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Using this Guide

This guide is designed to serve as a reference document. The guide is divided into sections.
Each section represents a different Topic. As you move through the guide, look for ways to
make it work for you.

Table of Icons

The table shown below lists the icons you will see throughout this guide. The icons are used to
highlight specific content to help quickly navigate through the material.

Icon Name Description
o Indicates an activity will follow. Review the directions and
Activity .
steps to complete the activity.
Stresses critical information or warnings around a process or
@ Critical function. Review these carefully as they can help you avoid
errors.
A Navigati Displays the navigation path to the appropriate location within
_ avigation . :
\" the program being trained.
N Stresses “nice to know” information surrounding the topic.
ote . .
Review these sections carefully.
R Points to additional resources and materials on specific
eference ) :
content. Review for enhancement of understanding.
@ Important Points to important concepts related to a process or function.

Review these carefully.

Learner’s Guide
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Course QOverview

This course is designed to provide the knowledge and skills associated with the Agency
Operating Budget Development BPM process.

The Budget and Planning Module (BPM) is used by agencies to plan the requested biennial
agency budget based on the Guidance published by the Office of Budget and Management
(OBM). Ohio's operating budget is prepared for a period of two years—a biennium—which
begins on July 1 of odd-numbered years and ends 24 months later on June 30. Within a
biennium are two separate fiscal years, each beginning on July 1 and ending on June 30.

The Agency Operating Budget Development BPM process is used to electronically prepare,
review and submit the biennial budget requests for agency planning centers. This course will
take the learner through all steps in the BPM process from beginning to end. While the budget
submission will be done through BPM, agencies will still be required to send in hard copy
documentation. Benefits of BPM include:

Spreadsheet upload for easy, accurate completion of line item entries
Analytic reporting capabilities

Data validation of ChartFields

Streamlined application processes

Reduction of user error

Increased timeliness of submission

Single repository and system of record

Learner’s Guide ~1~ Revised: 03/15/2016
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HIGH LEVEL OVERVIEW OF THE BIENNIAL BUDGET PROCESS

Most agencies have one
Planning Center

Approve of
Planning Center >«
Budge®?

For additional assistance with the Agency Operating Budget Development BPM process, use
one of the options below:

e For budget or policy related questions, please contact your OBM Budget Analyst.
(Refer to appendix of OBM Budget Guidance for Budget Analyst assignment list)

e For BPM technical questions email: OBM.BPM@ obm.ohio.gov

o For general OAKS guestions contact the OAKS Help Desk:
OAKS.Helpdesk@das.ohio.gov

Learner’s Guide ~2~ Revised: 03/15/2016
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Course Objectives

Upon completion of this course, learners within each of these roles will be able to:

Preparer/Reviewer Roles:
e Work with base version, working versions, and master version

e Lock/unlock working version

e Enter/Submit data in My Planning Workspace

e Add/Delete rows

¢ Request new ChartFields and/or tree updates

e Upload a budget spreadsheet

e Troubleshoot spreadsheet errors

e Create OPA/OPB/OPC, REV, TRF budgets

e Enter/Delete/View planning center level notes and line item notes
e Attach/Delete/View line item support documents

e Submit a planning center to a Reviewer

Reviewer Role Only:
¢ View a planning center budget status

¢ Revise a budget through My Planning Workspace
e Revise a budget with budget spreadsheets
e View planning center targets

e Submit approved planning center budget to OBM

Learner’s Guide ~3~ Revised: 03/15/2016
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Glossary

Term Definition

Version 0 — provided by OBM to start each agency’s planning and budgeting.
The Base version contains all zero amounts, but is populated with ChartField
strings used in the prior year actuals for OPA, OPB, and OPC. Other
scenarios (REV, TRF) will have no data prepopulated in Version 0.

Base Version

Working A working draft of a scenario/activity. Multiple versions may be created. Best
Versions Practice indicates one to three working versions.

Version 4 - when a working version is submitted for review, BPM
automatically overwrites the submitted version into the master version. Most
Master Version | standard reports use the master version for data so a working version can
also be copied to the master version without submitting, which is helpful for
running reports prior to submission.

The Chart of Accounts (COA) is the organizing framework for management
and financial reporting within the financial system. The COA structure is a
string of informational fields that identifies, segregates, and categorizes
transactional and budget data. It is comprised of individual ChartFields or
segments that, when linked together, provide special identification
characteristics. Individual values, called ChartFields, are used in unique
combinations called ChartField Strings to capture data for management and
financial accounting.

ChartField

Defines a fiscal and accounting entity with a self-balancing set of accounts. A
fund consists of cash and other financial resources together with related
liabilities and residual equities or balances, as well as any corresponding
changes. Segregates accounting transactions for activities and objectives,
and will correspond to the fund structure that the State currently uses.
(Sourced from OAKS FIN. Maintained by State Accounting.)

Fund

Defines the purpose of the transaction and classifies accounts as balance
sheet accounts or operating accounts. Expense accounts begin with ‘5.
Revenue begins with ‘4’ and Transfers begin with ‘8." (Sourced from OAKS
FIN. Maintained by State Accounting.)

Account

Department — Captures the State and Agency organizational chart, and
identifies the work unit associated with the transaction. It is always equal to
Dept planning center in BPM, and can be either 3 digits, 5 digits or 9 digits
depending on the planning center values. (Sourced from OAKS FIN.
Maintained by RACM.)

Appropriation Line Iltem — Identifies the legal spending authority authorized
ALI by the Ohio General Assembly. (Sourced from OAKS FIN. Maintained by
State Accounting.)

Captures the cost of providing a specific good or service in response to an
identified social or individual need. Programs coordinate with the executive

Program budget, and will be the “B” level programs for Operating budgets in BPM.
(Sourced from OAKS FIN. Maintained by OBM Budget & RACM.)
Initiatives Captures “Initiatives” of operating requests as defined by the OBM Operating

Budget Guidance instructions. Can select from values ‘001’ through ‘099.

Learner’s Guide ~ 4~ Revised: 03/15/2016
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(Found only in BPM. Maintained by RACM.)
OPA Future operating request for core budget
OPB Future operating request for supplemental budget
OPC Future operating request for supplemental budget
TRF Current year and future year estimates for transfers budget
REV Current year and future year estimates for revenue budget
CUR Current year estimated expenses
APR Current year appropriation authority
My Planning The area in PeopleSoft Budget and Planning (BPM) where all planning and
Workspace budgeting work is entered into the system and submitted.
Target Amounts established by OBM for agency planning centers in OPA, OPB, and
9 OPC. These amounts are not to be exceeded in the BPM process.
The person(s) who enter or modify budget recommendations and other data
Preparer within agency planning centers for each type of scenario/activity (OPA, OPB,
OPC, REV, and TRF).
Reviewer The person(s) who may accept or reject a planning center submission. All
planning centers must ultimately be submitted by the reviewer to OBM.
Planning The planning centers are the basic structure of an agency’s budget. They are
Center created by agencies to break down the budget level that OBM requires into
smaller budget units that roll back up to the OBM level.
e Submitted — Sent to next level of review
Budget Status Open — Can edit or submit

In Review — Reviewer has opened to view or edit

Rejected — Returned to Preparer for changes

Approved — Accepted by Reviewer and submitted to OBM

Not Ready — Reviewer cannot work with this agency-level budget
On Hold — Not submitted but not available for edits.

eOnIy Reviewers can see the Not Ready status.

Learner’s Guide
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Resources

There are many resources available to assist with working through the BPM process. See below
for links to these resource documents.

OBM Forms Page: http://obm.ohio.gov/Forms/default.aspx
EPM 9.1: http://omyohio.oaks.ohio.gov/ Planning and Budgeting
FIN Process Manual: http://fin.help4u.obm.ohio.gov/

BPM Overview

The Budget and Planning Module (BPM) is a budgeting tool within Enterprise Performance
Management (EPM 9.1) that is used by agencies to request the future operating and agency
capital budgets based on the Budget Guidance published by OBM. BPM can be accessed on
the MyOhio.gov portal page.

Operating Budget

Every two years Ohio is required by law to prepare and adopt a budget for state activities. The
sections of law that govern the process are Ohio Revised Code Sections 107.03 (Governor) and
126.02 (OBM and agencies).

Ohio's operating budget is prepared for a period of two years—a biennium—which begins on
July 1 of odd-numbered years and ends 24 months later on June 30. Within a biennium are two
separate fiscal years, each beginning on July 1 and ending on June 30. During the budget
process, agencies are asked to estimate all expenses for the current fiscal year (CUR scenario);
how much revenue by fund is anticipated for the current fiscal year and future biennium
(AGYREV scenario); expected transfers in and out of each fund for the current fiscal year and
future biennium (AGYTRF scenario); and finally the requested expenses for the upcoming
biennium (AGYOPA/AGYOPB/AGYOPC scenarios). The budget process is extremely important
to the business of the state as all appropriations are based on the accuracy of estimates from
the agencies of how they will spend their appropriations.

Agency Preparers will submit budgets for each scenario by planning center. Once the Preparer
has completed the analysis and final data entry for the planning center, he or she submits the
planning center to the agency reviewer for approval. The reviewer will analyze and run various
Bl reports to ensure the budget as submitted is complete and accurate, and submit the budget
by the deadline established by the Budget Guidance. Once submitted, the data flows to the
OBM Budget Analyst for further review and finalization. The OBM Budget Analyst sends the
final budget to the OBM Director and Governor for approval that will ultimately become the
introduced version of the operating budget bills.

FIN Online Security Form: Roles and Planning Centers

Security roles related to this business process include:

OH_EPM_BP_PREPARER (+ OH_EPM_BP_AGY_REPORTING)
OH_EPM_BP_REVIEWER (+ OH_EPM_BP_AGY_REPORTING)

Learner’s Guide ~6~ Revised: 03/15/2016
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GEach Preparer and Reviewer also MUST be assigned the
OH_EPM_BP_AGY_REPORTING role.

Each Preparer and Reviewer must be assigned the appropriate role before BPM is available
for input or view. Only then can the planning centers be assigned.

The Planning Centers must be assigned to the Preparer and the Reviewer for AGYOPA,
AGYOPB, AGYOPC, AGYREYV, and AGYTRF scenarios. Note that an enhancement has been
made to the FIN Online Security Form that requires an assignment of at least one planning
center for each Preparer and Reviewer role before the form can be saved.

The online form is in FIN and is only accessible by the FIN Security Designee for each agency.
To get the security, users need to work with their FIN security designee to set up the access.

BPM Roles

Biennial Budget
Review

Preparer Role Reviewer Role

. Reporting Role
Reporting Role

There are two roles within BPM: Preparer and Reviewer

— Preparers enter or modify budget recommendations and other data within agency
planning centers for each type of scenario (AGYOPA, AGYOPB, AGYOPC, AGYREV,
and AGYTRF).

— Reviewers may accept, revise or reject a planning center submission. All planning
centers must ultimately be submitted to OBM.

Learner’s Guide ~7~ Revised: 03/15/2016
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The activities associated with each role will be explained below.

Activities for the Preparer Role

The Agency Preparer can either enter online through My Planning Workspace or use the
Budget Data Load Template to develop planning center budget requests; then submit a single
budget version through OAKS workflow in BPM to the Agency Reviewer. Budgets may be
developed and submitted for each planning center or a group of planning centers - each
agency's process defines this. Most agencies use one planning center.

The Agency Preparer performs these processes:
1. Prepares an agency's budget by planning center.

e Open planning center

e Work with planning center either on line through My Planning Workspace or by
using the Budget Data Load Template.

2. Sets up the activities for the agency budget.

e Request AGYOPA, AGYOPB, AGYOPC scenarios
o Estimate AGYREYV scenario
o Estimate AGYTRF

3. Verifies the accuracy of the budget and submits it for approval.

o Verify the budget for the scenario/activity
e Submit the budget for approval

Learner’s Guide ~8~ Revised: 03/15/2016
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Scenario Models

See below for the ChartFields required for each of the budget scenario models:

SCENARIO/CHARTFIELD MODELS

DeptlD 3 digit+ 'PC"if using single Planning Center (ie DASPC); or 9 digitif multiple Planning Centers
Fund Fund
ALl Al

OPAfOPB/OPC
Account 3 digit category level, beginning with '5'
Prograrm "B" level program
Dim 1 choose from '001' -'099'
DeptlD Jdigit

REV Fund Fund
Account 5 digit account beginning with '4'
DeptiD 3 digit

TRF Fund Funhd
Account G digitaccount beginning with '8’
DeptlD 3digit+ 'PC' if using single Planning Center; or 9digit if multiple Planning Centers
Fund Fund

CUR ALl Al
Account 3 digit category level, beginning with '5'
Program "B" level program
DeptlD 3 digit+ 'PC'if using single Planning Center; or 9digit if multiple Planning Centers
Fund Funhd

APR ALl Al
Account 3 digit category level, beginning with '5'
Program "B" level program

Overview

There are five scenarios that must be completed as part of budget submission — AGYOPA,
AGYOPB, AGYOPC, AGYREV, and AGYTRF. AGYCUR and AGYAPR will be loaded by OBM
Budget Analysts using agency-provided information. Only one person at a time can enter
budget scenarios/activities for a planning center in My Planning Workspace. Each agency
must either coordinate when and who can enter these scenarios or assign one person to the
task for the entire agency. If the Budget Data Load is being used for updates, it can be loaded
by multiple users at the same time for the same Planning Center. Coordination of Budget Data
Load updates is critical.

Below is more detailed information about each of the budget scenarios/activities. The steps for
entering each of the scenarios are the same, although each scenario could have different
budget periods and/or ChartFields.

A

¥
717 When entering ChartField strings to the scenario/activity model, best practice is to:

o Use My Planning Workspace when there are just a few rows of data to add or
change.

Learner’s Guide ~9~ Revised: 03/15/2016
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o Use the Budget Data Load when there are a lot of rows and/or updates needed.

AGYOPA/AGYOPB/AGYOPC Budget Scenario:

These are the scenarios for requesting new expense appropriation authority in the future
biennium. AGYOPA is for the base/core budget request and AGYOPB and AGYOPC are
supplemental requests. The Operating Budget Guidance will provide more detail on specific
expectations and limitations for each operating scenario, along with target limitations for each
scenario.

eThe Initiatives ChartField is now included in all operating scenarios as an
optional field to link ChartField strings together that are for the same Initiatives
making it easier for the agency to explain in their narratives to OBM. See the OBM
Operating Budget Guidance for more detailed instructions on initiatives.

AGYREYV Budget Scenario:
Revenue anticipated by Fund and five-digit Account for the current year and future biennium.

AGYTRF Budget Scenario:

Cash transfers in or out expected by Fund and six-digit Account for the current year and future
biennium.

AGYCUR Budget Scenario:

Operating expenses expected in the current fiscal year, by DeptlD, Fund, ALI, three-digit
Account, and Program. This scenario can only be loaded by the OBM Budget Analysts but
agencies are expected to provide the expense estimates to the OBM Budget Analyst to load.
Specific instructions will be provided in the Operating Budget Guidance or other guidance
document.

AGYAPR Budget Scenario:

This is a new scenario for capturing the appropriation authority for the current year, by DeptID,
Fund, ALI, three-digit Account, and Program. This scenario can only be loaded by OBM
Budget Analysts but agencies are expected to provide the appropriation amounts to the OBM
Budget Analyst to load. Specific instructions will be provided in the Operating Budget
Guidance or other guidance document.

Learner’s Guide ~10~ Revised: 03/15/2016
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PREPARER - ALL BUDGET SCENARIOS
NOTE: Either
Start online or by Budget
Data Load
\ 4
Preparer
Preparer Preparer
:el'e = t?:::gg:t Access the desired Add, delete, or modify Atta ‘Tf’% i

Y 2 » planning center and » OAKS line item details PP e
AGYOPB, AGYOPC, i RS PR documentation, if

AGYREV, AGYTRF) to s il necessary

develop e
s
A 4

Preparer

Evais " Submit the master
== version to the
Yo No Reviewer
k 4
End

@Remember: Most agencies have one planning center for each budget scenario in BPM.
Only one person at a time can enter budget scenarios for an agency through My
Planning Workspace. If the Budget Data Load is being used for updates, it can be
loaded by multiple users at the same time for the same planning center. Coordination of
Budget Data Load updates is critical.

Agencies submit master budget scenarios/activities to the OBM Budget Analyst from the
agency’s highest review level. The OBM Budget Analyst receives one AGYOPA, AGYOPB,
AGYOPC, AGYREV, and AGYTRF version per agency.

The scenarios/activities for each agency are accessed using the My Planning Workspace
page. Use the Line Items Details page to add line items (ChartField strings) and/or change the
amount estimated for each line item (ChartField string) in that version of each scenario/activity.

The Line Item Details page is used to view, add, and modify budget amounts. It can be any of
the budget activities. This page is also used to enter a ChartField string. It is populated with
historical ChartField strings for the type of activity being displayed. Please note that ChartFields
are populated for only the base version.

gThis page now also allows a user to revise or delete existing ChartField strings.

Learner’s Guide ~11~ Revised: 03/15/2016
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Working with Planning Centers

Overview

The planning centers are the basic structure of an agency’s budget. They are created by
agencies to break down the budget level that OBM requires into smaller budget units that roll
back up to the OBM level.

There are separate planning centers for each scenario/activity within BPM (AGYOPA,
AGYOPB, AGYOPC, AGYREV, and AGYTRF).

OVERVIEW OF AGENCY BUDGET PROCESS

Start

l

OBM
Budget
Guidance
Released
l l OBM requests budget
changes as needed
Agency Agency
Receive Create No Agency OBM
access to budget Agency Reviewer Submit final Perform L
. 3 . . Revisions needed?
budget version by Update version: version to technical
from OBM line item of OBM review
Budget Data
Load Yes
. OBM
Agency Reviewers
Request budget changes Accept
as needed Agency
Budget
End

Agency Request Model

Below is an example of the Agency Request Model for the fiscal years 2018-2019 biennium.
The model shows the names and naming convention for the model, activities and scenarios.
This document is created by OBM and provided to the agency for use in creating budget
recommendations.

Learner’s Guide ~12 ~ Revised: 03/15/2016
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Model Name Activity Name Scenario Name Planning Center

1819_OPER_AGY Agency Request - Operating AGYOPA Expense Type A 1819AGYOPA FY 2018 - 2019 Expense A Request Deptid
AGYOPB Expense Type B 1819AGYOPB FY 2018 - 2019 Expense B Request Deptid
AGYOPC Expense Type C 1819AGYOPC  FY 2018 - 2019 Expense C Request Deptid
AGYREV Revenue - Non-GRF 1819AGYREV FY 2018 - 2019 Revenue Estimates Deptid
AGYTRF Transfers - Non-GRF 1819AGYTRF FY 2018 - 2019 Transfer Estimates Deptid
TARGETA Target A 1819TARGTA  FY 2018 - 2019 Target A Deptid
TARGETB Target B 1819TARGTB FY 2018 - 2019 Target B Deptid
TARGETC Target C 1819TARGTC FY 2018 - 2019 Target C Deptid
AGYCUR Current Year Estimated Expense 1819AGYCUR FY 2018 - 2019 Current Year Estimates Deptid
AGYAPR Current Year Appropriation 1819AGYAPR  FY 2018 - 2019 Current Year Appropriation _Deptid

Use the My Planning Workspace page to do and check budgeting and planning tasks,
including:

¢ Review the status of a planning center scenario/activity

e Enter ChartField strings for a planning center budget online or use the Budget Data
Load spreadsheet

e Submit a planning center budget for review

BPM General Tips

Some general tips to keep in mind as you are working with BPM:

The master version is sometimes referred to as version 4.

Use the Find option for quick searches.

Use the View 100 option.

Do not use the Back function on the browser bar.

Create a Saved Search to generate the search criteria you use most frequently. For

example, save one search as a Preparer and another as a Reviewer.

