2016-2018
KBUD
Budget Preparation

Office of State Budget Director
Governor’s Office for Policy and Management
Room 284, Capitol Annex
Frankfort, Kentucky 40601
Phone: 502-564-7300
Fax: 502-564-6684
http://www.osbd.ky.gov
http://kbud.ky.gov

UNBRIDLED SPIRIT — -



Office of State Budget Director

Commonwealth of Kentucky
KBUD Budget Preparation
Version 1.0

August 24, 2015

Kentuckip™

UNBRIDLED SPIRIT m



Table of Contents

Table of Contents

PAGE

Section 1 Introduction t0 KBUD ..........uuuiiiiiiiiiiiiiecieiiii e 1
Section 1.1 BenefitS Of KBUD ........uuuiiiiiiiiiiiiiiiiiiiiiiiii e 1
Section 1.2 KBUD Setup SUMMAIY ....coouiiiiiiiiiieeeei et eeie e e e et e e eeae e e eees 2
Section 2 Baseline Budget ReqQUEST ........ccoevviiiiiiiiiii e 3
Section 2.1 Budget FOrmM OVEIVIEW ........cceeeiiiiiiee e e eeeeeeeiiis e e e e e eeeearn e e e e e e eeennnes 3
Section 2.2 Creating a Baseline Budget ReqUEeSt............ccoeviiiiiiiiiiiiiiiiiieeeeeeeeeiis 5
SeCtion 2.2.1  PrOCESS OVEIVIEW ....eeiiiiiiiiiiiiiiiiitteeeeeaasibtte et e e e e e e st eee e e e e e s s aanbraeeeeeens 5
Section 2.2.2  Assumptions, Conditions, and DireCtioNS.............ccceeeeeieiii e, 6
Section 2.2.3  Login to KBUD & Navigate to the 1618_A2-A3-A4-A5 Baseline Form....... 7
Section 2.2.4  Creating the Baseline Budget Request FOrM..........ccccceeeeviieevreeeiviiien e, 10
Section 2.2.5  Entering Budget Data in the 1618 A2-A3-A4-A5 Form.................c..oo.... 12
Section 2.2.5  Login to KBUD Reports (EBI) to Access Baseline Reports...................... 23
Section 3 Restricted FUND FOIrM ........oovviiiiiiiiiiieeeci e 34
Section 3.1 Budget FOrmM OVEIVIEW ........cccoiiiieiiiiiiee e 34
Section 3.2 Creating a Restricted Fund Budget Request ... 36
Section 3.2.1  ProCesS OVEIVIEW .....ccooiiieiiiiee e 36
Section 3.2.2  Login to KBUD & Navigate to Restricted Fund Maintenance Dimension.37
Section 3.2.3  Navigate to the 1618 E_FUND-RECEIPTS Form ...............ccoeeeeeennee. 40
Section 3.2.4  Creating the E Restricted Funds & Receipts Budget Request Form........ 43
Section 3.2.5  Entering Budget Data in the 1618 E FUND-RECEIPTS Form................ 45
Section 3.2.6  Login to KBUD Reports (EBI) to Access Restricted Fund Reports .......... 47
Section 4 Federal Grant FOIM ... 56
Section 4.1 Budget FOrmM OVEIVIEW .........uuuuiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiieeeeiaees 56
Section 4.2 Creating a Federal Grant Budget Request ............cccoovvvviiiiiieeeeeene, 58
Section 4.2.1  ProCeSS OVEIVIEW ....ccceeeeeee e 58
Section 4.2.2  Login to KBUD & Navigate to Restricted Fund Maintenance Dimension .59
Section 4.2.3  Navigate to the 1618 G FOrM ......ccoooeiiiiiiiiiiie, 63
Section 4.2.4  Creating the G Federal Assistance Budget Request Form ...................... 66
Section 4.2.5  Entering Budget Data in the 1618 G FOrm..........cooeeeeeeiiiiiiiiii. 68
Section 4.2.6  Login to KBUD Reports (EBI) to Access Federal Grant Reports ............. 70
Section 5 Additional Budget ReqUEesSt..........ccovveviiiiiiiiieeeiie e, 75
Section 5.1 Budget FOrM OVEIVIEW ........cceeieeeeeiiiie e e et e e e e e e e 75
Section 5.2 Creating an Additional Budget Request (ABR) .........ccoovviiiiiiinennnnee. 78
SeCtion 5.2.1  PrOCESS OVEIVIEW ....cciiiiiiiiiiiiiiiiiae e e e sttt e e e e e st e e e e e s eeeeaee s 78
Section 5.2.2  Login to KBUD & Navigate to ABR Maintenance Dimension................... 79
Section 5.2.3  Navigate to the 1618 B2-B3-B4-B5 FOrM.........cccvvveviiiiiiiiiiieeeiiciee e, 82
Section 5.2.4  Creating the Additional Budget Request Form...............cccceeeieeee . 85
Section 5.2.5  Entering Budget Data in the 1618 B2-B3-B4-B5 Form............................ 87
Section 5.2.6  Login to KBUD Reports (EBI) to Access ABR Reports............ccoeeeeeeeee.n. 93

