1.

vk wN

7.

On the Functional Navigation Toolbar (below the WvOASIS logo), click the Budget Tasks link.
Click Formulate Budget Request. The Budget Layout Selection page is displayed.

In the Code field, enter AR14* to search for an AR14 form.

Click the Search button

Click the AR14_AGENCY_REQ link.

[E]  AR14 AGENCY REQ Dues and Fees

The Select Budget Request page is displayed. Click the New button.

B. Enter the header information.

1.

4.
5.

Leave the Request Code field blank. The system generates a request code automatically upon
saving the record.

In the Name field, enter XX_Dept Name, where XX = your initials and Dept Name = the name of
your unit.

Note: You are entering your initials for training purposes only.
On the job, you will enter only the Department name.

Note that the Stage field auto-populates with 700. AR14 requests start with stage 700.

— = Budget Request Information m —_—

— Budget Instance Details

*Request Code:

*Stage: 700 -

Description:

In the Organization field, enter the department value from your data card.
Click Save. Check to make sure Action was successful is displayed in the message tab.

C. Enter a new budget line.

1.
2.
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Click the Budget Lines tab.
Click the New Item button. A row will be displayed where chart of account codes and a request
amount can be entered.
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N N e

Bl ﬁ|0323 v ﬁ| 7 ﬁ| & [ New 1 ﬁ|a

I___-_I II I_

In the Fund field, enter the value from your data card.

In the Budget Object field, enter 3218.

In the Appropriation field, enter 09900 (Activity Unclassified)
In the Actual field, enter 500.

In the Estimate field, enter 750.

In the Justification field enter Board of Accountancy.

Click the Save button. Then click the Back button.

I | e e

EI [v 1 &|0323 & *lnsﬂ 7 ﬁ]szm ZE ﬁlugguu Jl 500 | 750 |anrd of Accountancy

(1 I O N

© NV AW

10.3. Create an Expenditure Quarterly Allotment Request (AR15)

Sub Revenue budgets can be accomplished for budget structure 91 with use of this form. Requests for
each unit can be done on separate forms. Each form will have its own distinct, descriptive text fields to
track comments as the form flows through the budget approval process. This form will be completed
after the Legislature passes the budget in the spring time frame.

Stages of Expenditure Quarterly Allotment Request (AR15)

Budget forms move through stages, with each stage for a particular form associated with specific user
groups. Only users belonging to the assigned user group will have the capability to view and edit the
budget request form at a particular stage.

The Sub Revenue Estimate form will normally be created at stage 700 and progress through the
approval process (stages and steps) listed in Table 40 and Table 41. Unit users are able to create and
modify AR15 requests only for their specific Unit, at their appropriate stage.

Table 40: AR15 User Groups by Stage

Stages User Groups
700 SBO UNIT, DEPT
710 Department Review DEPT, CABINET
720 Cabinet Review DEPT, CABINET, SBO
730 SBO SBO

Table 41: AR15 Processing Steps and Stages

Step Overview of Processing Steps
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Step Overview of Processing Steps

1 |Unit user create request at stage 700

Dept user pulls individual requests from stage 700 to stage 710 and updates.

Cabinet user pulls individual requests from stage 710 to stage 720 and updates.

AW N

SBO user pulls request from stage 720 to stage 730, allowing SBO final review

AR15 Required and Optional Fields

Table 42 lists the required and optional fields for an AR15 form.

Table 42: AR15 Form — Required and Optional Fields

Tab Section Field Required/ Notes
Optional
Edit Budget Budget Request Code Required Auto-populates when form is saved
Request Instance Name Required 60-character alphanumeric field used
(Header) Details to identify the name of the budget
request.

Naming convention:
Use the name of the Unit code.

Example: T1 Fairmont

Stage Required The default starting stage for the
form is prepopulated.

BAO Required Not used

Description Optional A brief description of the request.
255-character alphanumeric field
used to enter additional details about
the budget request.