¢ When moving between Preparer and Reviewer roles, use the Workspace Search
function. This will result in fewer clicks than using the OAKS BPM standard menu.

e Switch between Activities and Scenarios within a role by choosing an option and then
clicking the Refresh button in My Planning Workspace.

e Clicking on Line Iltem Properties will expand the bar to show information about the
planning center where the user is viewing or editing data. This is a way for the user to
verify that changes are being made in the desired planning center.

e Similarly, clicking on Dimensions will expand the bar to show information about the
planning center where the user is viewing or editing data. This is also a way for the user
to verify that changes are being made in the desired planning center.

e Adding a note to an edited row can be a useful reference later in the process and may
remind the user to explain to another user the reason a modification was made.

e To enter a note, click on the paper icon on the right side of the row. Once a note has
been entered, the icon appears as a note with a push pin.

o To enter the note, type in the Enter Notes text area. If other OBM users should be able

to view the note, leave the radio button checked on Public Note. Private Note permits

only the original author of the note to view it. Click Append Note to Log. Click Apply,
then click OK.
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@Dollar amounts can be changed in scenarios without saving the action. When the
planning center is unlocked (by clicking Unlock), the changes are saved. So, be aware
as you change dollar amounts; if you don’t want the new amount, be sure to change it
back before unlocking the planning center.

Versions

e Aworking version is a working draft of a scenario/activity.

e There are five scenarios/activities that an agency must submit for each planning center:
AGYOPA, AGYOPB, AGYOPC, AGYREYV, and AGYTRF. For each planning center
scenario/activity, the agency can create multiple working versions. Best practice
indicates up to three working versions.

e OBM provides abase version (version 0) to start each agency’s planning and
budgeting. The base version contains all zero amounts, but is pre-populated with
ChartField strings used in the prior year actuals (for AGYOPA, AGYOPB, AGYOPC
only).

e When you begin, Version 1is a copy of the base version. You can use this to begin
budgeting for that planning center scenario/activity.

e The master version (version 4) starts out as a copy of the base version. When a
version is submitted for review, BPM automatically overwrites the submitted version into
the master version.

e A working version can be copied to a master version without submitting it. This is
helpful for running reports since the reporting tool points to the master version data.

e To create a new working version, it is necessary to choose another version to copy.
Existing versions can be copied into a new working version for adjustments, rather
than always starting from scratch. However, the base version may also be copied if a
fresh started is desired.

¢ A new feature of BPM now allows users to revise and/or delete an existing line item row
within the planning center.

o A submitted working version becomes the planning center master version once
submitted.

e Agencies may assign multiple Preparers to the same planning centers. However, only
one Preparer can work on a planning center at a time in My Planning Workspace. The
planning center is locked while a Preparer is working on it. If the Budget Data Load is
being used for updates, it can be loaded by multiple users at the same time for the same
planning center. Coordination of Budget Data Load updates is critical.

e Locking and Unlocking a Working version — When a version is opened for edits, it
is locked automatically so that only one user at a time can make changes. Remember to
unlock the version when changes have been made. This is important because:

e Only one planning center can be open at a time. User will not be able to open
other planning centers until the current open planning center is unlocked.

o No other users can open a planning center that is locked by another user.

e Users will not be able to use the Budget Data Load process for planning centers
that are locked.

e In the event a user runs into trouble unlocking a planning center, the OBM
Budget Analyst can assist with unlocking planning centers.
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AGENCY BUDGET DEVELOPMENT
HOW VERSIONS WORK
PREPARER
e The Reviewer rejects the
BASE budget from Planning Center
A.
{ Working 1 ) e The Preparer for Planning

Center A either corrects the
rejected version (Working 1)

Working 2 Planning Center A and resubmits or submits
another version of the

l

If a Reviewer rejects a
submitted planning center
budget (red line), the original
version reopens for editing.

Working 3 ’_m
WJA

planning center budget.

REVIEWER

.

BASE )
Agency Planning Center

B

PREPARER

( BASE )

( Working 1 )

( Working 2 ) PIan%
Working 3 )

Copy to a New Version
Select a budget version to copy.

Navigation

e Noerrorsin Planning
Center B

Planning and Budgeting > Activity Preparation > My Planning Workspace

Step By Step

Step

Screen Link

1. Enter or select Preparer in the Role Name field.

2. Click Search.

Preparer Search
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3. A list of all models available to someone with the specified
role displays.

4. Click the Scenario to copy to a new version. Search Results

5. The My Planning Workspace page displays the planning
center budgets for that model.

5. Click the Copy link for the line item of the version to copy.

Copy
The Copy Version page displays.

6. Select which version (master, version 1, or version 2) in
the To Version drop-down list.

7. Enter a Description that will allow easy identification of the Copy Version
version.

8. Click OK.

9. My Planning Workspace displays again, with the new copy :
displayed in the list of models. New Version

Locking and Unlocking a Working Version of Budget

Overview

When a working version of a scenario/activity is opened for editing, that working version is
automatically locked. Other people at the agency cannot edit a locked working version. To
unlock the scenario/activity after making edits, simply click the Unlock button for that version
line item on the My Planning Workspace page. A Release button displays in the same column
as the Unlock button displays. Click Release to release the version.

GThere is a batch job that runs on a nightly basis to unlock planning centers that
have been locked during the day.
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LOCKING AND UNLOCKING VERSIONS

Version Locked A
m When This Occurs
Access the Unlock
Working Version .| | Version | |
and make g when N
adjustments completed
Decide which
e version (1-3) Version
w';’:‘l’(sp':'c‘:':ag . > will be used for Locked?
P & adjustments
/
Contact the Access the
Preparer who N now
has the working . unlocked
version locked version
\_ AN
Navigation

Planning and Budgeting > Activity Preparation > My Planning Workspace

Step By Step
Step Screen Link

1. Enter or select Preparer in the Role Name field.
Preparer_Search

2. Click Search.

3. A list of all models available to someone with the specified role
displays.

4. Click the Scenario that has the version to unlock. The My
Planning Workspace page displays the planning center budgets

for that model. Search Results

gThis page can be accessed by another link once inside
the application; one of the possibilities is by clicking
the My Workspace link.

4. Click Unlock or Release, as necessary, for the desired version. |Unlock
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Budget Set Up Activities Overview

Overview
Budget set-up activities per planning center include:

e Budget line items (ChartField strings)
e Revenue and transfers
e Add or delete notes attached to a line item (ChartField string)
e Add or delete notes attached to a planning center
e Attach supporting documentation to a line item (ChartField string)
AGENCY PREPARER OVERVIEW
Start
Preparers Preparers Preparers .
. : . gency
Recei‘\\I;eJaLcccye . Develop Planning Add notes and Submit Planning i\\ er:zv:;:\(;v:;‘rs
Budget model —» Centerbudget ——» supporting —» Center budgets —» Cezferb d etsafd
Lflrcfm OBM versions documentation to Reviewers for submi:togOBM
as needed Agency approval
Agency Reviewers
request budget changes as needed
Yes
Changes
No
End

Any Preparer can:

e Enter a budget line item (ChartField string) amount
e Enter an adjustment
o Enter, view, and delete line item notes

Follow the agency’s internal budget development instructions about planning targets and other
budget allocations. The budget cannot be submitted if it exceeds the target that OBM has
established for the agency.
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Creating a Budget - Entering an OAKS BPM Budget Line Item

Overview

The foundation of creating an agency budget request is entering OAKS BPM line item amounts.
Another critical activity for the budget is checking the ChartField combination for each line item.
The additional ChartFields in an OAKS BPM line item allow the agency budget to be more
specific and detailed.

Entering an OAKS Budget Line Item

Select the

working version T Verify the
in whigch . Account, Fund, Enter the . (‘; AKS

yo —> Programand ——»  Budget Period —P i
want to i line item

ALl ChartField Amounts
enter a new information and Save
OAKS line item
A\ 4
End

GThe Add Line Item page can be used to add a line item (ChartField string) from a
specific version of the budget.

The Preparer is ready to provide budgets (AGYOPA, AGYOPB, AGYOPC, AGYREV, AGYTRF)
for an agency.

Navigation
Planning and Budgeting > Activity Preparation > My Planning Workspace

Step By Step
Step Screen Link

1. Enter or select Preparer in the Role Name field.
Preparer Search

2. Click Search.
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3. A list of all models available to someone with the specified
role displays.
Search _Results
4. Click the Scenario that has a version to which line items
(ChartField Strings) need to be added.

The Line Item Details page displays, with the notice “This
version is locked to others while you are editing.”

5. Select the appropriate Activity.
The exact option name varies by agency.

6. Select the appropriate Scenario.
7. Click Refresh.

The table updates to display the versions for the selected

Activity. Activity/Refresh

The My Planning Workspace page displays the planning
center budgets for that model.

eThis page can be accessed by another link once
inside the application; one of the possibilities is by
clicking the My Workspace link.

8. Click the Edit link for the version to which items need to be
added.

The Line Item Details page displays.

9. Verify that Add Entry is selected in the Action drop-down
field, then click Go. Add_Entr

GThe Add Line Items page displays, with
information about the current version displayed in

the header. _
Add Line ltem

The new line item (ChartField string) will be added only to
this planning center version of the budget.

10. Enter an Account code for the line item (ChartField string) to
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be created.

GThe Look Up Account page displays all account
codes, even those that were not used in the
previous biennium.

11. Enter a Fund Code
12. Enter a Program Code
13. Select an ALI

14. Select an Initiative

15. Click the Add a New Row icon to add more items and fill
them in as above.

GCIick the Delete Row icon [=] to remove a row that
has been started but is no longer needed. (The
icon will not remove a line previously into the Line
Item Details page.)

16. Click Add. The line item (ChartField string) is added to the
Line Item Details page. A Combo Edit Error will occur if the
user attempts to add a program or line item that is used by
another agency.

17. Scroll to the right of the row to make any revisions to the Changes
numbers or delete a number. This is the preferred method.

Optional
g

Click the 0 (link) amount field to open the Amount Per
Period page. Use the Amount Per Period page to enter
the line item (ChartField string) amount for both periods.

eAn existing OAKS BPM line item budget amount Adjustment
can also be adjusted using the Adjustment
Amount. This creates a history of the original
budget amount and the change. Only enter an
adjustment for a single existing OAKS BPM line
item (ChartField string).

18. Click OK. The amounts are added to the working version of
this budget.

18. Click the Save button.

The line just updated is highlighted.
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Save

Delete or Revise ChartField Strings

ChartField strings can be deleted and/or revised in My Planning Workspace.
Step By Step
Step Screen Link

1. Once in the appropriate Activity/Scenario on the Line Item
Details page, view the line item details.
Modify Chartfields
Click the green check mark next to the ChartField string to be
revised or deleted.

This will display the Modify Dimensions screen.
Modify Dimensions

2. To make a revision to a ChartField, click the Search button
(magnifying glass at the end of the field).

The Look Up screen will be displayed.

Look Up
3. Select the new value for the ChartField.

4. Note the new ChartField value. Click OK to complete the

Chartfield revision. ChartEield Modified
5. To delete a ChartField, click the Delete button.

6. A Message pop-up windown will be displayed.
e If you want to continue with the delete function, click
OK
e If the item should not be deleted, click Cancel.

Delete ChartFields

7. This will return to the Line Item Details screen.

From here new ChartField strings can be added. Line Item Detail Delete

Personalize View

Users can create a personalized view rearranging the column display for easier use. The
standard column display requires the user to open a pop-up window in order to complete the
amounts for each BPM line item (ChartField string). Columns can be re-arranged to display
more frequently used columns on the initial display.
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Step By Step
Step Screen Link

1. Once in the appropriate Activity/Scenario, click th

e .
Personalize button. Personalize

2. Click on the Column name in the Column Order column.

3. Click the up or down arrow to move the selected items up or
down in the Column Order.

4. Click the checkbox next to Hidden or Frozen to hide or freeze
columns in the display

5. Click the right arrow to move the selected items into the Sort Column_Order_Sort
Order column.

6. Click the X to remove items from the Sort Order.

7. Click the checkbox next to Descending to change from
Ascending to Descending sort.
Columns will be rearranged to the desired order and sort.

Requesting New ChartFields and/or Tree Updates

This is a process that is handled outside of the BPM system process. Please see the FIN
Process Manual for details.

Entering, Deleting, Viewing Line Item Notes

Overview

Notes can be added to OAKS BPM line items (ChartField strings) for clarification or to explain
why certain budgeting choices were made. Agencies should consider using the Notes
functionality to provide detailed information that justifies the dollar amounts entered for each
OAKS BPM line item (ChartField string). This allows your agency to make a permanent, easily
accessible record.
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Entering, Deleting, Viewing Line Item Notes
Preparer Preparer ._p_P reparer
Click Append
Enter the Note Mark the note
Start ublic or private Note to Log
P P to publish
the Note
Add
Preparer Preparer
Begin on the Click the Notes
Line ltem Icon for the line Add or Delete?
Details Page item for which a
Noteis needed Delete
Preparer Preparer
View the Note Click the
Trashcan icon
to deleteit

OAKS BPM allows notes to be created for a budget line item (ChartField string). Notes can be
assigned to have a public or private status. Only the person creating the note can view private
notes that have been entered. Reviewers, other Preparers, and OBM Budget Analysts can
view public notes in planning centers to which they have access. OBM will not access an
agency’s budget request or public notes until after the budget due date.

Click the Notes icon (on the Line Item Details page) to view, edit, or add a note. The push pin
in the note indicates that a note exists.

Click the Trash Can icon (on the Line Item Details page) to delete a note.

See the Line Item Notes page to:

e View all public notes for a line item (ChartField string)

e View your own private notes for this line item (ChartField string)

e Enter public and private notes about a line item (ChartField string)

o Delete your own notes about a line item (ChartField string)
Navigation

Planning and Budgeting > Activity Preparation > My Planning Workspace
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Step By Step
Step Screen Link

1. Enter or select Preparer in the Role Name field.
Preparer_Search

2. Click Search.

3. Alist of all models available to someone with the specified role
displays.

Search Results

4. Click the Scenario that has a version to which line items
(ChartField Strings) need to be added.

5. Click the appropriate option in the Activity drop-down list.
6. Select the appropriate option in the Scenario drop-down list.
7. Click Refresh.

The table updates to display the versions for the selected
Scenario.

The My Planning Work space page displays the planning

center budgets for that model. Activity/Refresh

eThis page can be accessed by another link once
inside the application; one of the possibilities is by
clicking the My Workspace link.

8. Click the Edit link for the version to which a line item
(ChartField string) note should be added.

The Line Item Details page displays.

9. Click the arrow next to the word Find to the far right of the Expand
screen.

The Line Item, Main Page window will display.

10. Click the Note icon to the right of the Total Amount column. Notes

The Line Item Notes page displays.
11. Enter notes in the Enter Notes text box. Enter Notes

12. Select the radio button for the appropriate privacy setting for
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the note: Public or Private.

13. Click Append Note to Log.

The text entered is moved to the Notes Log text box.

Notes Log
14.Click OK.

15. The Line Item Details page displays. BPM highlights the row

just changed. Notes Display

The Notes icon for that line item now has a pushpin in it.

16. Deleting a Note: Begins with clicking the pushpin note.

Delete_Note
17. Click the trash can icon to delete the note displayed. Trash Can
18. Viewing a Note is a simple matter of clicking the pushpin icon. View Note
19. Click the Unlock link when done.
The My Planning Workspace page displays. Unlock

Attaching, Deleting, and Viewing Supporting Documents

Overview

Supporting documents can be attached to working versions to provide reasons for allocations
and budget decisions. For example, attach SOPPS Biennial Payroll Projection worksheets to
show the OBM Budget Analyst how the agency came up with the payroll request for each
planning center.

In OAKS, files can be attached to a version of a planning center scenario/activity. Other
Preparers and Reviewers who have access to this planning center can see all attachments
and open them from the Attachments link on the Line Item Details page.

These file types can be attached:

MS Word (.doc and .docx files)
MS Excel (.xIs and .xIsx files)
Text (.txt files)

Adobe (.PDF files)

Supporting documents can be attached to any version of a scenario/activity for a planning
center.
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« BPM allows any file type to be uploaded.

« OBM recommends that executable files (those files ending in .exe) and databases NOT
be uploaded due to the potential for malicious software in these file types.

o Please note that the State's IT policies apply to all files uploaded to BPM.

Size Limitations
OAKS BPM recommends that file uploads be limited to a maximum of:

e Single File: 10MB (zip larger files before attaching)
e Total Agency: 500MB

When an Attachments Exist link is displayed on the Line Item Details page, it can be used to
open attachments for that budget version.

Remember to click the Save button on the Line Item Detail page to finalize a file attachment.
You must have Budget Line Item Details.

Navigation
Planning and Budgeting > Activity Preparation > My Planning Workspace

Step By Step
Step Screen Link

1. Enter or select Preparer in the Role Name field.
Preparer_Search

2. Click Search.

3. A list of all models available to someone with the specified role
displays.

Search Results

4. Click the Scenario that has a version to which line items
(ChartField Strings) need to be added.

5. Select the appropriate budget option in the Activity drop-down
list.

The My Planning Workspace page displays the planning center
budgets for that model.

eThis page can be accessed by another link once inside Activity/Refresh
the application; one of the possibilities is by clicking
the My Workspace link.

6. Select the appropriate option in the Scenario drop-down list.

7. Click Refresh.

The table updates to display the versions for the selected
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Activity.
8. Click Edit.

9. Click the Notes icon for the version to which a document should
be attached. The Notes page displays. Notes Icon

10. Scroll to the bottom of the Notes page.

The Attach Documents section is located at the bottom of
this page. If files have already been attached, a line item will
display for each attached file.

e If an attachment already exists, the link will read,
“Attachments Exist.”

11. Enter a descriptive name for the document to be attached in
the Description field.

Attach Documents

GIf an attachment exists that should be removed, click
the Delete button for that line item.

12. Click Attach.

An upload page displays.
13. Click Browse. Upload
The Choose File window displays.

14. Navigate to and select the desired file, then click Open. The fulllChoose File
path for the selected file displays in the text field.

15. Click Upload. Select File Upload

The Attach Documents page redisplays. There is now a link
with the file name to the left of the Description field, and the
User ID and Date/Time Stamp fields are populated.

Optional
§

Click the Add a new row icon to add another attachment.
Perform the steps that take place on the Attach Budget
Documents page to attach another document.

16. Click OK.
The Line Item Details page displays.

Add Row

Line Item Detalil

17. Attachments can be deleted by clicking the Delete button on

the Attach Budget Documents page. Delete Attachment
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18. Click the OK button when you have added, deleted or viewed an
attachment on the Attach Budget Documents page.

General Recommendation:

Only attach files that the Agency Reviewer or OBM Budget Analyst may use when reviewing
and trying to understand how the budget amount was calculated. If a file is larger than 10MB, be
sure to compress it.

Suggested Budget Attachments:

Spreadsheets

Payroll projections
Assumptions
Historical figures
Usage documentation
Grant Information

Attachments to Avoid:

e Strategic Plans: instead provide a link if the attachment is online.

o Personnel Files: these files are likely subject to Ohio's Open Records laws. Use
discretion if attaching these files.

o Extremely Large Files

e Undocumented Files: Must include author, date uploaded and location on the agency
network.

e Out-of-Date Files

Budget Data Load Template

Overview

The Budget Data Load Template can be used in establishing budget estimates for an entire
planning center and scenario/activity. Separate spreadsheets are necessary for each
scenario/activity and planning center combination (i.e., the spreadsheets cannot be combined
for different scenarios/activities on the same spreadsheet or for different planning centers).