KBUD — Table of Contents

08/24/15 Page i



| Table of Contents
Section 6 Capital Budget REQUEST .......ccccevviiiiiiiiiii e, 98
Section 6.1 Budget FOrM OVEIVIEW ......cccoeiiiiiiiiiiiee et 98
Section 6.2 Creating a Capital Budget Request ............cceeiveiieiiiiieiiiiciiee e, 101
Section 6.2.1  ProCeSS OVEIVIEW ...ccoeieeiie e 101
Section 6.2.2  Login to KBUD & Navigate to Project Maintenance Dimension............. 102
Section 6.2.3  Navigate to the 1618 CAPITAL_FUND FOrm...........ccccceeveviiiiiiieeenn, 106
Section 6.2.4  Creating the Capital Request by Fund Source Form .............ccoeeeeeenn. 109
Section 6.2.5  Entering Budget Data in the 1618 CAPITAL_FUND Form.................... 111
Section 6.2.6  Creating the Capital Request by Fund Source Form ................ooeeeeenn. 109

Section 6.2.5
Section 6.2.5

Creating & Entering Budget Data in 1618 CAPITAL_EXPEND Form ...112
Creating & Entering Budget Data in 1618 _CAP_IMPONOPBUD Form.113

Section 6.2.6  Login to KBUD Reports (EBI) to Access Capital Reports ..................... 114
Section 7 Off Budget Fund FOrm ..., 121
Section 7.1 Budget FOrmM OVEIVIEW ........ccooviiiiiiiii e 121
Section 7.2 Creating an Off Budget Fund Budget Request ............cccoooeeiiiinnnns 123
SeCtion 7.2.1  ProCeSS OVEIVIEW ...uuuuiiiieiiiieiiiiiii e eeeeeeettes s e e e e e e ee s e e e e e e e eeenenneeeeeeees 123
Section 7.2.2  Login to KBUD & Navigate to Off Budget Maintenance Dimension ....... 124
Section 7.2.3  Navigate to the 1618 OFFBUD_FUND FOrmM ............ccccoeeeveieeeieeee e, 126
Section 7.2.4  Creating the Additional Budget Request FOrm...........ccccccoviiiiiiinnnneennn. 129
Section 7.2.5  Entering Budget Data in the 1618 OFFBUD_FUND Form.................... 131
Section 7.2.6  Login to KBUD Reports (EBI) to Access Off Budget Reports ................ 133
Section 8 History Changes .......ovv oo 137
Section 8.1 History Change OVEIVIEW ...........uuuuiiiieeiiiieiiiiiie e 137
Section 8.8.1  ProCeSS OVEIVIEW ....cccoeeiie i, 139
Section 8.2 Login to KBUD Reports (EBI) and Run Baseline Reports............... 140
Section 9 KBUD REPOIMS....cciiiiiiii it 147
Section 9.1 REPOIS OVEIVIEW ....ccvviiiiiiiiiii e 147
Section 9.2 Biennial Budget Preparation Reports OVervieW...........cccceevvvvvnnnnnnn. 149
Section 9.3 ACCESSING EBI 4. L. ..o 151
Section 9.4 RUNNING REPOITS ... 153
Section 9.5 TV (] o T =T 0T ] o £ 156
Attachment A KBUD Setup and Preferences .........ccccceeeivivviiiiiiiieenenns A-1
Internet Browser REQUIFEMENTS ........uuuiiii e eieeeeiiiiiis s e e et s e e e e e e e e e e e e e e e A-1
POPUP BIOCKET ...ttt e e e e et e ettt e e e e e e e aeeennnnns A-3
Internet Explorer Security Setting to Enable Menu Display ..........cccccevvvciiiiiiiiiiennnns A-4
1o 11 o XU UPUPPPPPPPRTI A-5
e TS V1Yo o [ (=T - USSR A-6
Pl BN CES A-9