Ranking Type Not Used

Dimensions | Organization Required An 8-digit combination of
Department and Unit numbers
Budget Lines Organization Required Auto-populates from Header

Fund Required

Sub-Fund Required Default=0

Budget Object Required

Sub Revenue Required

Revenue Est. Required

Justification Line | Optional
Text
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Activity 10.3: Create a Sub Revenue Estimate Request (AR15)

Scenario

You are ready to prepare sub revenue budgets for your unit in the budget development system.

Setup

v’ User has Unit level access
v' User is logged in to the Home page of Budget Development

Steps

A. Open a new Sub Revenue Request.

1.

vk W

6.

On the Functional Navigation Toolbar (below the wvOASIS logo), click the Budget Tasks link.
Click Formulate Budget Request. The Budget Layout Selection page is displayed.

In the Code field, enter AR15* to search for an AR15 form.

Click the Search button.

Click the AR15_SUB_REVENUE_EST link.
| Gl |

_§_] AR15 SUB REVENUE EST Decentralized Sub Revenue Estimates

The Select Budget Request page is displayed. Click the New button.

B. Enter the header information.

1.

Leave the Request Code field blank. The system generates a request code automatically upon
saving the record.

In the Name field, enter XX_Unit Name, where XX = your initials and Unit Name = the name of
your unit.

Note: You are entering your initials for training purposes only.
On the job, you will enter only the Unit name.

Note that the Stage field auto-populates with 700. AR15 requests start with stage 700.
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— = Budget Request Information EJ _—

— Budget Instance Details

*Request Code:

*Stage: 700 -

Description:

4. In the Organization field, enter the unit value from your data card.
5. Click Save. Check to make sure Action was successful is displayed in the message tab.
C. Enter a new budget line.

1. Click the Budget Lines tab.
2. Click the New Item button. A row will be displayed where chart of account codes and a request

amount can be entered.

Line| Organization Fund Sub-Fund Budget Object Sub-Revenue
Current] Estimate
- 2013
Actuals

B ‘|o3230323 -Q‘| & 7 [ New 1 80 4 [New] [New]]| =]

l_-__-_--l:II

In the Fund field, enter the value from your data card.

In the Sub-Fund field, enter the value from your data card.

In the Budget Object (revenue source) field, enter 6696

In the Sub-Revenue field, enter 6696-9257.

In the Revenue Estimate field, enter 50,000.

Click the Save button. When displaying a total for a form, the system must calculate the net
effect of summing positive revenue entries.

N Um A

Line| Organization Fund Budget Object |T|Sub-Revenue
Current| Estimate
FY
2013
Actuals|

Elp 1 #3033 & @osr2 & Mo 7 @eeo0s ¥ R @es05-0257 | & of 50,000

l_-__l_-- =
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10.4. Create a Prior Year Actual Adjustment

The Prior Year Actual Adjustments (PY_ACT_ADJUSTMENTS)

This form was designed for a limited number of departments that use expenditure clearing accounts to
make payments. DHHR spends money from clearing accounts and those clearing accounts are funded
through a mixture of funds such as general revenue, special revenue etc...This form adjusts their general
revenue, special revenue, lottery funds etc... on the AR2 report to more accurately reflect spending of
those funds as opposed to showing only fund transfers.

Stages of Prior Year Actual Adjustments (PY_ACT_ADJUSTMENTS)

The Prior Year Actual Adjustments form will be created at stage 20 and progress through the approval
process (stages and steps) listed in Table 43 and Table 44. A user must have access in the current stage
and the next stage in order to advance the budget form. Department users are able to create and
modify requests only for their specific Department, at their appropriate stage.

Table 43: PY_ACT_ADJUSTMENTS Form User Groups by Stage

Stages User Groups
20 | Department Adjustment DEPT, CABINET
30 | Cabinet Adjustment DEPT, CABINET
50 Department Revision DEPT, CABINET
60 | Cabinet Revision CABINET
200 | SBO Static SBO
210 | SBO Revision SBO
220 | Dept, Cabinet, SBO Collaboration DEPT, CABINET, SBO
230 | SBO SBO

Table 44: Processing Steps and Stages

Step |Description

1 |Dept user create request at stage 20

2 |Cabinet user moves individual requests from stage 20 to stage 30 and updates.