Model and Activity Table

Based on the table below, find the type of data required for each Model and Scenario/Activity for
the Budget Data Load to be uploaded to the Budget and Planning Module (BPM).
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Model Name Activity Name Scenario Name Planning Center
1819 OPER_AGY Agency Request - Operating AGYOPA Expense Type A 1819AGYOPA FY 2018 - 2019 Expense A Request Deptid
AGYOPB Expense Type B 1819AGYOPB  FY 2018 - 2019 Expense B Request Deptid
AGYOPC Expense Type C 1819AGYOPC  FY 2018 - 2019 Expense C Request Deptid
AGYREV Revenue - Non-GRF 1819AGYREV FY 2018 - 2019 Revenue Estimates Deptid
AGYTRF Transfers - Non-GRF 1819AGYTRF FY 2018 - 2019 Transfer Estimates Deptid
TARGETA Target A 1819TARGTA FY 2018 - 2019 Target A Deptid
TARGETB Target B 1819TARGTB FY 2018 - 2019 Target B Deptid
TARGETC Target C 1819TARGTC  FY 2018 - 2019 Target C Deptid
AGYCUR Current Year Estimated Expense 1819AGYCUR FY 2018 - 2019 Current Year Estimates Deptid
AGYAPR Current Year Appropriation 1819AGYAPR  FY 2018 - 2019 Current Year Appropriation Deptid
BUDGET DATA LOAD
Start
Preparer
Download budget Preparer Preparer
data load template ———» Complete data entry —— Save as 2 cov file -
from the OBM on first tab :
Forms page
Preparer Preparer Preparer
Navi —Eﬁd Create a new run control Select appropriate
Data Load in BFM ——— or open an existing rum ——»  run control parameters
control and
attach the .csv file
Preparer Preparer
Preparer Check Message Log TTEparer
" inet O Open .xls file and
e - DT k make corrections
Load Error Report to
identify errors
End
Overview
y . H .
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There are Budget Data Load Templates for each type of budget model (AGYOPA, AGYOPB,
AGYOPC, AGYREV and AGYTRF) provided by OBM. They are accessible through
the myOhio.gov website: FIN Home > OBM Forms >OAKS Budget and Planning Module (BPM)
> BPM Spreadsheet Upload Template 2018 Biennium.

Understanding Importing Line Items

The Budget Data Load Import process enables the user to import multiple AMTPER method
line items at one time. This process imports line item data (ChartField strings) from a .csv file
into the specified business unit, planning model, scenario, activity, planning center, and budget
version. Keep the following considerations in mind when using this process:

o All locks to the model need to be released prior to running the engine and the model
must be in the Released state.

e Only method amounts are updated (adjustment and allocation amounts are not
updated).

e Target line items (ChartField strings) must have the method AMTPER (Amount Per
Period) or, for new line items, allow the AMTPER method to be assigned.

e Any line items that have been manually deleted after the model was released will be
reintroduced by the import process if the combination exists in the input .csv file.

e Deleting lines from the budget data load will not delete lines that already exist in BPM. It
is necessary to go back to My Planning Workspace to revise or delete existing
ChartField strings.

e This process locks the Planning Center. The Planning Center will automatically unlock
when the upload process is completed.

e The system does not prevent multiple concurrent processes from writing data to the
same planning center; if multiple import files for the same planning center are being
processed, they should be run sequentially.

Tips for Using the Budget Data Load

e Always save the working version as an .xlIs or .xIsx document. When the final version is
ready to load, save it as a .csv file.

e If corrections are needed after saving a .csv, go back to the .xls or .xIsx version to make
the corrections and save as a new .csv to load.

e The navigation path to load the final .csv file is Planning and Budgeting > Planning
and Budgeting Setup > Process Model > Budget Data Load

e For revisions where the row of data is no longer needed, it is necessary to delete the
row, not just clear the data from the spreadsheet cells. Merely clearing the data and
saving the file as .csv, still adds commas for that line, which will error when loading.

e The first row of the .csv file must be a header row that names the ChartFields, then the
budget periods to be loaded, in order. DO NOT CHANGE THE HEADER ROW.

¢ The ChartField names must exactly match those specified in the activity definition for the
model; and all of the model's selected activity dimensions, including CURRENCY_CD
must be included in the header row. Use headers provided — DO NOT CHANGE THE
HEADER ROW.

¢ All alpha characters within the body of the spreadsheet must be in UPPER CASE.
Each ChartField member in the .csv file must already exist in Budgeting and Planning. If
new chartfields are needed for the upcoming biennium, follow the standard process to
have the ChartFields created in FIN prior to usage in BPM.
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e Budget period amounts should not contain currency symbols, commas, or decimals. All
dollar amounts should be entered in whole dollars.

o Budget period amounts should be entered as values, not as formulas.

e |If the value for a budget period is zero, it is necessary to enter zero because a blank
value will result in an error. No fields can be left blank in the file.

Below are examples of data expected for each budget scenario:

Future Years Expense Estimates (AGYOPA, AGYOPB, AGYOPC) Scenario

3 digit category level, beginning with '5'
3 digit + 'PC" if using single Planning Center; or 9 digit if multiple Planning Centers

Fund

B' level program

ALl

Inititiatives. Choose from '001' - '099' for each row to tie initiatives with multiple rows together
Always 'UsD'

Full appropropriation for current year, dollar amount, no comma or 5 sign or blanks

Full appropropriation for current year, dollar amount, no comma or 5 sign or blanks

510 DAS103000 1280 36608 100620  USD 001 55000 56000
530 DAS103000 1280 36608 100620  USD 001 45000 O
560 DAS103000 1280 36608 100620  USD 002 75000 80000

Current and Future Years Revenue Estimates (AGYREV) Scenario

5-digit category level, beginning with '4'
3-digit Agency Code

Fund

Always "USD'

Revenue anticipated in current year 2017, dollar amount, no comma or 5 sign or blanks
Revenue anticipated in future year 2018, dollar amount, no comma or % sign or blanks
Revenue anticipated in future year 2019, dollar amount, no comma or $ sign or blanks
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Example row of data to use

45500 DAS 1280 usD 54678 55000 S6000

Current and Future Years Transfer Estimates (AGYTRF) Scenario

6-digit category level, beginning with '8'

3-digit Agency Code

Fund

Always 'USD'

Transfers In or Transfers Out anticipated in current year 2017, dollar amount, no comma or $ sign or blanks

Transfers In or Transfers Out anticipated in future year 2018, dollar amount, no comma or $ sign or blanks

Transfers In or Transfers Qut anticipated in future year 2019, dollar amount, no comma or $ sign or blanks

Example row of data to use

810110 DAS 1280 usb 54603 55000 56000

Current Year Expense Estimates (AGYCUR) Scenario*

*Agency will send the completed Budget Data Load spreadsheet and .csv files to the
OBM Budget Analyst to upload.

3 digit category level, beginning with '5'
3 digit + 'PC' if using single Planning Center; or 9 digit if multiple Planning Centers

Fund

B' level program

ALl

Initiatives. Choose from '001' - '099' for each row to tie initiatives with multiple rows together
Always 'USD'

Actual expenses anticipated for the current year, dollar amount, no comma or $ sign or blanks
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Example row of data to use

310 DAS 1280 100620|36608 usD 35355

Current Year Estimates by Appropriation (AGYAPR) Scenario*

*Agency will send the completed Budget Data Load spreadsheet and .csv files to the
OBM Budget Analyst to upload.

3 digit category level, beginning with '5'
3 digit + 'PC' if using single Planning Center; or 9 digit if multiple Planning Centers

Fund

B' level program

ALl

Initiatives. Choose from '001' - '099' for each row to tie initiatives with multiple rows together
Always 'USD'

Appropriation amount for current year, dollar amount, no comma or $ sign or blanks

Example row of data to use

510 DAS 1280 100620(3660B usp 55555

CSV File Requirements

The key to successful budget data loads is accuracy in completing the spreadsheet template.
The .csv file must meet the following requirements:

e The first row of the .csv file must be a header row that names the ChartFields, then the
budget periods to be loaded, in order. DO NOT CHANGE THE HEADER ROW - this
will create errors.

¢ The ChartField names must exactly match those specified in the activity definition for the
model; and all of the model's selected activity dimensions, including CURRENCY_CD
must be included in the header row. Again, DO NOT CHANGE THE HEADER ROW —
this will create errors.

e Each ChartField member in the .csv file must already exist in Planning and Budgeting.
Budget period amounts should not contain currency symbols, commas, or decimals. All
amounts should be entered in whole numbers.

o If the value for a budget period is zero (0), the user must enter the number zero (0)
because a blank value will cause errors.

e The entire spreadsheet must be formatted as text. The template is set up this way so
that any leading zeros in the numbers entered will remain intact. It is a good idea to
double check the formatting to avoid errors.

e All alpha characters in the field entries must be in upper case — capital letters.

Validations

During the import process, the system checks that the data in the .csv file meets various
requirements for Budgeting and Planning, such as ChartField combinations. Only rows that
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pass the requirements are imported. View the details for rows that do not import by viewing the
Budget Data Load Error Report.

The method ID default will be updated for ChartField combinations provided in the .csv file. The
method ID will be updated to AMTPER if the method override flag is enabled.

Tips for Loading the .csv file into BPM

¢ Navigation path to load the final .csv file into BPM is: Planning and Budgeting >
Planning and Budgeting Setup > Process Model > Budget Data Load
¢ When the user loads a .csv file to a budget version, it will:
o Replace any rows in the budget version with what is in the .csv file for rows that
have the same ChartField strings that are on the .csv file.
o Add rows to the budget version with new ChartField strings that are in the .csv
file that were not already in the budget version.
o Do nothing to the ChartField strings rows already in the budget version that are
not on the .csv file.
o Deleting lines from the budget data load will not delete lines that already exist in
BPM. It is necessary to go back to My Planning Workspace to revise or delete
existing ChartField strings.

e This process locks the Planning Center. The Planning Center will automatically unlock
when the upload process is completed.

e BPM does not prevent multiple concurrent processes from writing data to the same
planning center; if multiple import files are being processed for the same planning
center, they should be run sequentially.

e Both the .xIs (or .xIsx) and .csv files can be saved to the location of the user’s choice. It
is suggested that the files(s) be saved in a location that is easy to remember and access
by the user.

Below are examples of the run control fields for each budget scenario:

Run Control Fields for Future Year Expense (OPA, OPB, OPC) Scenario:
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Budget Data Load
User ID: 10067493

Run Control ID: OPA

*Description:
*Process Frequency:
*Business Unit:
*Planning Model ID:
*Scenario:

*Activity:

*Planning Center:

*Budget Version:

Source File:

& Save |[=] Notify

OPA Data Load

Report Manager

Run
Process Monitor

| Always
STATE
1819_OPER_AGY

[V
Q STATE
Q 1819 OPERATING AGY

1819AGYOPA Q1819 AGENCY OPERATING A
AGYOPA Q_ AGY OPERATING A
ACCPC Q AccpcC
| Version One [v|
Add View Delete

[+ Add Update/Display

e Planning Model ID '1819 OPER_AGY" is the AGY model used for OPA/OPB/OPC

scenarios.

e Scenario '1819AGYOPA' is the OPA Scenario. Scenario '1819AGYOPB' is the OPB
Scenario. Scenario '1819AGYOPC' is the OPC Scenario.

e Activity 'AGYOPA!' is the OPA Activity. Activity 'AGYOPB' is the OPB Activity. Activity
'AGYOPC' is the OPC Activity.

e This example run control is for the '"ACCPC' planning center. (This will be different for

each agency and planning center.)

e Choose the working version to load the .csv file--typically it will be to Version One.

eThe version must already exist in BPM to be able to select it here in the run
control. Create a version before running the Budget Data Load, if necessary.

e Add the .csv file as the Source File.

Run Control Fields for Transfer (TRF) Scenario:
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Budget Data Load

User ID: 10067493 Report Manager

Run

Run Control ID: TRF Process Monitor

*Description: TRF Data Load

*Process Frequency: IAIways

*Business Unit: STATE Q STATE

*Planning Model ID: 1819_OPER_AGY Q. 1819 OPERATING AGY

*Scenario: 1819AGYTRF Q 1819 AGY OPERATING TRF

*Activity: AGYTRF Q. AGY OPERATING TRF

*Planning Center: AFC Q_ CULTURAL FACILITIES COMMISSION
*Budget Version: | Version One

Source File: Add View Delete
[ Save [=] Nofify 54 Add Update/Display

e Planning Model ID '1819 OPER_AGY' is the AGY model used for TRF scenarios.
e Scenario '1819AGYTRF' is the TRF Scenario.
e Activity'AGYTRF' is the TRF Activity.

e This example run control is for the 'AFC' planning center. (This will be different for
each agency.)

e Choose the working version to load the .csv file--typically it will be to Version One.

eThe version must already exist in BPM to be able to select it here in the run
control. Create a version before running the Budget Data Load, if necessary.

e Add the .csv file as the Source File.

Run Control Fields for Revenue (REV) Scenario:
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Budget Data Load
User ID: 100674593 Report Manager
Run
Run Control ID: REY Process Moenitor
_l'-\.l" ]
*Description: |REV Data Load
*Process Frequency: |P.Iwa1,r5
*Business Unit: |STATE 1 STATE
*Planning Model 1D: |1819_OF'ER_AGY 2, 1819 DPERATING AGY
*Scenario: |'|31915‘-{3‘*"':‘"5'\IIr 2 1819 AGY OPERATING REV
*Activity: IAGYREV C AGY OPERATING REV
*Planning Center: |ADJ 2, ADJUTANT GENERAL
*Budget Version: Version One
Source File: . Add ' Wiew [ Delete
B save | [=] Notify | E: Add | & Update/Display

e Planning Model ID '1819 OPER_AGY' is the AGY model used for REV scenarios.
e Scenario '1819AGYREV' is the REV Scenario.
o Activity 'AGYREV"' is the REV Activity.

e This example run control is for the 'ADJ' planning center. (This will be different for
each agency.)

e Choose the working version to load the .csv file--typically it will be to Version One.

eThe version must already exist in BPM to be able to select it here in the run
control. Create a version before running the Budget Data Load, if necessary.

e Add the .csv file as the Source File.
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Run Control Fields for Current Year Expenses (CUR) Scenario:

Budget Data Load

User ID: 10067493 Report Manager

Run Control ID: CUR Process Monitor e

*Description: CUR Data Load

*Process Frequency: Always

*Business Unit: STATE . STATE

*Planning Model 1D: 1819_0OP_AGY_ADM 1 1219 AGY OPERATING ADMIN

*Scenario: 1819AGYCUR 2, 1819 AGY OPERATING CUR

*Activity: AGYCUR 2, AGY OPERATING CUR

*Planning Center: ACC Q, ACCOUNTANCY BOARD OF QHIO

*Budget Version: Wersion One

Source File: Add View Delete

B Save Maotify [Ey Add Update/Display

&

Agencies do not have security access to the Planning Model ID
‘1819 _OP_AGY_ADM. Send completed Budget Data Load spreadsheet and .csv files
to the OBM Budget Analyst for uploading.

e Planning Model ID '1819 OP_AGY_ADM' is the AGY model used for APR and CUR
scenarios.

e Scenario '1819AGYCUR' is the CUR Scenario.
e Activity 'AGYCUR' is the CUR Activity.

e This example run control is for the 'ACC' planning center. (This will be different for
each agency.)

e Choose the working version to load the .csv file--typically it will be to Version One.

eThe version must already exist in BPM to be able to select it here in the run
control. Create a version before running the Budget Data Load, if necessary.

e Add the .csv file as the Source File.
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Run Control Fields for Current Year Expense by Appropriation (APR) Scenario:

O
*Description: Budget Data Load
*Process Frequency: IAI\'/ays E]
*Business Unit: STATE Q STATE
*Planning Model ID: 1819_OP_AGY_ADM Q 1819 AGY OPERATING ADMIN
*Scenario: 1819AGYAPR Q_ 1819 AGY OPERATING APR
*Activity: AGYAPR Q. AGY OPERATING APR
*Planning Center: ACC Q_ ACCOUNTANCY BOARD OF OHIO
*Budget Version: [Version One
Source File: Add View Delete

&

Agencies do not have security access to the Planning Model ID
1819 _OP_AGY_ADM. Send completed Budget Data Load spreadsheet and .csv files
to the OBM Budget Analyst for uploading.

e Planning Model ID '1819_OP_AGY_ADM' is the AGY model used for APR and CUR
scenarios.

e Scenario '1819AGYAPR' is the APR Scenario.
o Activity 'AGYAPR' is the APR Activity.

e This example run control is for the 'ACC' planning center. (This will be different for
each agency.)

¢ Choose the working version to load the .csv file--typically it will be to Version One.

eThe version must already exist in BPM to be able to select it here in the run
control. Create a version before running the Budget Data Load, if necessary.

e Add the .csv file as the Source File.
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Navigation

Planning and Budgeting > Planning and Budgeting Setup > Process Model > Budget
Data Load

Step By Step

Step Screen Link
1. To search for an existing Run Control, make sure the
Find Existing Value tab is open, enter a few letters of
the dgspnpﬂon in the Search By: field. To get a full I|§t Find Existing Value
of existing run control values, leave the description in
the Search By: field Blank.
2. Click Search.
3. To create a new Run Control, make sure the Add a
New Value tab is open. Add a New Value
4. Add a name in the Run Control ID field.
oThere should be no spaces in the name — | Add Run Control ID
add underscore symbol between words.
5. Click Add.
6. Enter a description for the Run Control in the
Description field.
7. Select a Planning Model ID using the magnifying glass
icon at the end of the field.
8. Select a Scenario using the magnifying glass icon at
the end of the field.
9. Select an Activity using the magnifying glass icon at
the end of the field.
Run Control
10. Select the Planning Center.
11. Choose the working version to load the .csv file from
the drop down list in the Budget Version field. There
are up to 35 working versions but we recommend using
Version 1.
0Note the version must already exist in BPM
to be able to select it here in the Run Control.
Create a version before running the Budget
Data Load, if necessary.
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12. Click Add to attach the .csv file as the Source File.
13. Click Run.
14. The Process Scheduler screen will display. Click OK.

Process Scheduler Request

15.

This will return to the Run Control screen. Click the
Process Monitor link.

Process Monitor

16.

17.

18.

The next screen shows the Process List. You can
monitor the progress of your Run Control. Click
Refresh.

eWhen it is complete, the Run Status will
indicate Success and the Distribution Status
will indicated Posted.
In this case, Success indicates the process is
completed, it DOES NOT indicate that all data
successfully loaded into BPM.

Click the Details Link next to the Budget Data Load
line item you would like to review.

Process List

19.

Click the Message Log link.

Message Log

20.

The Message Log and all related messages are
displayed. The next section will go into detail regarding
error messages and the Budget Data Load Error
Report.

Error Messages

@When you use this feature, the system will always place the uploaded file into the
version selected by the agency in BPM. The Budget Data Load is both Incremental and

Destructive.

Incremental:

o Add rows to the budget version with new ChartField strings that are in the .csv

file that were not already in the budget version.

o Do nothing to the ChartField string rows already in the budget version but not in

the .csv file.
Destructive:

o If the ChartFields are the same but the amounts are different, then the amount

will be overridden.
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The Budget Data Load will fail if the planning center that the file is loading has already
been locked by another user. The planning center must be unlocked before the
spreadsheet will upload.

Troubleshooting Spreadsheet Errors

Overview

Once the Budget Data Load entry is complete and the user is ready to upload, errors will stop
the file from uploading to BPM. Below are examples of some of the possible error messages:

Error: Invalid Fund and extra line in the .csv file
Message: Invalid dimension or budget period found in the input file header row.

Explain

Explain

Explain

Explain

Explain

Explain
Explain
Explain
Explain
Explain

Explain

Explain

Message Log
Instance: 2315 Type: Application Engine
Name: BP_LI_IMPT Description: Line ltem Import
(= Kl
Severity Log Time Message Text
10 4-19:36PM Report Repository URL is:
. hitp:/ixmq3web01.0aks.ohio.gov:9150/SchedulerTransfer/bidwga (63,68)
Transferred
10 4:19:36PM file: /JuD1/oracl fi/rot/BIDWQA/20150708/1898/AE_BP_LI_IMPT_2315.trc file
size: 85KB (6
Transferred
10 4:19:36PM file: /uD1/oracle/psf/rpt/BIDWQA/20150708/1898/AE_BP_LI_IMPT_2315.AET
file size: 5KB ( 63,53)
Transferred
0 4:19:36PM file: /uD1/oracle/psf/rpt/BIDWQA/20150708/1898/AE_BP_LI_IMPT_2315 stdout
file size: 3KB (63,53)
0 4:19:36PM File transfer successful. Success (63,52)
0 4:19:36PM Successful Http Reply Code: 200 - OK (63,57)
4-19-36PM Published message with ID a7666e14-25ae-11e5-9ab8-8526e3e54eca to
S create entry in folder GENERAL
4:19:36PM Successfully posted generated files to the report repository
10 4:19:20PM Line Item Import Engine Started
10 4:19:21PM Processing File Header
4:19:21PM Invalid dimension or budget period found in the input file header row
10 4:19:22PM 0 line items are successfully updated
10 4:19:22PM 0 line items are not updated because of errors
10 4:19:22PM Line Item Import Engine Ended
Return

Explain
Explain

Explain
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When the above message is displayed in the Message Log, verify the headers including the
budget period in the .csv file. This is a hard stop. The file could not be processed so there is no
need to run the Budget Data Load Error Report.