KBUD — Table of Contents

08/24/15 Page ii



Introduction to Kentucky Budget System (KBUD)

Section 1 Introduction to KBUD

The Kentucky Budgeting (KBUD) system will be used to develop the 2016-2018 biennial
budget. This manual will provide information on the KBUD system and how to use it to
enter, change, report and submit the majority of their biennial budget request. This
process will enable the Commonwealth to meet the statutory requirements of KRS
Chapter 48 for preparing and submitting agency biennial budget requests to the
Governor’s Office for Policy and Management (OSBD) and the Legislative Research
Commission (LRC). It will enable the Commonwealth to provide the information required
for submission contained in the 2016-2018 Branch Budget Request Manual (Budget
Instructions). It is essential that agencies read and understand the 2016-2018 Budget
Instructions in order to complete and submit their biennial budget request accurately,
on-time, and in the correct format. The 2016-2018 Branch Budget Request Manual
along with other budget resources can be found on OSBD’s Website at the following
loction: http://osbd.ky.gov/Pages/KBUD-Information.aspx

Section 1.1 Benefits of KBUD

Historical Analysis

KBUD will bring in historical data from prior years for budget preparation. This function
will enable the Commonwealth to present and report actual financial data within each
agency’s budget structure. It will enable the Commonwealth to comply with the Budget
Instructions for the reporting of the two prior fiscal year’s data in each agency’s biennial
budget request.

Publish Budget Documents

The KBUD Reporting tool (Enterprise Business Intelligence or a.k.a. EBI) will provide
the budget reports necessary to produce or support the production of the various
biennial budget documents. This will enable the Commonwealth to meet the statutory
requirements for biennial budget documents and support the display and presentation of
the Commonwealth’s budget decisions to the public.

Data Consolidation

KBUD will provide automatic data consolidations or “roll-ups” of budget information.
This function will enable the Commonwealth to consolidate budget information from the
lowest level to the many and varied higher levels. The Commonwealth will be able to
more easily produce budget reports and information that consolidate Programs, Funds,
Projects, Expenditures, Revenues and other budgetary information within KBUD.

KBUD - Section 1 08/24/15 Page 1



Introduction to Kentucky Budget System (KBUD)

Record the Trail of Changes

KBUD will provide an audit trail of all changes made to a budget request prior to its
submission. This function will enable the Commonwealth to track and record the many
changes that occur to a biennial budget request during its development process. This
will provide a valuable troubleshooting aid in a process that is large and complicated.

Section 1.2 KBUD Setup Summary

The section is a summarized version of the technical setup requirements necessary for
KBUD to work properly. For detailed instructions to complete the KBUD Setup,
reference Attachment 1 - KBUD Setup and Preferences at the end of this manual,
or you can contact the KBUD Administrator at KBUDAdministrator@KY.GOV to
request technical help.

The Commonwealth uses two separate applications to complete the full development of
an agency’s budget:

1) KBUD application has built-in forms and tables for users to enter the budget
data information necessary to create the KBUD reports. The link to the
application is https://kbud.ky.gov/. Each user requires a separate KBUD
account to utilize the application. Contact the KBUD Administrator at
KBUDAdministrator@KY.GOV to request access instructions.

2) KBUD Reporting is hosted on SAP’s Enterprise Business Intelligence (EBI)
platform and allows user to run and print pre-built budget reports designed for
the budget preparation process. The link to this application is http://eas073vp-

ws009:8080/BOE/BI. Each user requires a separate EBI account to utilize the
application. Contact the KBUD Administrator at
KBUDAdministrator@KY.GOV to request access instructions.

Users can access both applications through compatible Web browser (Internet Explorer
or Firefox). Only certain versions of these browsers will work with KBUD or EBI. Also
there are specific browser settings such as Pop-up Blocker or Compatibility View that
allow important features within KBUD to work properly. Features such as the search
lists, drop down menus, and the import/export of files will not work if the browser
settings are incorrect. In addition, KBUD Reporting (EBI) will not work unless the user’s
computer is loaded with the correct version of the Java SE Runtime Environment.