3 |Dept user moves individual requests from stage 30 to stage 50, allowing Dept user a second pass

4 |Cabinet user moves individual requests from stage 50 to stage 60, allowing Cabinet a second pass

5 |SBO user performs mass stage advancer to move request from stage 60 to 200, allowing for SBO
only access
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Step

Description

6 |SBO user moves individual requests from stage 200 to stage 210, allowing for SBO access only.

7 |SBO user moves individual requests from stage 210 to 220, allowing Dept and Cabinet user the

ability to make final changes

8 |SBO user moves individual requests from stage 220 to stage 230, allowing SBO final access and

review.

PY_ACT_ADJUSTMENTS Required and Optional Fields

Table 45 lists the required and optional fields for PY_ACT_ADJUSTMENTS.

Table 45: PY_ACT_ADJUSTMENTS - Required and Optional Fields

Tab Section Field Required/ | Value
Optional
Edit Budget | Budget Request Code Required Auto-populates when form is saved.
Request Instance
(Header) Details Name Required 60-character alphanumeric field used
to identify the name of the budget
request.
Naming convention:
Use the name of the Unit code.
Example: T1 Fairmont
Stage Required The default starting stage for the form
is auto-populated.
BAO Required Not used
Description Optional A brief description of the request.
255-character alphanumeric field.
Ranking Type Not used
Dimensions | Organization Required An 8-digit combination of WvOASIS
Department and Unit numbers.
Justification | Justification Text Optional
Text
Budget Organization Required Auto-populates from Header (Edit
Lines Budget Request tab)
Appropriation Required
Fund Required
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Sub-Fund Required Default=0
Budget Object Required
Sub-Object Required Default=0
Adjustment Required
Justification Optional

Activity 10.4: Create a Prior Year Actual Adjustment

Scenario
You are ready to adjust actuals for your unit in the Budget Development system to be able to run AR2
report and show more accurate information in your actual columns.

Setup
v User has access at Dept level or higher
v" User is logged in to the Home page of Budget Development

Steps

A. Open a new Base Budget request.

1. On the Functional Area Navigation Toolbar (below the WvOASIS logo), click the Budget Tasks
link.

Dashboards

2. Click Formulate Budget Request.

Budget Tasks | Dashboards  Integration

Execute a Query k
H Rank Budget Requests
Budget Request Filter View

b Budget Request Inbox
Advance Budget Request Stage

3. Inthe Code field, enter PY* to search for the PY_ACT_ADJUSTMENTS form.
Budget Layout Selection

Code: Name: ] Search |
Layout Type: I vl %
Display I 10 -l Items
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4. Click the Search button.
5. Click the PY_ACT_ADJUSTMENTS link.

B.

C.

140

T —

(E] PY ACT ADIJUSTMENTS Prior Year Actuals Adjustments

6. The Select Budget Request page is displayed. Click the New button.

In the Create Budget Request page, enter the header information.

1.
2.

Do not enter a Request Code. The budget system will automatically generate a number.
In the Name field, enter XX_Unit Name, where XX = your initials and Unit Name = the name of
your unit.

Note: You are entering your initials for training purposes only.
On the job, you will enter only your Unit name.

Note that the Stage field auto-populates with 20.
In the Dimensions section, Organization field, enter the eight-digit value from your data card.

- Dimensions m

Craanization: | )

Return tc Top Q

Click the Save button.

Save ! Back |

)

Create Budget Request
G

Expand All | Collapse All

‘7 - Budget Request Information m

[—Budget Instance Details

Check to make sure Action was successful is displayed in the message bar below the wvOASIS
logo. Note that the Create Budget Request heading has been replaced with a series of tabs.

=T

€] Action was successful.

Save I Back l

1
I Edit Budget Request | Budget Lines | Comments | Document Attachments
[

Enter budget line information.

1.

Click the Budget Lines tab at the top of the form.
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1
‘ Edit Budget Request | Budget Lines I Comments I Document Attachments l

Notify I

The budget form will preload actual expenditure lines based on the data from Fiscal Year 2013.