Additional error messages include:

Error: Model Locked when doing Budget Data upload
Message: Processing File Header

Message Log

Instance: 2310 Type: Application Engine
Name: BP_LI_IMPT Description: Line Item Import
& ki 2]
Severity Log Time Message Text Explain
10 3:31-08PM Report Repository URL is: “Explain

hitp:/ixmg3web01.0aks.ohio.gov:9150/SchedulerTransfer/bidwga (63,68)

Transferred
10 3:31:08PM file: /JuO1/oracle/psft/rpt/BIDWQA/20150708 3/AE_BP_LI_IMPT_2310.trc file = Explain
size: 90KB (63,53)
Transferred
10 3:31:08PM file: /JuD1/oracle/psft/rpt/BIDWQA/20150708/1893/AE_BP_LI_IMPT_2310.AET Explain
file size: 5KB (63,53)
Transferred
10 3:31:08PM file: /uD1/oracle/psft/rpt/BIDWQA/20150708/1893/AE_BP_LI_IMPT_2310.stdout = Explain
file size: 3KB (63,53)
10 3:31:08PM File transfer successful. Success (63,52) Explain
0 3:31:08PM Successful Hitp Reply Code: 200 - OK (63,57) Explain
2-24-NRPN Published message with ID e232cfb2-25a7-11e5-9ab8-8526e3e54eca to create
a1 eem entry in folder GENERAL gl
3:31:08PM Successfully posted generated files to the report repository Explain
10 3:30:53PM Line Item Import Engine Started Explain
3:30:53PM Cannot Import because the model is currently locked Explain
10 3:30:53PM .Processing File Header Explain
10 3:30:54PM 0 line items are successfully updated. Explain
10 3:30:54PM 0 line items are not updated because of errors Explain
10 3:30:54PM Line Item Import Engine Ended Explain

Return
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Error: Department Mismatch between Run Control page and budget data load
Message: Invalid dimension or budget period found in the input file header row.

Message Log
Process
Instance: 2315 Type: Application Engine
Name: BP_LI_IMPT Description: Line ltem Import
1% First K1 144 0f14 D Last
Severity Log Time Message Text Explain
v Report Repository URL is: ;
10 4:19:36FM hitp:/ixmg3web01.0aks.ohio.gov:9150/SchedulerTransfer/bidwqa (63,68) Explain
Transferred
10 4:19:36PM file: /JuD1/oracle/psft/rpt/BIDWQA/20150708/1898/AE_BP_LI_IMPT_2315.trc file | Explain
size: 85KB (63,53)
Transferred
10 4:19:36PM file: /uD1/oracle/psfi/rpt/BIDWQA/20150708/1898/AE_BP_LI_IMPT_2315 AET Explain
file size: 5KB ( 63,53)
Transferred
10 4:19:36PM file: /JuO1/oracle/psft/rpt/BIDWQA/20150708/1898/AE_BP_LI_IMPT_2315.stdout  Explain
file size: 3KB (63,53)
10 4:19:36PM File transfer successful. Success (63,52) Explain
10 4:19:36PM Successful Http Reply Code: 200 - OK (63,57) Explain
T Published message with ID a7666e14-253e-11e5-9ab3-8526e3e54eca to =
4:19:36PM create entry in folder GENERAL. Explain
4:19:36PM Successfully posted generated files to the report repository Explain
10 4:19:20PM Line Item Import Engine Started Explain
10 4:19:21PM ._Processing File Header Explain
4:19:21PM Invalid dimension or budget period found in the input file header row. Explain
10 4:19:22PM 0 line items are successfully updated. Explain
10 4:19:22PM 0 line items are not updated because of errors. Explain
10 4:19:22PM Line Item Import Engine Ended Explain
Return
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Error: Incorrect Account used.

Message: Invalid dimension or budget period found in the input file header row.
ChartField: ACCOUNT

Budget Data Load Error Report

Business Unit:

Planning Model ID:

STATE

1715_CAP_AGY

STATE
1718 CAPITAL AGY

Scenario: 1718AGYCAP 1718 AGY CAPITAL
Activity: AGYCAP AGY CAPITAL
Planning Center ADJ

Budget Version 1

Process Instance: 2311

First KB 1 o4 I Last

Line Number ChartField ChartField Value Message Text

I 2 ACCOUNT 600 Invalid dimension or budget period found in the input file header row. % I

| &\ Retumnto Search | |15 Previousiniist| [+E] MextinList| [=] Nofiiy | [ Refresh
= ) I I | e

Error: Incorrect Program Code and Missing ChartFields
Message: ChartField Combo Edit failed

Budget Data Load Error Report

Business Unit:

STATE STATE
Planning Model ID: 1718_CAP_AGY 1718 CAPITAL AGY
Scenario: 1718AGYCAP 1718 AGY CAPITAL
Activity: AGYCAP AGY CAPITAL
Planning Center ADJ
Budget Version 1
Process Instance: 2323

Line Number  ChartField

2

ChartField Value

Message Text

Chartfield Combo Edit failed R

&\ Return fo Search | |45 +[E| Nextinlist | [Z] Meftify | ¢ Refresh

Error: Invalid Fund and extra line in csv

Message: Invalid dimension or budget period found in the input file header row.
Message: Input line %1 has wrong number of tokens.

ChartField: FUND_CODE

Budget Data Load Error Report

Line Number  ChartField
2FUND_CODE

3

ChartField Value

5070

Business Unit: STATE

Planning Model ID: 1818_OPER_AGY

Scenario: 181GAGYOPA 1819 AGENCY OPERATING A
Activity: AGYOPA AGY OPERATING A

Planning Center EXPPC

Budget Version 1

Process Instance: 2324

Invalid dimension or budget period found in the input file header row. B

Input line %1 has wrong number of tokens. B

Message Text

First K112 07 2 D [ast

Personalize | Find | B |
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Error: Incorrect ALI used.
Message: Invalid dimension or budget period found in the input file header row.

ChartField: PRODUCT

Budget Data Load Error Report

Business Unit: STATE STATE
Planning Model ID: 1819_OPER_AGY 1819 OPERATING AGY
Scenario: 1819AGYOPA 1819 AGENCY OPERATING A
Activity: AGYOPA AGY OPERATING A
Planning Center EXPPC
Budget Version 1
Process Instance: 2327
Personalize | Find | B | ¥ Fist K 4 074 L0 (st

Line Number ChartField ChartField Value Message Text

2|PRODUCT 935002 Invalid dimension or budget period found in the input file header row. 2
|& Retumto Search | 4[] PreviousinList | [+= Nextiniist| [ Notity | |y Refresh |

Error: Incorrect Program Code and Missing ChartFields
Message: ChartField Combo Edit failed

Budget Data Load Error Report

Business Unit: STATE

Planning Model ID: 18189_OPER_AGY L
Scenario: 1819AGYOPA 1819 AGENCY OPERATING A
Activity: AGYOPA AGY OPERATING A

Planning Center EXPPC

Budget Version 1

Process Instance: 2329

Line Number ChartField ChartField Value Message Text
2 Chartfield Combo Edit failed 23

£L Return to Search | }El Previous in List | .&E| Jextin st [=] Motify | Ls Refresh |

Security Error

Security access has not been properly set up in BPM. Contact the Agency Security Designee to
request the appropriate security access.
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Submitting a Planning Center Budget for Review

Overview

Submitting a Planning Center Budget for Review

( Start )

Preparer Preparer No
Access desired Add, delete or Cr— De f::—r:z:—::ave All Planni
planning center and modify line item o Al e Centersii'::;?fe "
working version details for the ' i g y
working version version
Yes
Yes
Preparer Preparer
Define OPA, OPB, or Attach supporting
OPC request documentation, if
initiatives for line necessary.

items

Preparer
Submit planning

m center master
versions for all
budget activities to
Reviewer.

This process is performed by the Preparer when submitting the budget to the Reviewer.

Before submitting a working version, OBM recommends that the working version/master
version be opened and verified one last time. Confirm each line item (ChartField string) is
accurate and entered correctly.

After adding and adjusting line items (ChartField strings) in a planning center budget for a
scenario/activity, submit one working version of the planning center budget for that
scenario/activity. When a version is submitted, BPM copies that version to the master version
and then submits the master version to the next level for review. You can only
submit one working version from each planning center. After you submit a planning center
budget for a scenario/activity, a Reviewer can view and approve it.

BPM automatically updates the master version when the Submit button has been clicked for a
working version or when you manually copy the working version into the master version.
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0 The Business Intelligence (BI) tool reports using data found on the master version. Users
are able to copy a working version to the master version without submitting the master
version in order to run reports.

e A Preparer can see only their assigned planning centers and the status of their budget
versions. Notice that the version submitted and the master version both now have
a Status of Submitted. If the Reviewer rejects the planning center budget, the status
changes to Rejected.

e All planning centers must be submitted before a Reviewer can make changes or
approve the budget. If a submitted working version of a budget needs to be updated,
the Reviewer must reject the budget to make it available to the Preparer to update.

e A Preparer can only edit a planning center when the status of the planning center
is Open or Rejected. If a Reviewer rejects a planning center, the Reviewer should
contact the Preparer by phone or by email to make them aware the planning center has
been rejected and why it has been rejected.

eWhen users submit all of the scenarios/activities for a planning center, BPM
automatically forwards that planning center’s budgets to the Reviewer.

-~ The Agency Reviewer cannot submit to OBM until Agency Preparers submit all of the
scenarios/activities (including OPA, OPB, OPC, REV estimates, and TRF estimates). Each
activity must be submitted separately.

27 All Planning Center budgets MUST be submitted, even if they include $0 amounts or
blank line items (ChartField strings). Blank line items should be deleted so they do not show up
on reports.

Navigation
Planning and Budgeting > Activity Preparation > My Planning Workspace

Step By Step
Step Screen Link

1. Enter or select Preparer in the Role Name field.
Preparer_Search

2. Click Search.

3. A list of all models available to someone with the specified role

displays. Search Results

4. Click the appropriate Activity or Scenario.

Activity/Refresh

The My Planning Workspace page displays the planning center
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budgets for that model.
5. Select the appropriate option in the Activity drop-down list.
6. Select the appropriate option in the Scenario drop-down list.
7. Click Refresh.
The table updates to display the versions for the selected

Activity.

eThis page can be accessed by another link once inside
the application; one of the possibilities is by clicking
the My Workspace link.

8. Click the Edit link for the version to be submitted.

The Line Item Details page displays.
Verify Line ltems

9. Verify each line item for accuracy. Then return to My Planning
Workspace when all items have been verified.

10. Click the Select check box next to a line item (ChartField string)
that is ready for submission.

eMultiple planning centers may be selected. Select

11. Click Submit.

The Submit Confirmation page displays.

12. Review the planning centers information to confirm that the

correct items are being submitted. Submit_Confirmation

13. Click OK.

The selected line items are copied to the master version and

submitted to the Reviewer. The My Planning Workspace page

again displays. The Status of the submitted items is Submitted,

in both the version being viewed and the master version.

14.If a planning center that has been submitted needs to beM
updated, the Reviewer must reject the budget to make it
available for editing. When a Reviewer rejects a line item, the
Reviewer should contact the Preparer either by phone or by
email to advise the Preparer it was rejected and why.
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Activities for the Reviewer Role

The Agency Reviewer reviews and approves or rejects the planning center budgets after the
Agency Preparer has submitted them to the Agency Reviewer.

Reviewing a Budget Submission

Overview
The Review Budgets topics are critical for those who will be:

Viewing planning center budget statuses

Reviewing planning center budgets

Monitoring agency compliance with targets

Rejecting planning center budgets

Submitting an approved planning center budget for an activity
Creating budget reports

OBM sets the planning targets in the Operating Budget Guidance and enters them in the
Agency Request Model. OBM sets planning targets for each agency by Fund.

The review takes place after the Preparers have submitted their planning center budgets. The
agency can:

Create, review, and submit budgets
Track the date, time, and author of the last action in the approval chain
Access historical data to compare and analyze the budget at a more detailed level
Use current budget data from planning centers’ master versions
Contain historical budget actuals for more complete comparisons
With the budget reporting role that all Reviewers must have:
o Use standard BPM budget reports to analyze, review, and approve the agency
budget (with Budget Reporting role)
o Use many report options that allow agencies to customize the way they view
budget data
o Run standard BPM budget reports as needed during budget creation and review

Viewing Planning Center Budget Status

Overview

This process is used by the Reviewer to display the My Planning Workspace page and its
sub-pages. These pages display the status of budgets - for example, whether or not planning
center budgets have been submitted.

The Details tab provides more information regarding when and by whom a planning center
budget was submitted.
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The Individual Planning Centers page displays the full list of planning centers. Most agencies
have one planning center. At the bottom of the page is the My Preparation Workspace link,

which is used to access the high-level budget.

Reviewing a Budget Submission

Budget Reports as

needed
Reviewer
Run reports to
help verify
accuracy of the
budget
Preparer Reviewer
Submit planning Reviewer No Approve budget
center budgets to Review planning and submit to
> h ?
Reviewer for center budgets Changes needed OBM Analyst for
approval review.
Yes

Prpare [ )
And/or

Reviewers
Make changes.
May require
creating new
versions.

A

Navigation
Planning and Budgeting > Activity Preparation > My Planning Workspace

Step By Step
Step Screen Link

1. Enter or select Reviewer in the Role Name field.

2. Click Search. Reviewer Search

A list of all models available to someone with the specified
role displays.

3. Click the desired Planning Model ID. The My Planning
Workspace page displays any planning center budgets that Reviewer Search Results

have been submitted.
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4. Click the Scenario.

5. Select the appropriate option from the Activity drop-down
list.

6. Select the appropriate option from the Scenario drop-down Reviewer Activity Refresh
list to be reviewed.

7. Click Refresh.

8. Click the Details tab to review when and by whom the
planning centers were submitted. Details

9. Click the My Review Workspace link.

The Individual Planning Centers page displays. Individual_Planning_Center
s

10. Click the My Preparation Workspace link.

The high level budget displays. The My Planning
Workspace page displays the base version and master Version Planning Worksp
(current working) version of the planning center.

ace
11. Click the View link for the master version line item.

The master budget displays. Scroll to the right of the screen
to see the current planning center budget for both fiscal years
being planned.
Master_Version

12. Click the My Workspace link

The My Planning Workspace page displays again. Review Workspace

13. Click the My Review Workspace link.
The My Planning Workspace page displays the statuses for
each line item (ChartField string) of a budget. The status can My Review Workspace
be viewed for each budget model, by line item (ChartField
string).

Reviewing a Planning Center's Budget

Overview

These instructions are a guide to reviewing the budget, including the types of information
displayed on the Line Item Details page. After reviewing the budget, it will be approved or
rejected.
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obtaining approvals:

The flowchart shows a detailed view of the process of reviewing planning center budgets and

Overview of the Reviewer Process

Receive the

Y
Reviewer
Analyze
Reviewer

planning center

OAKS Reports
OBM Guidance
Agency Priorities

- OBM Ohicas

OAKS Reports
OBM Guidance

Agency Priorities

Preparer Prepareror
Receive email Reviewer
master version R or call from Change a
planning center for an activity Reviewer - . | working version
. . Master . . P
Master version using OBM version version rejected or master
for an activity Guidance, and why version and
agency resubmit
priorities and for review
OAKS reports
NOTE: Changes by the
Reviewer or Preparer Reviewer Reviewer
are iterative until all Copy the Modify budget
validation is passed Master version using the Budget
and all approvals Changes t? and create a > Dataloador ([¢—
given. Both must have aster versio new Working OAKS line item
the budget reporting No version activity
role.
< |
OAKS Reports OAKS Reports
A4 Reviewer Target
Agency Submit approved validation reject
Reviewers Executives and budget activities notice
Approve the Decision to OBM Analyst
planning center o Makers o Target
Master version Review OPA, BPM runs target validation
for the activity OPB, OPC and . passed?
sl validation for Yes No
information RRACEE
OPC
OAKS Reports
A 4 OAKS Reports
OBM Analyst
Receive the Agﬂm'v
. Submitall
validated N
Master versions Accepted? T bud.get
for all documentation
. to OBM in hard
bud-gc_et.mg and soft copy
activities
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Viewing planning center statuses allows the user to decide what action, if any, should be taken
for a planning center budget. Check the status of and view all planning center versions at any
time.

An Agency Reviewer can make changes to budget line items (ChartField strings). Use the
Preparation Workspace page to:

e Create up to 35 working versions for an activity
o Enter an adjustment to an OAKS BPM line item (ChartField string)

Agency Reviewers can access all planning centers for their assigned scenarios/activities to
review the agency’s submitted budgets. Agency Reviewers accept, reject, or edit budgets
submitted to them.

Agency Reviewers can view and reject planning center budgets after an Agency Preparer
submits them.

Agency Reviewers cannot edit or approve planning center budgets for a scenario/activity until
Agency Preparers submit all planning centers for that scenario/activity to the Agency
Reviewer for their review.

All agencies must submit their agency budget requests to OBM by the date specified in the
OBM Budget Guidance issued for the budget biennium.

Run and review budget reports in BPM and Business Intelligence (Bl) as needed during the
budgeting process, with the Agency Reporting Role.

Rejecting a Planning Center Budget

An Agency Reviewer should reject lower-level planning center budgets when an Agency
Preparer needs to make one or more changes in those budgets. Only planning center budgets
with a status of Submitted can be rejected.

/N

;

V\? Best Practice: Good business practice recommends that the Agency Reviewer contact
the proper Agency Preparer by phone or email. The Agency Reviewer should explain
the reason for rejecting the planning center budget and the changes needed to correct it.

When deciding whether to reject, the following list includes some common errors or reasons an
Agency Reviewer might reject a planning center budget for a scenario/activity:

e An Agency Preparer did not follow the OBM Budget Guidance.

e The Agency Preparer did not follow the agency’s internal budget development
instructions about planning targets and other budget allocations.

e The Agency Preparer did not use notes or attach documents to explain their request
and/or budget adjustments.

e An Agency Preparer submitted an incomplete planning center budget or the wrong
budget version for review.
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e The Agency Preparer made unrealistic or incorrect budget estimates for the planning
center budget activity.

e OBM has provided new guidance and is asking the Agency Preparer to revise their
budgets.

In Summary
Only a planning center budget with a status of Submitted can be rejected.

When a planning center budget is rejected, the Agency Reviewer should talk with or email the
Agency Preparer the reasons for the rejection and the changes needed to correct it.

Agency Reviewers can review, reject, edit, and approve planning center budgets in BPM.

Use standard reports during the budget process to help create, review, and submit agency
budget requests to OBM.

Until all agency planning centers for a scenario/activity are submitted, Agency Reviewers can
review and reject, but cannot edit or approve planning center budgets (i.e., all OPA planning
centers for an agency have to be submitted before the OPA budget can be approved). Agency
Reviewers can check budget statuses and view planning center versions of any planning center
budget in their assigned scenarios/activities at any time. They can view the Line Item Details
page for a planning center version by clicking the View link for the planning center and version
on the My Planning Workspace: My Review Workspace page.

Budget statuses describe the budget development progress for planning center activities. The
statuses are:

e Submitted — Sent to next level of review

e Open — Can edit or submit

e In Review — Reviewer has opened to view or edit

o Rejected — Returned to Preparer for changes

e Approved — Accepted by Reviewer and submitted to OBM

e Not Ready — Reviewer can’t work with this agency-level budget

eOnIy Reviewers can see the Not Ready status.

A planning center budget has been submitted for the Reviewer's review and approval or
rejection.
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Navigation
Planning and Budgeting > Activity Preparation > My Planning Workspace

Step By Step
Step

1.

2.

3.

4.

Enter or select Reviewer in the Role Name field.

Click Search.

A list of all models matching the search criteria displays.

Click the appropriate Scenario.

The My Planning Workspace page displays the planning
center budgets for that model.

elf the Status displays "Not Ready," this budget can
be viewed, but no changes can be made until
the Status displays "Submitted."

eThis page can be accessed by another link once
inside the application; one of the possibilities is by
clicking the My Workspace link.