KBUD - Section 1 08/24/15 Page 2



Baseline Budget Request

Section 2 Baseline Budget Request

Section 2.1 Budget Form Overview

Budget forms are the primary tools used to produce the agency budget request reports.
The budget request reports are the final output used by agencies to submit their formal
budget request to GOPM. The numerical budget data entered on the agency’s forms is
ultimately translated into budget totals on the budget request reports. In addition to the
budget request forms, the information entered into the dimension tables and the FY14 and
FY15 historical data loaded into KBUD from eMARS are also used to produce the budget
request reports.

Budget Forms (KBUD)

6 B R | A3/ A3 Srarms & x| i1 [ |

Bakon Rncuas | AT/AS Saarcims & £xp oy Fumed | 41 Erountirs Bt | 43 Pornane | Eocarmast Managurnt |

4 s R | ATYAD Srurcns & €20 iy P | 1 o | 4 P | St Hasagamant

ST S Numerical
—.. ——--Budget Data

CLHil

Agency Budget Request
Reports (KBUD Reports-EBI)
Submitted to GOPM

Dimension Tables (KBUD)

-»-—- | tmance ssccarsn | Conessasmars | Gocuman Massgarmare | |
FY14 & 15 Historical Data (eMARS to KBUD) :
" / = \ History
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Baseline Budget Request

The 1618 A2-A3-A4-A5 Baseline Budget Request form is the primary form used to
produce your agency’s 1618 baseline budget request (NOTE-1: The KBUD forms and
reports used for Restricted Funds and/or Federal Grants are covered in sections three and
four of this manual. NOTE-2: The 1618 A2-A3-A4-A5 Baseline Budget Request form also
includes your defined calculations which are technically considered part of the agency’s
additional budget request).

1618 Baseline Budget Request Form

Code
1618 AZ-A3-A4-AS AZ/AS/A4/A5 Baseline Budget Request

The 1618 A2-A3-A4-A5 Baseline Budget Request form has been consolidated and
contains multiple tabs to perform different functions. This has changed from the previous
biennium where each of these tabs would have been a separate standalone form. For
example, the 1618 A2-A3-A4-A5 form now contains separate tabs to record the various
components of your baseline budget request data:

A2/A3 Sources & Expenditures by Funds
A3 Expenditure Detail

A5 Personnel

Document Management

1618 A2-A3-A4-A5 Form with Multiple Tabs

| Edit Budget Request I A2/A3 Sources & Exp by Fund I A3 Expenditure Detail I AS Personnel | Decument Management

Motify
Expand All | Collapse All

- - Budget Request Details m

Request Code: 366 * Name: 7284 PG - A2 & A3
Form: 1618_AZ2-A3-A4-AS5
* Stage: E]

r'= Reason For Change

Reason Description:

r - Budget Request Information

Legal Authaority Citation::

r = Dimensions m

Program: 728A_PG
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Baseline Budget Request

Section 2.2 Creating a Baseline Budget Request

This section includes an overview of the baseline creation process along with the detailed
instructions to create a baseline budget request required by the 2016-2018 Budget
Instructions.

Section 2.2.1 Process Overview

The following is a summarized description of the steps involved in the process to create a
baseline budget request in order to help users understand the flow of the detailed
instructions:

1)
2)

3)

4)

Login to KBUD and navigate to the Budget Layout Selection Page to choose the
1618 A2-A3-A4-A5 Baseline Budget Request form
Create an instance of the 1618_A2-A3-A4-A5 Baseline Budget Request form for
each agency program
Manually enter or import the appropriate budget lines (data) into each of the form’s
tabs for each appropriate fund type and budget object combination
o0 A2/A3/A4/A5 Baseline Budget Request Form Tabs
= Edit Budget Request
= A2/A3 Sources & Exp by Fund
= A3 Expenditure Detail
= A5 Personnel
= Document Management
Login to KBUD Reports (EBI) and navigate to the 16-18 Biennium folder to run
and/or print the necessary budget request reports
o Create the baseline budget request reports necessary for performing a math
check on the budget data that was entered into KBUD
o0 Create the baseline budget request reports necessary for official budget
submission to GOPM

KBUD — Section 2 08/10/15 Page 5



Baseline Budget Request

Section 2.2.2 Assumptions, Conditions, and Directions

The following is a list of helpful assumptions, conditions, and directions that should
be followed and understood prior to creating a 2016-2018 baseline budget in KBUD:

e The user should review and understand the LRC’s 2016-2018 Budget Instructions
located on OSBD’s Website (Link to Webpage - http://osbd.ky.gov/Pages/KBUD-
Information.aspx).