2. Click the New Item button to enter a budget line for the form. The Organization field will auto-
populate since it was entered on the Header page.

Organization Appropriation Fund Sub-Fund Budget Object Sub-Object
2013
Actuals

Elw 1 #osos 2605 + A 7 [ New ] 4 & [ Newl E

I__-__-_-I:I

In the Appropriation field, enter 02900.

In the Fund field, enter the value from your data card.

In the Sub-Fund field, enter the value from your data card. (Default = 0)

In the Budget Object field, enter 3206.

In the Sub-Object field, enter 3206-3440.

In the Request field, enter -50,000.

Click the Save button. This stores the changes to the database. Check to make sure Action was

L oo N AW

successful is displayed in the message bar.

Line| Organization Appropriation Fund Sub-Fund Budget Object |T|Sub-Object
FY
2013
Actuals|

El@ 1 #osos-2605  + #13000 v Wos2s o A 7 #3206 7 E 32063030 & of  -50,000

o || | | || EE; |

10.5. Create a Supplemental Request (AR5)

The Supplemental Request Form (AR5)

A Supplemental Request (AR5) form is submitted for any changes, including additional positions and
position funding, to the current budget.

These requests are captured at the detailed level and submitted to the State Budget Office (SBO) for
review and possible approval. Unit users are able to create and modify AR5 requests only for their
specific Unit, at their appropriate stage.
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Stages of the Supplemental Request (AR5)

The Supplemental Request form will normally be created at stage 10 and progress through the approval

process (stages and steps) listed in Table 46 and Table 47.

Table 46: AR5 Form User Groups by Stage

Stage User Groups
10 Unit Request UNIT, DEPT
20 Department Adjustment DEPT, CABINET
30 Cabinet Adjustment DEPT, CABINET
40 Unit Revision UNIT, DEPT, CABINET
50 Department Revision DEPT, CABINET
60 Cabinet Revision CABINET
200 | SBO Static SBO
210 SBO Revision SBO
220 SBO, Dept, Cabinet collaboration DEPARTMENT, CABINET, SBO
230 SBO Revision SBO
240 | SBO SBO (ONLY APPROVED REQUESTS)
700 Unit Revision UNIT, DEPT (ONLY LEGISLATIVE PASSED )
710 Department review DEPT, CABINET
720 Cabinet review DEPT, CABINET, SBO
730 SBO final review SBO
Table 47: AR5_AGENCY_REQ Processing Steps and Stages
Step |Description
1 |Unit user creates request at stage 10
2 |Dept user pulls individual requests from stage 10 to stage 20 and updates.
3 |Cabinet user pulls individual requests from stage 20 to stage 30 and updates.
4 |Cabinet user pulls request from stage 30 to stage 40, allowing Unit user for a second pass
5 |Dept user pulls individual requests from stage 40 to stage 50, allowing Dept user a second pass
6 |Cabinet user pulls individual requests from stage 50 to stage 60, allowing Cabinet a second pass
7 |SBO user performs mass stage advancer to pull request from stage 60 to 200, allowing for SBO
only access
8 |SBO user pulls individual requests from stage 200 to stage 210, allowing SBO only access.
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Step |Description

9 |SBO user pulls individual requests from stage 210 to 220, allowing Unit, Dept, Cabinet user the
ability to make final changes.

10 |[SBO user pulls individual requests from stage 220 to 230, allowing SBO only access and final
review.

11 |[SBO user advances from stage 230 to stage 240, only recommended requests will be advanced

10 |SBO executes Allocation to rollup budget data from decentralized level to centralized level

11 |A mass stage advancer moves requests from stage 200 to 700, allowing Units and Departments
the ability to update AR5 with approved dollars, at decentralized level. This step is performed once
the supplemental bills have been passed and enacted.

12 |Dept user pulls individual requests from stage 700 to stage 710 and updates.

13 |Cabinet user pulls individual requests from stage 710 to stage 720 and updates.

14 |SBO user performs mass stage advancer to pull request from stage 720 to 730, allowing for SBO

only access

AR5 Required and Optional Fields

Table 48 lists the required and optional fields for an AR5 form.