Select the appropriate budget option in the Activity drop-
down list.

Select the appropriate option in the Scenario drop-down list.
Click Refresh.

The table updates to display the versions for the selected
Activity.

Click the View link of the master version line item for the
planning center budget to review.

A

S f

~1 IMPORTANT: Check the agency's planning targets
using the OAKS BI-Cognos BPM-0006 Agency to Target
Compare Report.

10. Click the My Workspace link to review the budget breakdown.

Screen Link

Reviewer Search

Reviewer Search Results

Reviewer Activity Refresh

My Workspace
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The My Planning Workspace page displays an overview of
the Status.

11. Click the My Review Workspace link to review the details of My Review Workspace
the budget.

The My Planning Workspace page displays, the My Review
Workspace text is no longer a link, and the My Preparation
Workspace text, to the left, is now a link.
My Preparation_Workspa
12. Select the budget version to review in the Version drop-down ce
list for the desired planning center.

13. Click the View link for that line item.

Optional

The Line Item Details page displays.

Adjust the page dimensions (i.e., what columns are
displayed in the table.)

a. Click the Dimensions and Members header bar|tem Detail Dimensions
arrow.

The section expands.

b. Select (or deselect) the desired dimensions.

GAny options selected will display on the page. Refresh Dimensions

c. Click Refresh Dimensions.

The table display refreshes to match the
dimensions selected.

14. Click the My Workspace link.

The My Planning Workspace page displays. My Planning Workspace

Optional

15. If the budget line item needs more work, click Reject. This Reject
is done from the My Review Workspace page.

16. Click the OK button to confirm the reject.
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Viewing Planning Center Targets (OPA, OPB, and OPC)

Overview

It is necessary to review the budget targets by fund. The BPM-0006, Agency to Target
Compare report, checks the agency budget request against the planning targets in the master
version when you attempt to submit the OPA, OPB, or OPC scenario/activity to OBM. The
report is also able to check targets against the master version, even if the master version has
not been submitted.

You can check your agency's planning targets any time while you are creating and reviewing
your budget. The BPM-0006, Agency to Target Compare report, uses real-time BPM data so it
will always be up-to-date.

Course Recap

This course was designed to provide the knowledge and skills associated with the Agency BPM
process for both Preparers and Reviewers.

The Agency BPM process is used to electronically prepare, review and submit the biennial
budget requests for agency planning centers. This course has taken the learner through all
steps in the BPM process from beginning to end for both the Preparer and the Reviewer roles.
While the budget submission will be done through BPM, agencies will still be required to send in
hard copy documentation. Important points to be remembered as you work through the BPM
process:

e BPM entry can be done online through My Planning Workspace or by using the Budget
Data Load template.

¢ Only one planning center can be open at one time.
¢ Only one Preparer can be in a planning center at one time.

e When a planning center is opened, BPM automatically locks it so no other user can be
making changes.

e Budget Data Load will fail if the planning center is locked.

o Prepare and submit separate scenarios/activities: OPA, OPB, OPC, REV, and TRF.

e Reviewer cannot access master version until it is in the Submitted status.

¢ Reviewer will need to Reject the version back to the Preparer if changes are needed.

e Reviewer Approves the version to submit to OBM.

Agency Budget Reporting

The following reports are available to agencies to assist in creating budget requests:

Role Needed: OH_EPM_BP_AGY_REPORTING

Navigation: Public Folders > Bl Reporting Folders > Bl Standard Reports > Budgeting
and Planning
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REPORT NAME

AGENCY/OBM
MODEL &
VERSION

PURPOSE

BPM-0002: BP Analysis Report (6
year report)

BPM-0003: Fund Activity Summary
Report

BPM-0004-Summary: Executive
Agency Budget Request -
Summary

BPM-0004-Detail: Executive
Agency Budget Request — Detail

BPM-0006: Agency to Target
Compare Report

BPM-0007: Variance Analysis

Report

BPM-0014: APR — CUR Variance
Report

PAY-0009: SOPPS to BPM
Comparison

Agency, Version
4

Either, Version 4

Agency

Agency

Agency

Either, Version 4

Either, Version 4

Agency

Report provides summary by
program, fund, ALI, and account
category. Formerly referred to as
Line Item Summary report, Table 4.

Report displays ending cash balance
for each fund. Formerly referred to
as Table 6. A prompt provides an
option to view negative fund
balances only.

Report displays summary view by
Budget Fund Group (BFG) and
account category. Formerly referred
to as Table 1. A prompt provides an
option to view by summary or detail
information.

Report displays budget request by
Budget Fund Group (BFG), fund,
ALI, and account category. Formerly
referred to as Table 2. A prompt
provides an option to view by
summary or detail information.

Report shows where agency request
exceeds targets.

Report compares versions of the
budget including agency request,
OBM recommended, and legislative
versions.

Report compares the appropriation
estimates (APR) to the current year
spending estimates (CUR).

Report compares SOPPS payroll
projections to payroll requested in
BPM.
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Bl Report Books

Bl Report Books can be accessed via the Useful Links button in the Bl Portal.

Busingss Imtalligence

=1

Reporting Folders

Ohio Cognos Connection

i g BI Portal Public Folders

Useful Links

My Folders

Dashboard Example
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Appendix A: FAQs
Question

Why can't | access any menu
options in BPM?

Answer/Solution

Security access has not been properly set up in BPM. Contact the
Agency Security Designee to request the appropriate security access.

Why can’t | see my planning center
in My Planning Workspace?

Security access has not been properly set up in BPM. Contact the
Agency Security Designee to request the appropriate security access.

| submitted my budget as a
Preparer but can’t find it as a
Reviewer — why?

Security access does not include the Reviewer role. Contact the
Agency Security Designee to request the appropriate security access.

How do | unlock a planning center?

When a working version of a scenario/activity is open for editing, that
working version is automatically locked. Other people at the agency
cannot edit a locked working version.

To unlock the scenario/activity after making edits, simply click
the Unlock button for that version line item on the My Planning
Workspace page.

What do | do if | have an issue
when trying to submit my budget to
OBM?

Check targets to make sure they have been accurately entered and
also make sure all Preparer planning centers have been submitted.

How do | resolve a target issue?

The Reviewer should reject the budget request back to the Preparer
to reduce the budget request below the target amount. Or, if
appropriate, contact OBM Budget Analyst to request an increase to
the target (per guidelines in Operating Budget Guidance).

What do | do if | think my reports
are not accurate?

Contact your OBM Budget Analyst or log a CRM ticket with the BI
team, using the OAKS helpdesk:
mailto:Oaks.helpdesk@das.ohio.gov

How do | request a new ChartField
or Tree or changes to existing
ChartFields or Trees?

Refer to the FIN Process Manual for instructions.

How can | validate what
ChartFields are available for me to
use?

Run the GL-00075 report in OAKS BI.

How do | revise or delete

ChartField strings?

New functionality in My Planning Workspace allows users to either
delete the ChartField string or revise the ChartFields all on the same
screen.

What is the budget portal and how
is it used with BPM?

The budget portal within the Budget Center is separate from the
online budgeting system. Refer to the OBM Budget Guidance for
instructions on what is needed in the budget portal.

What is the language portal and
how is it used with BPM?

The language portal within the Budget Center is separate from the
online budgeting system. Permanent or temporary Ohio Revised
Code language requests are submitted to OBM through the language
portal. Refer to the Budget Guidance for instructions.
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Do | need to submit all
scenarios/planning centers, even if
we are not requesting anything?

Yes, all planning centers must be entered even if no budget request
is being made.

What do | do about rows with $0?

Either leave and submit as $0 or delete the item if you do not want it
to show up on reports

What do | do when a fund balance
is negative in the fund balance
calculation report in BPM?

Ohio is constitutionally required to have a balance budget. Agency
needs to reduce the operating request or, if appropriate, verify the
REV and TRF estimates have been entered accurately.

How do | track a bill through the
legislature?

BPM-0007 is the Variance Analysis report and is updated with all of
the budget versions as they go through the legislature. Agency can
run report and compare their requested budget to the OBM
recommendations or to the legislative versions.

Appendix B: Best Practices

Best  Practices
Activities
Naming Working Versions

for BPM

When copying a version, give the new version a name that is
meaningful.

How to Report
Versions

on Working

Copy into a master version and run the report prior to submitting the
master version.

Saving Favorite Links in BPM
(i.e., My Planning Workspace)

Create a “Saved Search” to generate the search criteria you use most
frequently. For example, save one search as a “Preparer” and save
another as a “Reviewer.” Save Search Criteria appears at the bottom
of the My Planning Workspace screen.

Save Viewing Preferences in
BPM (i.e., which fields and sorting
order are displayed, adding in
descriptions — setting up different
views)

Users can set up viewing preferences and save the view(s) for future
use. This is done through the User View Details page.

e Click the Create link in the User View group box on the Line
Item Details page).

e Enter a description for the view definition.

e Click Copy to copy the user view.

Entering Row Display Filter Information:
e Access the Row Display Filter page (select the Row Display
Filter tab on the User View Details page).

gCasual Preparers cannot define any private views.
They can only select public views defined by the
coordinator.

e Dimensions — displays only those Dimensions available to
you, defined by Activity.

e Dimension Level — select up to three dimensions to display
on the row, nested hierarchically in the order you select them.
Values are “First,” “Second,” and “Third.”

This field is grayed out and not available for use if all of the
following conditions are true:
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e The user navigated to this page from the Line Item
Details page.

e The user has only partial access to the planning center
version from which they are navigating.

e User view is private.

0For a flat view, do not select any dimension levels.

Show Code - select to display the associated dimension’s
value code.

Show Description — select to display the associated
dimension’s description.

Filter Dimension Members tab - specify the From and To
range and the Account Category that you want to display for
each of the dimension rows.

Enter Display Option Information

Access the Row Display Options page (select Row Display
Options tab on the User View Details page).

Row Summary — select to display only summary nodes for
the first row dimension.

Row Detail — select to display only detailed (editable) cells for
all row dimensions.

Hide Zero Total Amounts for Proposed Budget/Forecast —
select to hide line items for which the total amount is zero (0).
If you select this option, the system displays only those line
items with entered values.

Method Amount — select to display the assigned method
rows for accessing method details or entering budget
amounts.

Adjustment Amount — select to display rows for incremental
or mass adjustment amounts when applied.

Allocation Amount — select to display amount rows that you
cannot modify using the line item activity; these amounts are
applied through the Edit Allocation option when available on
My Planning Workspace for the master version.

Total Amount — displays the total of the method, adjustment,
and allocation amount.

eAccess to modifying the method, adjustment, and
allocation amount must be granted.

Display Entry Currency — select to display all entry currency
rows. Alternatively, enter a currency value in the Filter
Dimension Members grid on the Row Display Filter page to
display only one entry currency.

Preparation — Historical information appears as full year
totals in the columns.

Large Variances from Current
Biennium Appropriation and What
is Being Requested for the next
Biennium

In these situations, documentation should be attached to the line item.
As a Preparer, it is necessary to be able to explain large variances as
well as any new request being made for the next Biennium.
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Unlocking  Planning  Centers | Only one planning center can be open at one time and only one

When Exiting Preparer can be working in that planning center at one time. It is
imperative that you unlock planning centers when you are exiting so
that other Preparers and Reviewers can open the planning center
and so that you can open other planning centers.

Use Dimension 1 Field for | It provides clarity in your request to write narratives for requests when

Initiatives you can group ChartField strings together and show as one Initiative.

More instructions will be included in the Budget Guidance.

How to Use SOPPS Projections
for Budget Preparation

Refer to the Budget Guidance for instructions on using SOPPS
Projects in your Budget Preparation.

Be Able to Write Narratives to go
along with Budget requests

There may be questions from Reviewers and OBM Budget Analysts
regarding ChartField strings within your budget. Be prepared to
explain why you made the request. Writing a narrative related to the
request and attaching it to the line item will provide information in
addition to the narrative your agency submits in the budget request to
OBM.

Appendix C: Screenshots

Create New Version - Preparer Search

My Planning Workspace

Favorites  Main Menu > Planning and Budgeting > Activity Preparation > My Planning Workspace

Enter any information you have and click Search. Leave fields blank for a list of all values.

begins with “[{

Role Name:

Business Unit: begins with
Planning Model ID: | begins with

Activity: [begins with V||
Scenario: begins with

[ ICase Sensitive
2

Search Clear

Basic Search [§) Save Search Criteria

el leye fe
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Search Results

Search Results 3

View All L First [q] 1-32cf32 [ Last
Role Busziness . L )

Name Unit Planning Model ID Activity SCEnario

iiﬁé'ﬁéi Fé'ﬁ STATE 1718 CAP AGY AGYCHF’ 171 EAGTCAF‘

1712
4
Ereparer —
Freparer STATE 1819 OPER AGY AGYOF‘C 131 EIAGYOPC
Freparer STATE 1819 OPER AGY |AGYREY 1319AGYREY
Preparer STATE 1819 OPER AGY [(AGYTRE 1319AGYTRE
Freparer STATE 1814 OPER AGY TARGETA 1819TARGTA
Preparer STATE 1819 OPER AGY |TARGETE 1319TARGTE
Preparer STATE 1819 OPER AGY |TARGETC 1319TARGTC
Preparer STATE 1819 OPER OBM |OBEMOFC 13190BMOPC
Freparer STATE 1819 OF AGY ADM AGYAPR 1319AGYAPR
Preparer STATE 1819 OF AGY ADM AGYCUR 1319AGYCUR
Copy

Favo.mes Main Menu > P(a\muarg&noemo > ncuvnyPLeoarauon > My Planning Workspaca

My Planning Workspace
Role Name: Preparer s
Business Unit: STATE User Preferences
Planning Mode I0: 1819_OPER_AGY 1819 OPERATING AGY Emat o
Activity: [acvora V] Elinnind Gudeines
Scenero: 1819AGYOPA  w| Refresh

To view or change your budget or plan, select Edit or View for the deswed Planning Center version. To copy a version, click Copy. To submit the compieted bucget or pian for approval, select the desired version
for each Planning Center and click Submit

Submit Version: (Al hd Status: (A8 hod Refresh

Locked

Select :hnnmg Description Version Description Status Date Locked By Edit View Copy Allocations Notes
[0 |AccPc lAccec 8ase Base Version Vi 5 &
—
(] Accrc  Accee Vesont  [SADUREl m Reected Edt  Vew Coo EdtAdusment &
[0 |accPc  Accee Master Master Version B Rejected View Cooy EgeAsocations &
Suomit
v Select A2 Clear AX
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Copy Version

Favorites | Main Menu > Planning and Budgsting >  Activity Preparation > My Planning Workspace

Copy Version

Business Unit: iTATE
Planning Model 1D: TTT1819_0OPER_AGY 1815 OPERATING AGY
Activity: AGY OPERATING A
Scenario: 1818 AGENCY OPERATING A
Planning Center: ACCPC
From Version: Base Base Yersion
*To Version: \ersion 2 i 6

*Description: Updated Planning| » 7

oK | cancel = aAppy = 8

New Version

Favq‘&es Main Menu > P!amarg&meono > Acuvvtyp:eoarabm > My Planning Workspace

My Planning Workspace
Role Name: Preparer R
Business Unit: STATE User Preferences
Planning Model 1D: 1819_OPER_AGY 1819 OPERATING AGY Emal &
e GGYQPA? i v Planning Guidolines
Scenario: [1s12aGYOPA V| Refresh

To view or chanpe your budget or plan, select EGt or View for the desered Planning Center version. To copy a version, cikk Copy. To submit the compieted budget or plan for approval, seiect the desired version
for each Planning Center and click Submat

Subma Version: (Al V| Status:

| Al v Refresh

Copy
] ACCPC  ACCPC Base Base Version 9 view Cogy &
[] ACCPC  ACCPC Version 1 'p’::fr"io‘””‘-" B Rejected Edt Mew Copy  Edi Adiustment &
I O ACCPC ACCPC Version 2 Updated Planning Egit View Copy it Adiystmen| &
[0 AccPe  AccPe Maser Master Version B Rejected View Copy [Edt Asiocations &
Subma
¥ Select Al ) Clear Al
Back
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Unlock — Preparer Search

Favg’rites Mainyenu » Pianningang Budgeting > Activityn;eparah'on » My Planning Workspace

My Planning Workspace
Enter any information you have and click Search. Leave fields blank for a list of all values.
Find an Existing Value

~ Search Criteria

Role Name: begins with v [{
Business Unit: begins with v |
Planning Model ID: | begins with ||
Activity: begins with V||
Scenario: [begins with V||

[ Icase Sensitive
2

il elye Fe

Search Clear  Basic Search [E] Save Search Criteria

Search Results

Search Results 3
View All | First [ 1-320fa2 [] Last

Role Buszinezs
Name Unit

FFEDEFEF STATE 1718 CAF’ AGY AGYCAF’ 1?18AGYCAF'
1712 A als

181 QAGYDPA 4

Planning Model 1D Activity SCenario

AG“I"O F';—'i

Preparer |STATE 1313 OFER AGY AGYOF’C 1819A{3YDPC
Preparer STATE 1319 OPER AGY AGYREW 1319AGYREY
Preparer STATE 1313 OPER AGY |AGYTRF 1313AGYTRE
Preparer STATE 1819 OPER AGY | TARGETA 1819TARGTA
Preparer |STATE 1319 OPER AGY |TARGETB 1319TARGTE
Preparer STATE 1219 OPER AGY |TARGETC 1219TARGTC
Preparer |STATE 1319 OPER OBM |OBMOPC 12190BMOPC
Preparer STATE 1319 OF AGY ADM AGYAPR 1319AGYAPR
Preparer STATE 1313 OF AGY ADMAGYCUR 1313AGYCUR
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Unlock

FWM M:ﬂﬂu > vtavwangm > MW'W > My Planning Workspace

My Planning Workspace

Rode Name: Pregarer

Busaness Unit: STATE

Planning Model 10: 1819_OPER_AGY 1810 OPERATING AGY &
Actwiy:

Sconario: YOPA  w| Retresh

ehck Suoemit
Subma Version: |1 v ety [ V] Refresn

Select ¢ 0 Descrigtion Version Descrption Statun Locked Date Locked By Unlock  Edit

[] AccPec AccPC Version 1 Inal Budget B Rejected

Pisering EGt  Mew Cooy EQf Adustment

m;ﬁ»« S10145833 5 En{ View Copy Edt Adustment

ACCPC ACCPC Master Master Verson B Rejected — View Cooy EofAlocations

O ACCPC  ACCPC Version2  Updated Planning

¥ SewctAl Cigar AV

To view O Chane your budpet or plan, select EGt or View 1or the cesked Planning Canter version. To copy @ version, ¢iick Copy. To submit the compieted Dudoet or Dian %or aporoval, select the Cesked version for each Planning Center and

&9 New Window|

Creating a Budget — Preparer Search

Favorites Main Menu > Planning arg Budgeting > Activity Preparation > My Planning Workspace

My Planning Workspace
Enter any information you have and click Search. Leave fields blank for a list of all values.
Find an Existing Value

begins with Vv [{
Business Unit: begins with ||
Planning Model ID: | begins with ||
Activity: begins with V|
Scenario: [

Role Name:

L L LR

[ Icase Sensitive
2

Search Clear | Basic Search [B) Save Search Criteria
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Search Results

Search Results

3
View All L First [q] 1-320f32 [p] Last
Role Business . L )

_Harne _W Planning Model ID Activity Scenario
Ffﬁ'ﬁﬁfﬁ'ﬁ STATE 1713 CAP AGY AGYCHP 1?1BAGYCAF'
3 110 Cab IR 2R

HGY 181 EIHGTGPA
Preparer |STATE 1819 OPER AGY AGYOF‘C 181QAGTOPC
Preparer STATE 1819 OPER AGY |AGYREV 1819AGYREY
Preparer STATE 1819 OPER AGY |AGYTRE 1819AGYTRF
Freparer STATE 1819 OPER AGY |TARGETA 1819TARGTA
Preparer STATE 1819 OPER AGY |TARGETE 1819TARGTE
Preparer STATE 1819 OPER AGY |TARGETC 1819TARGTC
Preparer STATE 1819 OPER OBM |OBEMCPC 18190BMOPC
Preparer STATE 1819 OP AGY ADM AGYAPR 1219AGYAPR
Preparer STATE 1819 OP AGY ADM AGYCUR 1819AGYCUR
Activity/Refresh
Fa@tes Ma-n'Menu > P!armafg&xdoecnv > knvtvpieoafabon > My Planning Workspace
My Planning Workspace
Role Name: Preparer Workspace Search
Business Unit: STATE | §, 6 User Prefaences

[AGYOPA

1819 OPERATING AGY

for each Planning Center and chck Subma

[1812AGYOPA v

To wiew or change your budget or plan, select Ed or Vi

Inm-nl?