e All budget requests outside of the baseline budget requests needs to be separately
requested as an Additional Budget Request.

e Defined calculations budget requests are requested separately on the 1618 A2-A3-
A4-A5 Baseline Budget Request form. The Full Actuarial Required Contribution
(ARC) will not be handled separately like it was in the 1416 budget request but will
be included as part of the defined calculations for the 1618 budget request.

e There are several aids (tools) to assist in the budget request calculations located on
OSBD'’s Website (Link to Webpage - http://osbd.ky.gov/Pages/KBUD-
Information.aspx).

e The user has an active KBUD and EBI (KBUD Reports) accounts with the correct
agency security to perform the actions required. If not, contact the KBUD
administrator at KBUDAdministrator@ky.gov to obtain a copy of the KBUD Security
form and instructions.

e Any specific budget preparation-related questions should be addressed to the
agency’s assigned GOPM budget analyst, not to the KBUD Administrator.

e Any KBUD technical questions should be addressed to the KBUD administrator at
KBUDAdministrator@ky.gov.

e The use of every function and/or feature within KBUD or EBI (KBUD Reports) will
not be demonstrated in this section of the manual, only the ones necessary to
produce a baseline budget request. Any other questions concerning additional
functions or features within KBUD can be addressed to the KBUD administrator at
KBUDAdministrator@ky.gov.

e The user has setup their computer in accordance with KBUD Setup instructions
located in Attachment A, KBUD Setup and Preferences.

KBUD — Section 2 08/10/15 Page 6



KEUDH Baseline Budget Request

Section 2.2.3 Login to KBUD and Navigate to the 1618 A2-A3-A4-A5 Baseline
Budget Request Form

¢ Open your browser and enter the URL for the KBUD application into the browser’s
address bar: https://kbud.ky.gov/.

e Enter your KBUD user ID and password.
e From the Home page, you can navigate to the KBUD forms in two ways:

1. Click the Formulate Budget Request link under the Pages heading, or
2. Click on the Budget Tasks on the menu bar and select Formulate Budget
Request. The Budget Layout Selection page will appear.

ome Page

L= TR I

6 | @ http://kbud310np state.ky.us/trainl/Controller

(& Budget Tasks
File Edit View Favorites Tools Help

9% Ky Office of State Budget Dir.. & (2 unread) - philrosell - Ya.. £] Welcome to AMS Advant... Google £ KBUD310 (2015) - Prod

Welcome, RVI0040 Messages(0) [ Home & | Help | Preferences | Reports | Edit Password | Logout

Reference Data Security Utilities Budget Tasks

E
3

Advantage Performance Budgeting - Training =

F late Budget Request
Budget Tasks ll ormulate Budget Requ ‘J >

Execute Queny

Categories Refresh Cache Page

Dimensions - This contains links to the Dimensions the users can edit.

1 =
\

[ Formulate Budget Request J

Execute Query

Refresh Cache Page

Go to top of page

javascripttriggerTransition(’//BudgetLayoutsSelection/Header') H100% -
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KEUDH Baseline Budget Request

¢ From the Budget Layout Selection page, you will see all the KBUD forms that are
available for your use. In this case, you want to choose the 1618 A2-A3-A4-A5 form
by clicking on the corresponding blue link. The Select Budget Request page will
appear.

Budget Layout Selection Page

Reference Dato Secunty Liilities Budget Tasks

Advantage Performance Budgeting - Training > Budget Tasks > Budget Layout Selection -

Budget Layout Selection
Code: Hame:
Layout Type: [+]

Display 20 [v] ttems  Sgrt...

S
5] A2-57-0d- 8 A2/AZA4/AS Baseline Budget Reguest
0 1618 F2-B3-Bd4-BS B2/B3/B4/B5 Additional Budgat Redquest
D PIT P Capital Request Expenditures
M 1518 caprral FUND Capital Request by Fund Source
ﬂ 1618 CaP IMPONCPFBUD Capital Request - Impact on Operating Budget
|N] 1518 E FUND-RECEIPTS E Restricted Funds & Receipts Form
] 8 G G Federal Assistance Form
5] A WA FY 18 Allgtment Request
10 16 M E TICN FY 16 Appropriation/Allotment Modifications

Go to top of page

o Please keep in mind, the Select Budget Request page will show all the instances of
this specific form (1618 A2-A3-A4-A5) you have created. However, when the page
initially loads up, there will be NO ITEMS TO DISPLAY, even if you have previously
created an instance of the form. This is normal until you either create a new form or
do a search for a previously created form.