Table 48: AR5 Form — Required and Optional Fields

Tab Section Field Required/ | Notes
Optional
Edit Budget | Budget Request Code Required Auto-populates when form is saved
Request Instance Name Required 60-character alphanumeric field used to
(Header) Details identify the name of the budget
request.

Naming convention:
Use the Supplemental name.
Example: Barracks Upgrade

Stage Required The default starting stage for the form
is auto-populated

BAO Required Not used

Description Optional A brief description of the request.
255-character alphanumeric field.

Ranking Type Not Used

Priority Required Establishes the relative rank of a

request in relation to other requests
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Dimensions | Organization Required An 8-digit value that is a combination of
Department and Unit numbers
Budget Lines Organization Required Auto-populates from Header
Appropriation Required
Fund Required
Sub-Fund Required Default=0
Budget Object Required
Capital Project Required Default=0
Narrative Program | Required
One Time At least
On-Going one is
required
Justification Expenditure Required
Summary
Anticipated Required
benefits to the
program or the
effects if
improvement is
not funded
Anticipated cost Required

savings to budget
if improvement is
approved

Activity 10.5: Create a Supplemental Request (AR5)

Scenario

Create an improvement request for a new position with funding for new vehicles and maintenance and

staff professional membership dues.

Setup

v’ User has access at Unit level or higher

v' User is logged in to the Home page of Budget Development

Steps

A. Open a new Supplemental Request.

1. On the Functional Area Navigation Toolbar (below the wvOASIS logo), click the Budget Tasks

link.

2. Click the Formulate Budget Request link.
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3. Inthe Code field, enter AR5* to search for an AR5 form.
4. Click the Search button.
5. Click the AR5_AGENCY_REQ link.

L Jcode

E] ARS HOUSE REQ Supplemental Request
_«i::] AR5 AGENCY REQ Current Year Supplemental Request
E] ARS [%ENATE REQ Supplemental Request

6. The Select Budget Request page is displayed. Click the New button.
7. The Create Budget Request page is displayed.

Save | Back

Create Budget Request

Expand All | Collapse All

— - Budget Request Information m

Budget Instance Details
*Request ,— “Name: I
Code:

SR BAO
Stage: 10 = Required: L

—| —Ranking Type: ¥ ﬁ
Description: ’7Rankmg Type:

Return to Top

- Budget Request Information

*Priority: 32

Return to Top

/= Dimensions m

Oraanization: | 14

B. Enter the header information.

1. Do not enter a Request Code. The budget system will automatically generate a number.
2. Inthe Name field, enter XX_Supplemental Name, where XX = your initials and Supplemental
Name = the name of the supplemental.

Note: You are entering your initials for training purposes only.

On the job, you will enter only the supplemental name.

Note that the Stage field auto-populates with 10. AR5 requests start with stage 10.
In the Budget Request Information section, Priority field, enter 1.
In the Organization field, enter the eight-digit unit code from your data card.

o vk w

Click the Save button. Check to make sure Action was successful is displayed in the message
tab. Note that the Create Budget Request header at the top of the page is replaced by tabs.
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@ Action was successful.

1
Edit Budget Request | Budget Lines I Position Lines I Justification I Document Attachments

C. Enter budget information on a new line.

1. Click the Budget Lines tab at the top of the budget request.

1
Edit Budget Request | sudget Lines | Position Lines | Justification | Document Attachments

2. Click the New Item button.

Refresh l Zero Out | Display Sub Total: IF

New Item{i Copy Item | Delete Item | Export Import Audit Trail

A row will be displayed where chart of account codes and a request amount can be entered.

Line|Organization Appropriation| Sub Fund Budget Object Capital Project |Narrative One Time Total
Program Request

EFlp 1 #oroo-ot00 ¥ Mo v & 7 & & [ New ] 8o v #o El [New]

I_-___-__l:ll:I-

In the Appropriation field, enter 07000 (Equipment).
In the Fund field, enter the value from your data card.
In the Sub-Fund field, enter the value from your data card.
Search for a Budget Object:
a. Tothe left of the Budget Object field, click the Search icon.
b. Inthe Budget Object Search window, Name field, enter *VEH*
c. Click the Search button.
d. From the list, select code 5206 (Vehicles).