Version: 7

Emad o

Planning Guidelines

vl Status:

(A

lew for the desired Plannimgroemer version. To copy a version, ciick Copy. To submit the completed budget or plan for approval, select the desired version

Select  Pon® pescription Version Description Status tocked  Locked By Edt  View Copy Allocations Notes
0 ACCPC ACCPC Base Base Version View Copy &
[0 |AccPc  Accec Version 1 'F’,‘;‘r';”ri":?“" B Rejected Edl  View oo Adiusiment &
" ACCPC ACCPC Version 2 Updated Panning 8 ‘ E View Copy Edit Adiustment 59,
O ACCPC ACCPC Master Master Version B Rejected Vigw Copy Edit Aliocations &
Suomit
¥ Select A Clear Al
Back
y . H .
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Edit

Favortes  Main Ménu b Planning and Budgeting > Activity Preparation > My Planning Workspace
My Planning Workspace
Roke Meme: Prepares | Workspace Search
Business Unit: STATE Liset Preferances
Planning Model ID: 1818_OPER_AGY 1818 OPERATING AGY Fro @
Bctivity: re :
Scenario: Evint

To valw OF CRINGE Your budged of plan, Select Edit of View fof thir desingd Franning Conber verson. To copy 3 wersion, cick Copy. To Submit thi compleled DLIQH of plan 1o Jppioval, Selct the desined varsion
fof @aCh Pranning Center and cick Submit

Submt Version: Status: ] v Refresn
Sakect View Noites
O Migw &
[0 |Accec  Accec verson1 [ et B Rejectes Bt View Copy  |EdtAdusiment &
[] AGCRG  AGGPC Verson2  Updated Planning | 7 u... Copr  Edit Adusiment &
O ACCPC ACCPC Waster Master Version B Rejected Vigw Copy |Edit Allocalions 3’
Submit
[ sewect a1 1 Clisar AN
Add Entry
Favorites  Main Menu > Planning and Budgeting >  Activity Preparation > My Planning Workspace

Line Item Details
GO 1o Planning Workspace: Doat Uniock Unlock @ This version is I0cked 10 others while you ane editing

) Private @) Public view: | v Refresh View Create
Save (M M qpoefo M M A Wiew 30 Fiokd A

+ Tolals
Save

Go 1o Planming Workspace Dont Uniaek Unigck I& Thnmsh:kadmmfsmmanodumgl

Back
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Add Line Item

Favorites = Main Menu > Planning and Budgeting > Activity Preparation > My Planning Workspace

Line Item Details
Add Line Item

Business Unit: STATE STATE

Planning Model ID: 1819_OPER_AGY 1818 OPERATING AGY
Activity: AGYOPA AGY OPERATING A
Scenario: 1818AGYOPA 1819 AGENCY OPERATING A
Planning Center: ACCPC ACCH |

Version: 9 10 Version 2 Version 2

Initiatives

520 Q, [4J20 Q JaccPe Q, [889601| Q, [oo1
| Md || Cawcel 11 12 13 14
15 o o o
Changes

Favorites = Main Menu > Planning and Budgeting >  Activity Preparation > My Planning Workspace

Line [tem Details

Go to Planning Workspace: Don’t Uniock Uniock & This version is locked to ethers while you are editing
* Line ltem Properties

* Dimensions and Members

~ Action Menu
Action: [Add Entry w| | G0 Analysis: | vl G | p Hel
O Private ® Public view: | v| Refresh View Create
save|H H 1ig10r1 B M Wiew 30 Hokd 4

10281 839601

Save

Go to Planning Workspace: Don't Uniock niock @ This version is locked to others while you are editing.
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Adjustment

| Line ltem, Main page

Line ltem Details

? Help
Program §
c AL Initiatives

Personaiize | Find |
Currency Default Method ID Hot Keys Total Amount Period 1 - ggg' Period 1 - :gg" Total Amount Hold
10281 889601 001 usD AMTPER AMTPER W 0.00| & 50,000.00 450,000.00 0.00 O
17

Save

Favorites | MainMenu >  Planning and Budgeting >  Activity Preparation > My Planning Workspace

Line Item Details

Go to Planning Workspace:
v Line em Properties

* Dimensions and Members

Don'tUnlpck  Unlock # This version is locked to others while you are editing

- Action Menu

Action: [Add Entry w| | Be | Analysis: | v] |G| HotKeys H

User View

O Private (® Public view: | v| Refresn View Create
save|M M qp10r1 [ [

Line ltem Details

4J80 ACCPC 10281

220601 001

usD AMTPER AMTPER  W| | 50004

Go to Planning Womspace:  Don't Unipgk Uniock

B This version is locked to others while you are editing.

Back
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Deleting, Revising Chartfields — Modify ChartFields
Favg'ms Main Menu > Pla\ninga\g&xloeﬁno > Amm/PLeparaﬁm > My Planning Workspace

Line Item Details

Go to Planning Workspace: Don't Uniock Uniock & This version is locked 10 others while you are editing
» Line item Properties
* Dimensions and Members
Action: [ Add Entry v| 6o | Analysis: | v|iGo u Hel
O Private (® Public view: | v/ Refresh View Create
save | [ 1103013 P View 30 Hold All
¢ D
1 laccount  "Fund Code Department Eeopesn)| " iau Initiatives Currency Default Period 1- 2048 pythod 1
500 1550 DNR100000 46258 725601 usD AMTPER [T33723000 [ 337,23000
# so0 1570 DNR100000 46258 725651 usD AMTPER [337,938230.00 [337,938,230.00
# so00 2050 DNR100000 46258 725696 usD AMTPER [223420,160.00 [223,420,160.00 |
< > |
* Totals
Save
Go to Planning Workspace: Don't Uniock Uniogk B This version is locked to others while you are editing
Modify Dimensions
Favorites : Main Menu > Planning and Budgeting > Activity Preparation > My Planning Workspace
Line Item Details
Modify Dimensions (e
Business Unit: STATE STATE
Planning Model I1D: 1819_OPER_AGY 1819 OPERATING AGY
Activity: AGYOPB AGY OPERATING B
Scenario: 1819AGYOPB 1819 AGENCY OPERATING B
Planning Center: DNR100000 DMR-DEPARTMENT ADMINISTRATION
Version: Version 3 Version 3
Dimension Details
Dimensions Dimension Member  Description To Value | 2 Description
Account 500 Personal Services Whmal Services
DMR-DEPARTMENT DMNR-DEPARTMENT
Department DNR100000 ADMINISTRATION DHR100000 ADMINISTRATION
Initiatives Q
DEPARTMENTAL SRVCS- DEPARTMENTAL SRVCS-
Fund Code 1550 INTRASTATE 1550 Q INTRASTATE
ALl 725601 DEPARTMENTAL PROJECTS |725601 Q, |DEPARTMENTAL PROJECTS
NATURAL RESOURCES NATURAL RESOURCES PROGRAM
Program Code 46258 PROGRAM SUPT 46258 Q. SUPT

OK | Cancel  Apply
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Look Up
" Look Up To Value X

? Help

Search by: Accountbegins with|

Look Up || Cancel |Advanced Lookup

Search Results
Wiew 100 First E 1-11 of 11 E| Last

Account Description

200 Personal Services
Purchased Personal Services 3

520 Supplies and Maintenance —
30 Equipment

540 P-Card/EDI| Transactions

550 Subsidies Shared Revenue

560 Goods and Services for Resale

570 Capital ltems

580 Judgments, Settlements & Bonds

501 Debt Service

5485 Transfers and Mon-Expense

Learner’s Guide ~ 75~ Revised: 03/15/2016



S [ :
Agency BPM é%é OBM thlgj}m‘g

ChartFields Modified

Favovn'tes Main_Menu > Planning ang Budgeting > Activity Pieparation > My Planning Workspace

Line Item Details i
Modify Dimensions oS,

Business Unit: STATE STATE

Planning Model ID: 1819_OPER_AGY 1319 OPERATING AGY

Activity: AGYOPB AGY OPERATING B

Scenario: 1819AGYOPB 1819 AGENCY OPERATING B

Planning Center: DNR 100000 DNR-DEPARTMENT ADMINISTRATION

Version: Version 3 Version 3

Dimension Details Personaize | El
Dimensions Dimension Member  Description To Value Description

Account 500 Personal Services ‘ 4 |I[510 x Q |Pumhased Personal Services

DNR-DEPARTMENT DNR-DEPARTMENT
Department DNR100000 ADMINISTRATION DNR100000 ADMINISTRATION
Initiatives Q
DEPARTMENTAL SRVCS- M550 @ DEPARTMENTAL SRVCS-
R Coge e INTRASTATE Lo Q INTRASTATE
ALl 725601 DEPARTMENTAL PROJECTS (725601 Q_ DEPARTMENTAL PROJECTS
" NATURAL RESOURCES ToTa -~ NATURAL RESOURCES PROGRAM

Prog 4 fode 4628 PROGRAM SUPT 46258 Q supT

.

Delete Chartfields

Are you sure you want to delete this line item? (9370,11320)

p——

OK | cancel
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port + Solutions

Line Item Details — Delete

Favorites  Main Menw > Planning and Budgeting > Activity Preparation » My Planning Workspace

Line Item Details 7

Go to Planning Workspace:  [iont Uniggk Unipck @ This version is locked 1o others while you are editing.

'+ Line ltern Properties

v Dimensions and Members

= Action Menu

Action: | Add Entry w| | B0 | Analysis: | w|lBo| H Hel

O Private ® Public View: | v Refresn iew Create

Save Ml ] q1g2012 B M

Line ltem Detalls

Aceount Fund Code Department O

s AU Initiatives Currency Default Pertod 1 - o oot 370q Metod |
& s00 1570 DNR100000 46258 725651 uso AMTPER  [337.93823000 (33793823000 |
& 500 2050 DNR100000 46258 (725606 uso AMTPER | [223420,160.00 [223420,16000 |
< >
Save

Go to Planning Workspace: Don't Uniock Unigck B This version is locked to others while you are editing.

Personalize

Favorites |~ Main Menu > Ptauingan_d&ﬂgeﬁ'-u > Activity Preparation > My Planning Workspace

Line Item Details

Go to Planning Workspace: Don't Unlock Unigck
'+’ Ling Item Properties
+ Dimensions and Members

@ This version is locked to others while you are editing.

= Action Menu
Action: [Add Entry ~| | Go | anatysis: | v|l 8o | ot Keys Help
O Private @) Public view: | v Refresh View Create
@ © 1m0z B E View30 || Hol Al o
Line item Details M Fing | B | 7
Account  Fund Code Department program s Initiatives Currency Defsult B 'ﬁgfm' SIS Method 1
" 500 1570  DMR100000 45258 725651 usD AMTPER  |337,9382300C [237,033,230.00 |_
[ 500 2050 DNR100000 46258 725696 usD AMTPER [223,420,160.00 |223.420.1ﬁu.m':
< >

Save

Go to Planning Workspace:  Don't Unlock Unipck B8 Tnis version is locked 1o others while you are editing.
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Column Order and Sort

? Help

Line Item Details
Personalize Column and Sort Order
To order columns or add fields to sort order, highlight column name, then press the appropriate button.
Frozen columns display under every tab.

Modify Chartfields (frozen) (=) Period 1 - 2017-07-01 =)

Account (frozen) 3 ||g® | 5  |Perod1-20180701 @ 6
Fund Code (frozen) —_— —
Department (frozen)

zm;?on;ecn?de (frozen) [ Hidden | Descending
Initiatives (frozen) [JFrozen

Currency (frozen) 7
Default 4 —_—
Period 1 - 2017-07-01 —

Period 1 - 2018-07-01

Total Amount

Hold

OK Cancel Preview | Copy Settings Share Settings Delete Settings
Back
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Entering, Deleting, Viewing Line Item Notes — Preparer Search

Favorites - Main Menu >
- -

My Planning Workspace

Enter any information you have and click Search. Leave fields blank for a list of all values.

Planning ang Budgeting >

Activity Preparation > My Planning Workspace

Find an Existing Value
- Search Criteria
Role Name: begins with V|| al | 1
Business Unit: begins with v || Q —
Planning Model ID: | begins with || Q
Activity: begins with V| Q
scenaric: [begnswih v/ Q
[ lcase Sensitive
2
Search Clear  Basic Search E Save Search Criteria

Search Results

Search Results

3
View All L First [§] 1-32ofaz [y] Last
Role Business . - )
_Hame _W Planning Model ID Activity Scenario
Fﬁéﬁﬁﬁé—ﬁ STATE 1718 CAP AGY AGYCAP 1?1BAGYCAF'

110 Cap IR

HGY AGYDF‘A 1819A{3TOPA 4
reparer Y B —
Preparer STATE 1819 OPER AGY AGYDPC 1819A{3YOPC
Preparer STATE 1819 OPER AGY |AGYREV 18319AGYREY
Preparer STATE 1819 OPER AGY |AGYTRE 18153AGYTRF
Preparer STATE 1819 OPER AGY |TARGETA 1819TARGTA
Preparer STATE 1813 OPER AGY |TARGETEB 1819TARGTE
Preparer STATE 1819 OPER AGY |TARGETC 1819TARGTC
Preparer STATE 1819 OPER CBM |OBMOPC 18190BMOPC
Preparer STATE 1819 OP AGY ADMAGYAPR 1819AGYAPR
Preparer STATE 1819 OP AGY ADM AGYCLUR 1819AGYCUR
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Service + Support « Solutions

Activity/Refresh
Favorites  Main Menu > Planning and Budgeting > Activity Preparation > My Planning Workspace
My Planning Workspace
Role Name: Preparer e
Business Unit: STATE 5,6 ¥ £n
1819 OPERATING AGY Ema! o
Plannng Guicelings

| Retresh | 7
To view or change your budget or plan, select Edf or

View for the desired Plannimgremser version. To copy a version, ciick Copy. To submit the completed budget or plan for approval, select the desired version
for each Pranning Cender and cick Subma.
Submit version: (M V] Status: Vv Retresh
Select
O
0 Egt g
‘ [J ACCPC  AcCcPC Version2  Updated Pranning |8 | m Copy  Eit Adustment &7
O ACCPC  ACCPC Master Master Version B Rejected Vigw (Copy Edit Allocations &
Suomit
™ select At £ Car Ay
Expand

Favorites  Main Menu > Planning and Budgeting >  Activity Preparation > My Planning Workspace

Line Item Details

Go to Planning Workspace: Don't Unkock Unbock B4 This version is locked to others while you are editing
+- Line Item Properties.

* Dimensions and Members.
= Action Menu

Action: | Add Entry

w| | Bo | analysis: | v|| G0 u Hel
B T e e i e i s et e amasiae
O Private (@ Public view: | | Refresh View Create

save |l M 1101 [P [

Line ltem Details

& 520 4480 ACCPC 10281 330601 001 usD AMTPER  [AMTPER V| | 500,01
< >
Save

G0 to Planning Workspace Daon't Unigck Unlock

& This version is locked to others while you are editing

Back
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Notes

Line ltem, Main page

Line ltem Details

9 [period1-2017-  Period 1 -201-

Program

Account Fund Code Department e

AL Initiatives Default Method ID Hot Keys Total Amount =5 e Total Amount

—
i 520 4480 ACCPC 10281 889601 1001 AMTPER AMTPER W 500, QDD,DQ 50,000.00 450,000.00 500,000.00|

| Rem |

Enter Notes

Favu_ﬁm Mainvl'u'lenu > Planning ang Budgeting > Achivity Piepalatnn = My Planning Workspace
Line Item Notes
Format | |~ Font| [-|see| [-]lB Z U|i===S|12E =E |4 A J
1
ﬁ)Puhlic Note O Private Note I 12 13 |  AspendNotetolog ||
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Service + Support « Solutions

Notes Log

Favgmes Mah!-\em> P'laruinga@ﬁudpeung > Acﬂmrienaratlm » My Planning Workspace

This is a test message.

b
® Public Note Private Note UseriD: S10145833 Date/Time Stamp: 06/302015 1:44:1gP\ | Edit Notes

To attach a new document, click Add. Enter a brief description of the document then click the attach icon
To view a document, click the File Name link

To remove a document, cick the Delete button.

File Name Description User ID  Date/Time Stamp
|14 | - ANh
==
Back
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port + Solutions

Notes Display

Favg_mes Main Menu > Piamxg&ﬂuemu > m?;mamm > My Planning Workspace

Line Item Details

Go to Planning Workspace:

bn: Lnkpsk Unlgck
* Line llem Properties

& This version is locked to others while you are editing.
* Dimensions and Members

= Action Menu

Action: | Agd Entry

v Be | Analysis: |

v| Ge

O Private ® Public View: |

View Create

Account Fund Code Department E‘;‘g"‘ ALl Initiatives Currency Method 1D Hot Keys
& s20 4J20 ACCPC 10281 830601  OO1 usD t  |AMTPER v |
Save
Go to Planning Workspate: Dont Uniock Unigck; i This version is locked to others while you are editing.
Delete Note

et |
Favorites = Main Menu > Planning and Budgeting >  Activity Preparation > My Planning Workspace

Line Item Details

Go to Planning Workspace: Dion't Linigek Unigck

& This version is locked to others while you are editing.
* Line ltem Properties
Action: |Add Entry

v | G

Analysis: | V]800 Hot Keys Help
) Private () Public View: | ~v|  Refresh View Create
save|M M qipqer1 B [

View 30 Hold All

Fund Code Department m“‘ ALl Initiatives Currency Method ID Hot Keys
& s20 4080  ACCPC 10281 88%601  OO1 usD v [amTPER W] |
<
— —
Ga to Planning Workspace:

Dont Uniock Uniggk 8 This version is locked to others while you are editing.
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Service + Support « Solutions

Trash Can

Favot"ilaes Main Menu > Plannhgangmdgeﬁng » .ﬁchwty?lepambm > My Planning Workspace

(®) Public Note () Private Note

Notes Log

This is a test message.