Select Budget Request Page (1618 A2-A3-A4-A5 Form

Welcome, RV10040 Messages(0) [ Home & | Help | Preferences | Reports | Edit Password | Logout

Reference Data Security Utilities Budget Tasks

Advantage Performance Budgeting - Training > Budget Tasks > Formulate Budget Request > Select Budget Request

Select Budget Request

Layout Code: |1618_A2-A3-A4-AS Request Code: Stage: Archive View: |False[v] search
Layout Type: |Generic Name:

Program: &
New Delete Save Display 20 Items  Sort..

- NO ITEMS TO DISPLAY -

Go to top of page
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Baseline Budget Request

e From the Select Budget Request page, you can do all of the following functions:

1. Use the Search feature to search for previous created forms

= Search all by leaving all textboxes blank and clicking the Search button
and all instances of the form will appear
= Search by Request Code, Name, or Program by typing in the
information in the textboxes and clicking the Search button (* is the
wildcard) and the instances that match your parameters will appear
(NOTE: Once a form moves past Stage 2 in the process, agencies will
no longer see this form in their search results)
Use the New feature to create a new instance of this specific form
= Click the New button and the Create Budget Request page will appear
to allow you to create a new instance of the form
Use the Edit feature to edit an existing instance of this specific form
= Click the checkbox of the form instance you wish to edit, click the Edit
button and the form will appear in the edit mode
Use the View feature to only view (no editing) an existing instance of this
specific form
= Click the checkbox of the form instance you wish to view, click the
View button and the form will appear in the view mode
Use the Delete/Save feature to delete an existing instance of this specific
form
= Click the checkbox(es) of the form(s) instances you wish to delete,
click the Delete button to mark the form(s) for deletion, click the Save
button to finalize the deletion of the form(s), and they will be
permanently deleted (NOTE: You cannot delete a form if there are
active budget lines within the form. You will receive an error message.
You have to first edit the form and delete all budget lines within all tabs
and then perform the deletion procedure)

Select Budget Request Page (1618 A2-A3-A4-A5 Form)

Welcome, RVI0040 Messages(0) [ Home & | Help | Preferences | Reports | Edit Password | Logout

Reference Data

Security Utilities Budget

Adwvantage Performance Budgeting - Training = Budget T: Formulate Budget Request = Select Budget Request

Select Budget Request

Layout Code: 1618_A2-A3-Ad-AS Request Code: Stage: | [v]| Archive View: False[~]| gearch
Layout Type: ﬂ Name: 728%
2 3 4 5 Program: Fa

[ﬂewI Ed\tI !lewI Delete nga] Display 20 ﬂ Ttems Sort...

Items 1-7 of 7

T S T T

[El = 366 728A_PG - A2 & A3 2 7284 PG

F10 367 7288 PG - A2 & A3 = 7288 PG

[E[7 368 728C_FG - A2 & A3 Search Results 728C_PG

iﬂ\j 365 728D_PG - A2 & A3 (|nstanceS of the Fbl’m) 728D_PG

17 370 7261_PG - A2 & A3 2 7261_PG

EO 7 728L_PG - A2 & A3 = 728L_PG

B0 a7z 728P_PG - A2 & A3 2 728P_PG v
& it .
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Baseline Budget Request

Section 2.2.4 Creating the Baseline Budget Request Form

In this section, we will continue from the previous section to create an example of a
baseline form for the Department of Public Health (DPH), Department 728. In this first
scenario, DPH has already created six of the seven 1618 A2-A3-A4-A5 forms needed for
their baseline budget request; therefore, we will create the final 1618 A2-A3-A4-A5 form for
program 728A PG, General Health Support.

e From the Select Budget Request page, click the New button. The Create Budget
Request page will appear and allow you to create a new instance of the 1618 A2-
A3-A4-A5 form.