-I_

o vk w

Select | 3216 VEHICLE RENTAL

Select I & 3225 VEHICLE OPERATING EXP
Select & 3235 ENERGY EXP MTR VEH/AIR.
Select ¥ 5206 VEHICLES

Select & 6105 VEHICLE REPAIRS

7. Inthe Capital Project field, enter the value from your data card. (Note: Enter O if your
department does not have a capital project.)

8. Inthe Narrative Program field, enter the value from your data card.

9. Inthe One Time field, enter 100,000.

10. In the On-Going field, enter 200.
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11. In the Justification Line field, enter Request for new vehicle and maintenance.

D. Add another Budget Line.

1.

vk wN

With the completed budget line selected (make sure the check is inserted in the box to the left
of the Organization code) click the Copy Item button to create a duplicate line.

New ltem[i Copy Item I Delete Item I Export Import Audit Trail View Graph pisplay [10 =] items View as csv

- SEEents m i l oo
Program

ﬂﬂowo 0100 & #fo7000 ¥ #6319 v o #5206 & #goass0009 ¥ #202110002 [ 100,000 [ |

2 S S S S S | N

In the duplicate line, Change Appropriation to 13000 (Current Expenses).
Change Budget Object to 3200 (Office Expenses).

Change One Time to 2400.

In the Justification Line field, enter Request for additional office expenses.

E. Enter information on the Justification tab.

1.

Click the Justification tab.

—
Edit Budget Request l Budget Lines I Position Lines I Justification I Document Attachments

Display l 10 'I Items

Section Title Section Content

@ | |Expenditure Summary

@ =) lAnticipated cost savings to budge

E'I ~ IAnticipated benefits to the progra

In the Expenditure Summary field, enter This request is for the purchase of a vehicle and
additional office expenses.

In the Anticipated cost savings to budget if supplemental is approved field, enter an
explanation.

In the Anticipated benefits to the program or the effects if supplemental is not funded field,
enter an explanation.

Click the Save button.
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11. APPENDIX B — ERROR MESSAGES

Shown below are commonly encountered error messages and how to resolve them.

1. Code has avalue of 0 in a field for which 0 is not an acceptable entry. Locate the field and enter an
appropriate value.

“ 8 Budget Request == Budget Line >> Code BF3030 Unable to Save. 0 is not part of the usable dimension codes for this Budget Line.

2. Required fields (Narrative Program and Organization) are missing a value. Enter values in the flagged
fields.

Q Budget Request >> Budget Line => Narrative Program 10012 Reference is required for 'Narrative Program'

Q Budget Request == Budget Line == Organization 10012 Reference is required for 'Organization’

3. There are too many search terms to display. Narrow your search by filtering or changing the term.

a 85 Query limit size Exceeded. Please narrow your search criteria.

4. Form is locked due to improper exit. Contact an administrator to release the lock.

a BF12003 Unable to Open. Obtaining write-lock failed.

5. A budget request for this unit already exists.

BF3005 Unable to Save. Selected Budget Layout AR2_AGENCY_REQ
does not support multiple Budget Requests on the same dimension
string.

Q Budget Request
>> Layout Code

6. Browser navigation buttons were used to navigate. Only application navigation should be used.

/»\ Browser Either the Back, Stop, or Refresh button on your browser has been pressed, or a System transaction timeout has been
== Navigation exceeded. Please use the application navigaticnal controls to restart your previous operation.
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12. APPENDIX C— CONTACT INFORMATION

For additional information or assistance, use the contact information below.

Method Purpose Contact Info
Web site Check for complete wvOASIS http://www.wvoasis.gov
information and latest updates
Help Desk Point of contact for system Email: HelpDesk@wvoasis.gov
support for users Phone:
304-558-6708 (local)
855-898-3744 (toll free)
Email Questions regarding EnterpriseReadiness@wvOASIS.gov

implementation, deployment, and
training

Check the wvOASIS.GOV site for the most updated contact information
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