>
® public Note Private Note UserID: S10145833 Date/Time Stamp: 06/30/2015 1:44:13pm | EditNotes

View Note

Fam_rl:es Main Menu > Piamarg&memu > mm&mmﬁm > My Planning Workspace

Line Item Details

Go to Planning Workspace: Dhon't Wnipgk

Wnlogk
* Ling Mem Properties

8 This version is locked to others while you are aditing.

Action: [ Add Entry

) Private (®) Public ]

save | H qpqor1 B [H

Line ltem Details
Account Fund Code Department g‘:g""‘ ALl Initiatives Currency Method 1D Hot Keys Total Amount
& 520 480 ACCPC 10281 839601  OO1 usD y [amTPER W] |
<
Save

Goto Planning Workspace:  Dignit Unigek

Unlggk B This version is locked to others while you are editing.
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Unlock
Favorites  Main Menu > Plamngargmdoeuno > Activity Preparation > My Planning Workspace
y . 19
Line Item Details
Go to Planning Workspace:  DontUniock | Uniock | & This version is locked to others while you are editing
¢ Line item Properties
+ Dimensions and Members
~ Action Meau
Action: [ Add Entry v| Go | Analysis: | v| 1260 Hot Keys Help
O private @® Public View: | v| Refresn View Create
save | M qpp10r1 B M View 30 Hold Al
Line ftem: Details Personaize | Fing | &1 | =
Account  Fund Code Department croorem () c y Method ID Hot Keys Total Amount
| 520 4380 ACCPC 10281 889601 001 usD t AMTPER V] I mmb/iﬁ
< >
* Tolals
Save 19
Go to Planning Workspace Don't Unlock Unlock 8 This version is locked to others while you are editing

Attaching, Deleting, Viewing Supporting Documents — Preparer Search

Favorites - Main Menu > Planning and Budgeting > Activity Preparation > My Planning Workspace
My Planning Workspace

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

- Search Criteria

Role Name: begins with || QI 1
Business Unit: begins with || Q) —
Planning Model ID:| begins with || Q
Activity: begins with V|| Q
Scenario: begins with || Q
[ lcase Sensitive
2
|' Search Clear | Basic Search [B Save Search Criteria
Back
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Search Results

Search Results

3
View All L First [§] 1-32cf22 [ Last
Role Business - . .

_Hame _m Planning Model ID Activity Scenario
?ﬁéﬁﬁfﬁ'ﬁ STATE 1713 CAP AGY AGYCAP 1?1EAGYCAF'
] 1718 r"ﬁl:* JEL 2L

OPER AGY 1819AGYDPA
OFPER A o
Preparer STATE 1819 OPER AGY HGYOF‘G 1819A{3YOPC
Preparer STATE 1819 OPER AGY |AGYREY 1819AGYREY
Preparer STATE 1818 OPER AGY |AGYTRF 1819AGYTRF
Preparer STATE 1819 OPER AGY | TARGETA 1819TARGTA
Preparer STATE 1819 OPER AGY |TARGETE 1819TARGTEB
Preparer STATE 1819 OPER AGY |TARGETC 1819TARGTC
Preparer STATE 1819 OPER OBM |OBMOCPC 18190BMOPC
Preparer STATE 1819 OPF AGY ADM|AGYAPR 1810AGYAPR
Preparer STATE 1819 OP AGY ADM AGYCUR 1819AGYCUR
Activity/Refresh
Favorites  Main Menu > Planning and Budgeting >  Activty Preparation > My Planning Workspace
My Planning Workspace
Role Name: Preparer Workspace Search
Business Unit: STATE 5! 6 User Praferences
Panning Model ID: 1819 OPL 1819 OPERATING AGY ima o
Activity: [AGYOPA M 1
i [tereacvora v|| | Rewesn | 7

for each Planning Cenfer and cick Submit

To view or change your budget or plan, select Ed2 or Vi

Version: |

Select Version Description Status LD::‘“’
0 ACCPC ACCPC Base Base Version
— L Initial Buage!
[ ACCPC cPC Verson1 O "f‘”,“f;”"’ B Rejected
m ACCPC  ACCPC Version2  Updated Planning
@ ACCPC ACCPC Master Master Version B Rejected
Suomit
¥ Select A Clear All

vl Status:

iew for the desired Plannimgroenser version. To copy a version, ciick Copy. To submi the completed budget or plan for approval, select the desired version

Al v

Copy Allocations Notes
Cogy &
Copy  Edit Adusimen &
Cooy  Eit Adustment 6%
Copy  |Edit Aliocations &
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Notes Icon

My Planning Workspace

Faw'nms Main_h-lem 3 Plarrirﬂa'g&ﬂoennu » Acl:ivi‘ryh;eparal:im » My Planning Workspaca

Role Name: Preparear ’ & Saach
Business Unit: STATE Lizar Preferances
Email e

Planning Model 1D: 1819_0OPER_AGY |OPERATING AGY

; Planning Guidelings
Activity: .A.G'\'CIPA | -

—

Scenario:

[1812AGY0PA_ w|

Redresh

T vig'w OF Change ywour budge! or plan, selelt EQit or View for the desired Planning Center version, To copy a version, cick Copy. To submit the completed DUGQet or plan o7 approval, seledt the desined version
for each Planning Center and click Submit

Submit Version: All Status: All L Refresh
— Detsils (ips’]

Sedect ::'“:""9 Description Version Description Status 'E::km Edit Wiew Copy  Allocations Motes
O ACCPC ACCPC Base Base Version View GOy -y
[0 ACCRC  ACCRC Version 1 L’,‘:::Lf‘;m‘ W Rejected Edf  Miew [Cooy  Edi Adwstment &
[0 ACCPC  ACCPC Version2  Updated Planning Edit  View Cooy [EdiAdustmen| §
O ACCPC ACCPC Master Master Viersion B Rejected View Copy EdiAllgcabong

Suberst

¥ Select Al Clear AN
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Attach Documents

Favorites ~ Main Menu > Planning and Budgeting > Activity Preparation > My Planning Workspace

-
L UG MU L FIIVALE MULE AT R ATAD A LAY

Find | View Al First Ko O oy

£ >

UseriD: 510145833 Public Note Private Note Date/Time Stamp: Edit-Notes

To attach a new document, click Add. Enter a brief description of the document then click the attach icon.
To view a document, click the File Name link 10
To remove a document, click the Delete button.

A I 1> T

File Name Description —  UseriD Date/Time Stamp

I_Teleocumerli HI |mn I

oK Cancel Apply J

Upload

File Attachment

 Upload | Cancel
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QTS

Choose File

Choose File to Upload

Organize * New folder

- | ¥4 | Search Desktop pe.

e

Foxit Reader
Shortcut
2.01 KB

477 Favorites
| P Desktop
& Downloads
LE—-_‘] Recent Places

McAfee Security Scan Plus
Shortcut

IQ 212 KB
Virtual CloneDrive
Shortcut
1.23 KB

1

w THabits 2 Day PPT_[+1.0.0]
s ﬂ Microsoft PowerPoint Presentation
136 ME

4 Libraries
[ @ Documents
[ J}l Music
I [&=| Pictures
> B Videos

Data files
File folder

I ¥ Homegroup

48 Computer % === BLAll Hands_May 051415 7

Lenove Solution Center
Shortcut

Adobe Captivate 8 (32 Bit)
File folder

MNew Hire Paperwork
File folder

A

., 2013 Employee Handbook v2
Foxit Reader PDF Document
PDF| 349 Mg

= BI_All Hands_May 051415 »9

File name:

File Select Upload

File Attachment

~ | AllFiles ()

Il Open

I

? Help

C:\Wsers\Debra Stets\Desktop'2013 Employee Handbu:

Upload

: Cancel

15
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Service + Support « Solutions

Agency BPM

Add Row

~ Attach Documents

To attach a new document, click Add. Enter a brief description of the document then click the attach icon.
To view a document, click the File Name link

To remove a document, click the Delete button.

Personalize | |E1

File Name Description User ID Date/Time Stamp
07/01/2015
2013 Employee Handbook w2.pdf [Test Attachment 510145833 11:21:07AM
{16 -

I[ o< ] camcel | awoy

Line Item Detail Window

Favuvmes Maln_ﬂenu > Planvarg&:doemq > Acuvvtyn"eotwon > My Planning Workspace

My Planning Workspace
Role Name: Preparer Workspace Search
Business Unit: STATE Usor Preferences
Planning Model ID: 1819_OPER_AGY 1819 OPERATING AGY Emad o

To view or change your budget or plan, select Edit or View for the desired Planning Center version. To copy a version, click Copy. To submit the compieted budget or plan for approval, select the desired version
for each Planning Center and ¢lick Submit

Submit Version: [ A1 VI Status: (A bt | Retresh

Lot

Select Center Description Version Description Status k::’d Locked By Edit View Copy ARBocations Notes

[] ACCPC  AccPe Base Base Version View Cooy &

[0 |accc  Accee Versiont [0 Budget W Rejected Edt  Mew Coov EdtAdustment &

[0 ACCPC  ACCPC Version 2 Updated Planning Ed  View Cooy  Edi Adwstment

[0 ACCPC  ACCPC Master Master Version B Rejected View Copy it Alloc abions &
Submit

V. Select Al | Cloar AN
Back
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ot & Service - Support - Solutions
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@

Delete Attachment

~ Attach Documents

To attach a new document, click Add. Enter a brief description of the document then click the attach icon.
To view a document, click the File Name link

To remove a document, click the Delete button.

Personalize | E1
File Name

Description User D Date/Time Stamp
07/01/2015 17 |7 1
2013 Employee Handbook v2.pdf [Test Attachment 510145833 11-21-07AM
- 13 - —

oK | Cancel | Apply

Run Control — Find Existing Value
Fave'ﬁtes Mainflenu > Planning an:'] Budgeting > Planning and E;I'Jdgeting Setup > Procas‘erodel » Budget Data Load

Budget Data Load

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value Add a New Value

-searchCriteria R

|search by: [Run Contrl 1D w]oegns win|

[Icase Sensitive
2

Search  |Advanced Search

1

|Find an Existing Value | Add a New Value
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Add a New Value
Fa\.rgﬁta Main‘l:'lenu > Planning anlj Budgeting > Planning and B_udgeting Setup > Process Model > Budget Data Load

Budget Data Load

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value Add a New Value

~ Search Criteria

Search by: [Run Control ID “|begins with |

[]case Sensitive

Search | Advanced Search

3

Find an Existing Value

Add Run Control ID
Favo_ﬁtes Main'M-enu > Planning an£| Budgeting > Planning and Iiudgeting Setup > Procesg Model > Budget Data Load

Budget Data Load

_Eind an Existing Value | [al B R U]
Run Control ID: [TestRunControl| x 4
Add 5

Find an Existing Value | Add a New Value
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Run Control
Favorites  Main Menu > Planning and Budgeting > Planning and Budgeting Setup >  Process Model > Budget Data Load

Budget Data Load

User ID: §10145833 Report Manager

13 I Run I
Run Control ID: TestRunControl Process Monitor
Process Request Parameters

*Description: |Test Run Control 6

*Process Frequency: | Always V|

*Business Unit: [STATE Q STATE

*Planning Model ID: |1819_OPER_AGY Q 7
*Scenario: |1819AGYOPA Q, 1819 AGENCY OPERATING A 8
*Activity: [AGYOPA Q, AGY OPERATING A i
*Planning Center: IDNR100000 Q  DNR-DEPARTMENT ADMINISTRATION | “7p
“Budget Version: Sl Vesonone Y —

Source File: 12 View Delete
@ Save =] Notify [E¥ Add | | F] Update/Display

Process Scheduler Request
Favovm MainvMenu > Planning ar\g Budgeting > Planning and Bl.;:dgeﬁng Setup > Pmce&gModel > Budget Data Load
Process Scheduler Request
UserID S10145833 Run Control ID TestRunControl
Server Name Run Date [09/0272015 |5
Recurrence | v Run Time [10:19.50AM Reset to Current Date/Time
Time Zone | Q
Select Description Process Name Process Type *Type *Format Distribution
Line Item Import BP_LI_IMPT Application Engine [Web V| [TXT | Distribution
14
OK Cancel
Back
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Process Monitor
Favorites Main Menu > Planning and Budgeting > Planning and Budgeting Setup > Process Model > Budget Data Load

Budget Data Load
User ID: $10145833 Report Manager

Run Control ID:  TestRunControl 15 |Process Monitor

Process Instance:2825

Process Request Parameters
*Description: [Test Run Control
*Process Frequency: | Always v|
*Business Unit: [STATE Q, STATE
*Planning Model 1D: I‘1 819_OPER_AGY Q. 1819 OPERATING AGY
*Scenario: |131 SAGYOPA Q 1819 AGENCY OPERATING A
*Activity: [AGYOPA Q, AGY OPERATING A
*Planning Center: [DNR100000 Q, DNR-DEPARTMENT ADMINISTRATION
*Budget Version: [ Version One v/
Source File: Test_Budget_Dataload1.csv Add View Delete
& Seve |[Z] Notify s Add Update/Display

Process List
Favorites = Main Menu > Planning and Budgeting > Planning and Budgeting Setup > Process Model > Budget Dataload > Process Monitor

I Process List [T guty

User ID[S10145333 Q@ Type | | [Last v r 1 S S

A — R e

Run S!atus Distribution Status Save On Refresh —

Select Instance Seq. Process Type FIOCRSS uiser Run Date/Time
2825 Application Engine BP_LI_IMPT $10145833 0910212015 10:19:50AM EDT

Go back to Budget Data Load
@ Save [ Notify

Process List | Server List

Learner’s Guide ~94 ~ Revised: 03/15/2016



S :
Agency BPM OBM thl.,(pi?ﬁg

Message Log

Favorites  Main Menu > Planrinoang&sdoeﬁm > PtanringandBydoeﬁmSemp > Pmce&sModel > Budget Dataload > Process Monitor
Process Detail
Process
Instance 2825 Type Application Engine
Name BP_LI_IMPT Description Line ltem Import
Run Status Syccess Distribution Status pPgsted
e —————
Run Control ID TestRunControl Hold Request
Location Server Queue Request
Server PSUNX2
facomace Restart Request
Request Created On 09/0272015 10:26:02AM EDT Parameters Transfer
Run Anytime After 09/02/2015 10:19:50AM EDT 19 | View Locks
Began Process At 09/02/2015 10:26:13AM EDT Batch Timings
Ended Process At 09/02/2015 10:26:28AM EDT View Log/Trace
oK Cancols)
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Error Messages
Favo;rites Main'Menu » Hamingargaudgeﬁng » Hannimandsa.vldqetings\etun » Pmce&gModel > Budget Dataload > Process Monitor

Message Log
20
Instance: 2825 Type: Application Engine —
Name: BP_LI_IMPT Description: Line Item Import

i | B ] 38 First K 1420012 I3 aet

Severity Log Time Message Text Explain
e Report Repository URL is:
10 102628AM e iixma3web01.0aks ohio.gov:9150/SchedulerTransferibidwaa (63,68) i Explain ;
Transferred

10 10:26:28AM file: iuD1/oracle/psfU/rpt/BIDWQAS20150902/2408/AE_BP_LI_IMPT_2825.stdout | Explain
file size: OKB (63.53)

10 10:26:28AM File transfer successful. Success (63.52) Explain
10 10:26:28AM Successful Hitp Reply Code: 200 - OK (63,57) Explain

10:26:28AM frit;lllgh:r?t ri;rn?ns?;%:! rwgﬂélh[égiifﬁadrm Te-11e5-b50a-93824dd314cf to Explain

10:26:28AM Successfully posted generated files to the report repository Explain
10 10:26:14AM ..Processing File Header Explain

10:26:14AM Invalid dimension or budget period found in the input file header row. Explain
10 10:26:14AM 0 line items are successfully updated. Explain
10 10:26:14AM 0 line items are not updated because of errors Explain
10 10:26:14AM Line Item Import Engine Ended Explain
10 10:26:13AM Line Item Import Engine Starled Explain

Retumn
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Submitting a Planning Center Budget for Review —

Favgrites Mainyenu b Planningang Budgeting >

My Planning Workspace

Activity Preparation

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value
- Search Criteria
Role Name: begins with V|| al | 1
Business Unit: begins with v || Q —
Planning Model ID: | begins with || Q
Activity: begins with V| Q
scenaric: [begnswih v/ Q
[ lcase Sensitive
2
Search Clear  Basic Search E Save Search Criteria

Preparer Search

>

My Planning Workspace

Search Results

Search Results

Creparer

3
View All L First [§] 1-32cfaz [ Last
Role Businegs . - )
_Hame Unit Planning Model ID Activity SCEnario
?fﬁﬁﬁf@? STATE 1718 CAP AG HGYGAF’ 1?1BH{3YCAF‘
1718 ~AapP R oME

‘181 QAGYOPA 4

Preparer |STATE 1219 OPER AGY AGYOF‘C 1819AGYOPC
Preparer STATE 1819 OPER AGY AGYREY 1313AGYREY
Preparer STATE 1813 OPER AGY |AGYTRF 1313AGYTRF
Preparer STATE 1813 OPER AGY |TARGETA 1S19TARGTA
Preparer STATE 1819 OPER AGY |TARGETE 1819TARGTE
Preparer STATE 1819 OPER AGY |TARGETC 1219TARGTC
Preparer STATE 1219 OPER OBM |OBMOPC 12190BMOPC
Preparer STATE 1819 OP AGY ADM AGYAPR 1219AGYAPR
Preparer |STATE 1219 OF AGY ADMAGYCUR 1313AGYCUR
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Activity/Refresh

Favgmes Mah'Menu> Plamnomgmdoemo E) mw » My Planning Workspace

My Planning Workspace
Role Name:

Preparer Yorkspace Search
Business Unit: STATE | 5.6 Mser P
1819 OPERATING AGY e &
Planning Guidelines

| Retresh | 7
To wiew or change your budget or plan, select E62 or

View for the desired Plannimgroemer version. To copy a version, ciick Copy. To submit the completed budget or plan for approval, select the desired version
for each Planning Center and cick Subma.
—

Submt version: (M V] Status: Vv Retresh
Select

O

O |accec  ‘accec Version 1 ';‘l:"w' W Rejected Edt View Copy |Eq sment &

nning

[J ACCPC  AcCcPC Version2  Updated Pranning | 8 | \_'ha Copy  Eit Adustment &
[] ACCPC  ACCPC Master  MasterVersion M Rejected View (Copy Edt Allocatons &
Suomit

™ select At O crarAn

Verify Line Items

Line Item Details

Go to Planning Workspace: Dot Unlock Unlggk 8 This version is locked to others while you are editing
+: Line Item Properties
Action: | Add Eniry w|l Be | Anaysis: |

w160 ot Keys Heip
O Private (®) public view: | v| Refresh View Creats
S . 9

Sava|[H| 4 11310601 L] View 30 Hold All
Line liem Details

Account  Fund Code Department Progmm  |ay Initiatives Currency Default Method ID Hot Keys Total Am
[ 520 480 ACCPC 10281 2506801 D01 UsD AMTPER AMTPER V| | 500,04

L4 >

Save

Go to Planning Workspace: Don't Unigek Unigck B This version is locked to others while you are editing.
Back
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Select/Submit

Favgntes Maﬂ_Ma‘\u > P‘anrmoarg&aﬁwmg > ﬂmwcyP:eoamDon > My Planning Workspace

My Planning Workspace
Role Name: Preparer Workspace Search
Oriakiess Ui STATE User Preferonces
Planning Model 1D: 1819_OPER_AGY 1819 OPERATING AGY Emat o
Activity; AGYOPA V| Planning Gudeines
Scenario: [1819aGY0PA V| Refresh

To view or change your budget or plan, select Edit or View for the desired Planning Center version. To copy a version, click Copy. To submit the completed budget or plan for approval, select the desired version
for each Planning Center and click Subma

Subamt Version: | Al VJ Status: L v: Refresh
Feut Kl e gobd 10 ot

Select g‘:“” o Description Version Description Status ;::“ Locked By Edit View Copy  Allocations Notes

M  ACUPC  ACCPC Base Base Version Vew Comy &
‘ 10 ACCPC  |ACCPC Version 1 {ha) Budget W Repected Egt Vew Con EdtAdustment &
|- anning
| M jaccee  accre Version2  Updated Planning Edt  View Copy EdeAdiustment &

O ACCPC  ACCPC Master Master Version W Rejected View Copy |[EdS Asocations &
1 1

v Select AYl Clear An

Submit Confirmation

Favorites | Main Menu > Planning and Budgeting > Activity Preparation > My Planning Workspace

Submit Confirmation

Are you sure that you want to Submit the following Planning Center(s)?

Planning Centers Personalize | E
Planning Center Description Version 12
ACCPC ACCPC “ersion 2

Click QK to submit, Cancel to return without submitting.
TR W

13

Learner’s Guide ~99 ~ Revised: 03/15/2016



Agency BPM @ OBM somllsl;gn&.t

TS

Submitted

Favorites  Main Ménu > Planning and Budgeting >  Activity Preparation > My Planning Workspace

My Planning Workspace

Role Mame: Prapanar Wark rgh
Business Unit: STATE st Preferences
Planning Mode| 1D: 1819_OPER_AGY 1819 OPERATING AGY Email FY
Activity: | AGTORA ) Planni el
Scanario: [1310acv0PA v Rafresh

T vl OF CRANGE YOUT CuHRt oF plan, Select EdR of Vigw for the Segired PLanning Conbir wersion. To copy 3 version, chick Cogy. To Submit the comphited DUdQR! of plan for Appeoval, S8kl i Jesingd wirsion

Version: | bl Stalus: Al b | Fefresn

12 Fiest B g0t O as

for each FLanning Center and chek Submit

seimet o™ Deseription Version  Deseription Status pocked  Locked By Edt  View Copy  Allocations Notes
ACCPC ACCPC Base Base Version Vigw  |[Copy &
ACCPC  ACCPC Version 1 {08 Budget Edt  Mew (Copy View Adusimend &
ACCPC  ACCPC Version2  Updated Planning Submitied Edt  View Copy View Adustment &
ACCPC  ACCPC Master Master Version Submitted View  (Copy &
[ salect Al 2 Clear A 14
Viewing Planning Center Budget Status - Reviewer Search
Fa\ro‘[it&s Mei’lyienu » F‘Ianningaﬂv:l Budaeting > Activity Pl"epaatlm » My Planning Workspace
My Planning Workspace
Enter any information you have and click Search. Leave fields blank for a list of all values.
Find an Existing Value
|Rnle Name: |begins with vI Reviewer Q, I 1
Business Unit: begins with = Q
Planning Model ID:| begins with ;I Q,
Activity: |begins with ;I Q
Scenario: [ begins with x]| Q
I™ case Sensitive
Clear | Basic Search =] Save Search Criteria
2
Back
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Reviewer Search Results

Search Results 3

ey Al First |E| 1-20 of 20 m Last
Role Hame Business Unit Planning Model 1D Activity Scenario | 4
Feviewer STATE 718 AP CHM CIHMCAP 7 BOEIME
mewer STATE 419 OFER AGY  AGYDPS O1HAGYTIFA
Feviewer STATE 1819 OPER AGY AGYOFPH 1819AGY0FHE
Reviewer |STATE 1319 OPER AGY  AGYOPC 181 9AGYDPC
Feviewer STATE 1819 OPER AGY AGYREY 1819AGYREY
Feviewar STATE 18149 OPER_AGY AGYTREE 18189AGYTRE

FEeviewer STATE 1819 OPER AGY | TARGETA 1819TARGTA

Feviewer STATE 1819 OFPER AGY TARGETH 1818TARGTH

Feviewer STATE 1814 OPER AGY | TARGETC 18189TARGTC
Feviewer STATE 1819 OPER _CBM OBMOPC 18190BMOPC
Feviewer STATE 1819 OF AGY ADMAGTAPR 181 9AG AP R

Reviewer |STATE 18319 P AGY ADMAGYCLUER 181 9AGYCLIR
Feviewer STATE Bl 2016 AGY 01 BIAGYTAD Bl BAGYTAD

Feviewar STATE Bl 2016 Ay 01 BIAGYTHD Bl BAGYTHED

FEeviewer STATE Bl 2016 AGY 01 Bl AGY QAD BITBEAGYOPA

Feviewer STATE Bl 2016 AGY 01 Bl AGY QBD BHEAGYOPH

Feviewer STATE Bl 2016 AGY 01 Bl AGY REEY BHBAGYREEY

Feviewer STATE Bl 2016 AGY 01 Bl AGY TRF BHEAGYTRFE

Reviewer |STATE Bl 2016 Acy ADM Bl AGY CUR B BAGYCLIR

Feviewer STATE Bl 2016 OBM ADM BI OBM CUR BN EOEMCLIR

Reviewer Activity Refresh

IFa‘\fE:I'IES Mmb!\eru.l > ﬂm‘ga‘-&i&.ﬂo&’tm > m:tmLyPLEpa'aum » My Planning Workspace

My Planning Workspace

Role Hame: Reniewer L3
Business: Linit: STATE 5,5 Uger Praferences
Email e
Planning Model ID: 1819_QOFER_AGT 1819 QPERATING AGY
Elanming
Activity: | AGYOPRA =| e e
Scenanio; I 181 BAGYOPA 'I Refrash 7

T viewt ar change your budget or plan, select Edit or View for the desired Planning Cenber version. To copy a version, click Copy. To submit the complefed budget or plan for approval, select the

desined varsion for each Planning Center and click Submil

Submit W Preparation Workspate | Vorsion: I_,:“ vI Status: Al - Refresh
My Planning Workspace perzonsize | Find | view 21 130 | B Feot B 42002 O Lost
Workzpace AT
Planning ’ § o Lacked )
Salect e Description Version Descriphion Statiis Dete Loeked By View  Copy  Allocations Hates
ACCOLINTANCY o &
r ACC BOARD OF OHIO Base Base Version Opén View  Copy &
r acc ’;gfg;'"é?'gﬁro Master Mastar Version Open View Comv | EditAllocalions &
Submit Wy Preparation Workspace | My Resiew Workspace
o Salect Al 0 Glearal
Back
y . H .
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Details

My Planning Workspace

Role Mame: Rervienwer

Business Linit: STATE

Pranning Model 1D: 1819_OPER_AGY
ety T
Scenario: IW

the desired version for each Planning Center and click Submit
Submit My Praparation Workspace

Select Z‘:m:?" Description Version
ACCOUNTANCY
W jacc BOARD OF OHIO ED
ACCOUNTANCY
W jacc BOARD OF OHIO Mastar
Subimil Wy Preparation Workspace
¥ Selecl Al | Clear Al

| M Raview Worksnace

1819 OPERATING AGY

Refresh

Description

Base Version

Masler Viersion

|| M Review Workspace

|Favo:i‘tes Main Merwi > Dlmm_d&.mat‘n; » Activity Preparation » My Plarning Workspace

T wienw or change your budgel or plan, selact Edit or View for the desired Planning Center varsion. To copy a version, click Copy. To submil the compleled budgat or plan for appreval, select

Viersion: |.°|.II 'I

Status

Subrmitied

Workspac rch
1 Prefer
miail

Flannin
Gi |§Ehn!35

ng

e

Status:

Refresh

2 | B 8 prat D a2or2 O Lant

:;:‘:w Locked By Last Action Date Last Action By

070215 1:AT41PW 510145333

Individual Planning Centers

My Planning Workspace

Role Naime: Reviewer

Business Unit: STATE

Planning Model 1D: 1819_OPER_AGY
Rctwty: [ =

Scenario:

1819AGYOPA = I

budget or plan that has been submitted, click Reject.

Favorites  Main Menu > Planning and Budgeting > Activity Preparation > My Planning Workspace

1818 OPERATING AGY

Refresh

To view a budget or plan for a Planning Center, select the desired version and click View. To reject a

Workspace Search
Liser Preferences
Email &

Flanning
lin

Reject Wiy Preparation Work 10 teview Workspace
My Review W 2 First 4] 1.2 0f 2 ] Last
Select Planning Center Description Status *Version Wiew Details Hotes
=] C ACC ACCOUNTANCY BOARD Submitied IMas!er vI Wiew Details &
QF OHIO
= ACCPC ACCPC W | Approved |Mas!er vl Vig Detalls &
Reject I Wty Preparation Workspace I 10 Teview Workspace
[v Selact Al 0 ClearAll
Back
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Version Planning Workspace

Favorites  MainMenu > Planning and Budgeting > Activity Preparation > My Planning Workspace

My Planning Workspace

Role Name: Reviewer Wark reh

Business Unit: STATE r Preferen

Planning Madel 1D: 1818_OPER_AGY 1819 OPERATING AGY Email
Plannin

Acthity: I AGYOPA "I Guidelines

Scenario: [1s192Gvora =] Refrash

To view a budget or plan for a Planning Center, select the desired version and click View. To reject a
budget or plan that has been submitted, click Reject,

Reject My Preparation Workspace | My Review\Workspace

Personaiize | Find | B | = First EI

Select Planning Center Description Status “Version View Details Hotes
= r acc ACCOUNTANCY BOARD Open Im View | Details &
QF OHID
r LACCPC ACCPC Submitied I Master B I Yiew | Details &
Reject My Preparation Workspace | Wby Review Workspace 11
g Selacl Al Clear All

Master Version

Faworites | Main Menu > Planning and Budgeting »  Activity Preparation > My Flanning Workspace

Line Item Details

Goto Planning Workspace: :,:W Qrigpace 12
+ Line tem Properties
+ Dimensions and Members

Action: | Planning Target =] %0 | anatysis: [ =] 80| Hotkevs Hel

User View

€ Private & public view: | =l Refresh View Create
Sava| Ml ] 110101 (W [MH] Vigw 30 Hold Al

Account Eo"‘: Department m""' ALl Initiatives Currency Default Method ID Total Amount ;
520 4080 ACCPC 10281 889501 001 usD AMTPER  AMTPER 500,000.00 /5 5
4 | i
Save
30 to Planning Workspace: Myworkspace | | 12
Back
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Review Workspace

Favorites  Main Menu > Planning and Budgeting > Activity Preparation > My Planning Waorkspace
My Planning Workspace

Role Mame: Reviewer

Business Unit: STATE

Planning Model 1Dz 1819_0OPER_AGY 1813 OFPERATING AGY

Activity: [sGvora =]

Scenario: [1e19aevora =] Refresh

approval, select the degirad verzion for each Planning Center and click Submit

Submit My PreparationWorkspace | My Review Workspace

To view or change your budget or plan, select Edit or View for the desired Planning Centerversion. To copy a version, click Copy. To submitthe completed budget or plan for

Version: | All '|

‘Workspace Search

User Preferences
Email e
Planning
Guidelings

All = Refrash

select o™ pescription Version Description Status LOCKEd  LockedBy  View  Copy Hotes
ACCOUNTANCY &
(1] ACC BOARD OF OHIO Base Base Version Wiew Copy &
ACCOUNTANCY h .
I~ ACC BOARD OF OHIO Master Masterversion Submitted View  Copy &
Submit Wty Preparation Workspace | Mty Review Workspace
A Select All [] Clear Al
My Review Workspace
Favorites  ManMenu > Planring and Budgeting >  Activity Preparation > My Planning Workspace
My Planning Workspace
Role Name: Reviewsar Workspace Search
Business Unit: STATE Usier Preferences
Planning Model ID: 1819_OPER_AGY 1319 OPERATING AGY il &
Plannir
Activity: [Fevora ~] Gideline
Scenario | 181 9AGYOPA --| Reiresh

Toview a budget or plan for a Planning Center, select the desired version and click View To reject a
budget or plan that has been submitted, click Reject,

Reject bty P n Warks | Wy Review Workspace 13
2 First Kl 1.2 or 2 0oy
Select Planning Center Description *Wersion Wiew Details Hotes
B8 ACC ACEONNIRE(ECAED Open Master - view  Details &
OF OHIO
ACCPC ACCPC Submitted Master 'I Wigw Details _‘?,
Reject My Preparation Workspace | My Rewiew Workspace
[w Selectal [ Clearai

Back
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Agency BPM

Rejecting a Planning Center Budget — Reviewer Search

Favorites = Main Menu > Planning and Budoeting  »  Activity Preparation > My Planning Workspace

My Planning Workspace

Enter any information you have and click Search. Leave fields blank for a list of all values,

Find an Existing Value
~ Search Criteria

o tame:__ v i ] v al
BusinessUnit:  [begins with ¥] Q
Planning Model ID: | pegins with | Q
P e Q
Scenario: [begins with =] Q

I” case Sensitive

Clear |Basic Search 8 Save Search Criteria

2

Reviewer Search Results

Search Results 3

e Al — First [{] 120 of20 [3] Last
Role Hame Business Unit Planning Model 1D Activity Scenario | 4 |
Feviewer |STATE 718 CAP OB QB AP 7 EOEIM&
mewer STATE 314 OFEE Ay AGYOPA 01 HAGYOEA
Feviewer STATE 1819 OPER _AGY AGYOFPH 18189AGYOFPE
Feviewer STATE 18149 OPER _AGY |AGYOPC 1819AGY DR
Feviewer STATE 1819 OPER AGY AGYREEY 18189AGYREN
Feviewer STATE 1814 OPER AGY AGYTREE 1818AGYTRE
Feviewer STATE 1819 OPER AGY | TARGETA 1819TARGTA
Reviewer |STATE 1319 OPER AGY TARGETH 181 9TARGTH
Feviewer STATE 1819 OPER AGY | TARGETC 1319TARGTC
Feviewar STATE 1819 OPER_CBM OBMOPC 18190BMOPC
FEeviewer STATE 18149 OF AGY ADM AGYAPR 181 89AGYAP R
Feviewer STATE 18148 OF AGY ADMAGYZLURE 18189AGY LR
Feviewer STATE Bl 2016 AGY 01 BIAGYTAD Bl BAGYTAD
Feviewer STATE Bl 2016 AGY 01 BIAGYTHD Bl BAGYTRD
Feviewer STATE Bl 2016 AGY 01 Bl AGY QAD BITBAGYOPA
Reviewer |STATE Bl 2016 AGY 01 Bl AGY CBD BHEBAGYOPHE
Feviewer STATE Bl 2016 AGY 01 Bl AGY REEV BHEAGYREEW
Feviewar STATE Bl 2016 Ay 01 Bl AGY TEF BHNEAGYTRF
FEeviewer STATE Bl 2016 AGY ADM B AGY CUR BIBAGYCUR
Feviewer STATE Bl 2016 OBM ADNM BI OBM CUR B EOBMCLIE
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Service + Support « Solutions

Agency BPM

Reviewer Activity Refresh

Isarqms Main Meru > Planning and Budgeting > Activity Preparation > My Flarring Workspace

My Planning Workspace

Roli Narme: Rewiewsr Wigrk mch
Business Unit: STATE 5.6 UserPraferences
Plannineg Moded 10z 1919_0PERTWIF™" 1319 OPERATING AGY Emal o

Planinif
Activity: | AGYOPA =l ; M{i
Seenario: [1etoacvora =] Refrash |

T view ar change your budget or plan, select Edit or View
desired varsion for each Planning Centér and click Submit.

or the desired Planning Tanter version. To copy a version, click Copy To subrnit the completed budget or plan for approval, select the

Submit My Preparation Workspace | My Review Workspace Version: |N| .,l

Status: All ol Refresh

PLannifng Locked
select S Deseription Version Description Status S Locked By  View Copy  Allocations Notes
ACCOUNTANCY i &
r acc BOARD OF OHIO Base Bage Version Open View  Copy &
ACCOUNTANCY 8 ;
r ACC BUARD OF OHIO Master Master Version Open view f[Copy | EditAllocatigns &
Submil Wty Preparation Workspate | My Review Workspace
My Workspace

Favorites  ManMenu > Flanning and Budgeting > Activity Preparation > My Planning Workspace

Line Item Details 10

Go to Planning Workspace:
+ Line ftem Froperties

+ Dimensions and Members

= Action Menu

Action: | Flanning Target = %0 anatysis: | =] 80| Hotkevs Hel

User View

T Private & public view: | | Refresh Viaw Create
Save| M [ 1tetof1 [3 (W] View30 | Hold A

Fund Program Pe
Account Cod Departrment Code ALl Initiatives Currency Default Method ID Total Amount 204
520 4180 ACCPC 10281 A80601 no1 usD AMTPER AMTPER 500,00000 /8 5
2| | i

* Totals

Save

) 10
Goto Planning Workspace: My Workspace

Back
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3
OmiD

Ci

My Review Workspace

|Fa1'qrtas Man Menu > Planning and Budgeting > Activity Preparation > My Planning Workspace

My Planning Workspace

Role Name: Reviewer Wilarkspac rch
Business Unit: STATE UserPreferences
Planming Model 1D: 1819_OPER_AGY 1819 OPERATING AGY Emall (=N

Planmin
Acthity [aovorn 3] Gulgatngs
Scenark I 18194GYOPA 'I Refrash

To view ar change your budget or plan, select Edit or View for the desired Planning 44 tversion. To copy aversion, elick Copy. To submitthe completed budget or plan for

approval, select the desined version for @ach Planning Canter and click Submit
Version: | All 'l Status: All - Refrash

Iy Renvdiew Workspace
Paxsonakize | Find | View A1 | B | B First B 1.2 or 2 I Last

Select  Pent pescription Version Description Status pocked  LockedBy  View  Copy Hotes
ACCOUNTANCY o)
r ACC BOARD OF OHIO Base Base Version View  Copy &
ACCOUNTANCY ' . =
F acc BOARD OF OHID Master Master Version Subritted View  Copy &S
Submit Wy Preparation Workspace | | by Beview Workspace 11
o Salact Al lear All —

My Preparation Workspace

Favorites  Man Menu > Planning and Budgeting > Acthvity Preparation » My Planning Workspace

My Planning Workspace

Role Name: Reviewar Workspace Search
Business Unit: STATE User Preferences
Planning Model ID: 1819_0OPER_AGY 1819 OPERATING AGY Email O

Planning
Acthity: I AGYOPA st I Guidelines
Scenario: I 18194GYOPA -| Refresh

To view a budget or plan far a Planning Center, select the desired version and click View To reject a
budget or plan that has been submitted, click Reject.

Reject Iy Preparation ¥Workspace | My Review Workspace

F First K12 0r2 O Last

Select Planning Center Description Status "Wersion View Details Hotes
B I acc gng%?_h.lgrmc‘r BOARD submited  |[Waster ] | Juiew | petais &
T _AccPc ACCPC v Approved [master =]  view Details &
Reject My Preparation Workspace | My Review Workspace 12 13
W selectal O3 Clearal —_— —

Back
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Line Item Detail Dimension

Favorites | Main Menu > Pta'rrgra_da.ﬂgew > Activity Preparation > My Planning Workspace

Line Item Details

Go to Planning Workspace: MyWiorkspace
* Line kem Properties

+ Dimensions and Members
~ Action Menu

13a

Action: | Planning Target = bBo | anatysis: |

=z 6o Hotkeys Heip
User View

T Private & public view: | =l Refresh Wigw Creats

Save| M M 1to1of1 [ (M View 30 HoldAl

Personize | Fing | B | £5
Fund Program
Cod ALl

Cod Departrment Initistives Currency Default Method D Totsl Amount

|52t| 4480 ACCPC 10281 889601 001 UsD AMTPER  AMTPER 50000000 /&

. 82

Goto Planning Workspace: Wprk

Refresh Dimensions

Faw‘l_ihss Mmylmu » Plarrmam:l&dueiﬂu ¥ Acmmp‘r_epaamn > My Planning Workspace
Line Item Details

Ga to Planning Workspace: | My Workspace |

* Line Mem Properties

Bergonoize | E1
Damensions Filler Damenaon Mambers:

Dimensions Dimiension Lewel Show Code

Show Description

Acount r

Department | 13b |
It atiwers: —
Fund Code

ALI

Prograrm Code

T 99 9 9 T 7
gio|afajao|a

Currency Code 13¢c
T —|
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G

My Planning Workspace

Home | Workisl | MuBiChannel Conscls |

Fa\qlw-s Main Merw > learga::lgem > Acti‘nt‘;lpget:watm » My Planning Workspace

& Mew Window  J

My Planning Workspace
Role Harme: Reviewer Wgrkspace gearch
Business Unit: STATE Liger Preferences
Email &
Planning Model ID: 1819_0PER_AGY 1813 OPERATING AGY 2
P
ety - Eaps,

Scenario: | 181 AABYOPA vI Refresh

Toview or change your budget or plan, select Edit or View for the desired Planning Center version. To copy a version, click Copy. To submit the completed budget or plan for
approval, select the desired version for each Planning Center and click Submit

Submit Wiy Preparation Workspace | Wy ReviewWorkspace Version; | &1 - Status: All -

Select  TRMNG peyeription Version  Description Status posked LockedBy  View  Copy Hotes
ACCOUNTANCY =
r |acc BOARD OF OHIO Base Base Version vigew  Copy &
ACCOUNTANCY . ’ .
Al M, Mast t View
= CC BOARD OF OHIO aster aster Version Submitted Copy &
Submit My PreparationWorkspace | My Review Workspace
o SelectAll =] Clear Al
Reject
Favorites | Main Menu > Plarning a"g&dpu"q » Actiity Praparation > My Planning Workspace
My Planning Workspace
Role Nome: Redewer Workspace Search
Business Unit: STATE User Preferences
Email &
Planning Model iD: 1919_0OPER_AGY 1813 OPERATING AGY
Flannin
Activity: [aGvore - et glmgg
Scenaria: [1zroacvore =] Refrash
Toview a budget or plan for a Planning Center, select the desined version and click View, To reject a
budget or plan that has been submitted, click Reject
Reject My Preparation Workspate | My Review YWorkspace
My Review Workspace personsize |Find | B | 7 Fest Kl 92 0r2 O Lan
Select  Planning Center Description Status “Vershon View  Details Hotes
= r ALCC gﬁ%ﬂ?gmm BOARD Submitied Waster vl View  Delails &
(] ACCPC NOT FOUND W Approved Master | View  Details &
My Prenaration Workspace | My Review Workspace
™ Selecial | 45 [0 Clearan

Back
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