Select Budget Request Page (1618 A2-A3-A4-A5 Form)

Select Budget Request

0

Lavout Code: 1618 A2-A3-A4-AS Reguest Code: Stage: 2 ﬂ Archive View: False ﬂ Search

Layout Type: ﬂ Name:

Program: &
Edit  View Delete Save Display 20 [v]| Items  Sort..
Items 1-6 of 6

(W] [emestcose ——— ame e erogam
_El 367 728B_PG - A2 & A3 2 728B_PG

El D 368 728C_PG - A2 & A3 2 728C_PG

_El D 369 7280_PG - A2 & A3 2 7280_PG

3 D 370 728]_PG - A2 & A3 2 728]_PG

_El D 371 728L_PG - A2 & A3 2 728L_PG

EO s 728P_PG - A2 & A3 2 728P_PG

Go to top of page
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Baseline Budget Request

steps:

From the Create Budget Request page, you will need to complete these four primary

1. Fill in the Name textbox (Suggestion: make it meaningful, so you will know by
its name what program is contained in the form. Also you cannot reuse the
exact name of a previous created form. You will receive an error message if
you do reuse the name. It is the form name that makes it an unigue instance

of the form)

Fill in the Program textbox (NOTE: You can only create a single instance of

this form with this specific program). There are two ways to fill in the textbox:
1) Type in the correct program code, or 2) click on the blue Program link to
pull up a Program Search box, and complete the following three steps to

3-1) Type in the first few digits of the program code and * in the Code

3-3) Click the Select button for the appropriate program

2. Fill in the Legal Authority Citation textbox
3.
select it from a pick list:
textbox
= 3-2) Click the Search button
4.

created

Create Budget Request Page

Click the Save button, and the new form with all its appropriate tabs will be

Save || Back

Create Budget Request

Expand All | Collapse All

r - Budget Request Details m

Reguest Code: * Name: 728A_PG

Form: 1618_AZ2-A3-A4-AS

1[v]«<

* Stage:

Stage should always be set to 1 by the agencies.

GOPM will move the forms to Stage 2 when needed.

r - Budget Request Information

Legal Authority Citation:: KRS 211.180 ]

r - Dimensions [j] 3

Proiram: 728A_PG ]

Go to top ofpk

Select
Select
Select
Select

Select

# 7284_PG
+ 728B_PG
# 728C_PG
4 728D_PG
+ 7281_PG
+ 728L_PG

Program Search
Code: 728* 3_1 Namet Short Elemer
Name: Type:
Postable: [v] Parent &
Program:
- Dimension Reference Information
[ Department: 7
- Financial Rollups Information
Type: ¥ Group: £
[ Lo o |
-
==
Display (20 (%] 1tems  Sort...
[code | |Short Name ___[Element Type ____[Parent __[Depal

General | Health Support
Women's Health

Prevention and Quality Improvement
Epidemiology and Health Flannin

Maternal and Child Health

Laberatory Services
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Baseline Budget Request

Section 2.2.5 Entering Budget Data in the 1618 A2-A3-A4-A5 Form

o Once the new form is created, you will be able to access all the necessary tabs within the form.
You can follow these steps to manually add line-by-line information to each tab.

1. Click on the A2/A3 Sources & Exp by Fund tab (NOTE: You can now add your baseline
and defined calculation budget lines, which consist of Sources of Funds & Expenditures
by Fund)

2. Click the New Line button to add a new blank line (NOTE: Continue to add new blank
lines for each line of budget data you need to enter for this program. Enter a separate
budget line for each fund/budget object combination required by the 2016-2018 Budget
Instructions)

3. Enter the appropriate budget data on the line. Every line will require a fund and
Budget Object (NOTE: You can go to OSBD’s Website,
http://osbd.ky.gov/Pages/KBUD-Information.aspx, to view an Excel file with a list of
all applicable budget objects, 1618 KBUD Budget Objects.xIsx). To use the search
feature for the Fund or the Budget Obiject cells, follow these steps:
= 3-1) Right mouse click in the cell and click the blue Search link
= 3-2) From the Budget Object Search page, either use the search fields to refine

your search results or leave all the fields blank to see all the available codes
= 3-3) Click the Search button to execute the search or Cancel to cancel the search
= 3-4) Click the Select button of the desired code, and it will populate the cell

4. Once you have finished entering all your budget lines for this tab, click the Save button

5. Click the next tab to add more budget lines or click the Back button to exit the form

New 1618 A2-A3-A4-A5 Form for 728A_PG

r;i) Action was successful.
Save Back
1 o)
Edit Budget Request [AZ{AS Sources & Exp by FundIAS Expenditure Detail] AS Personnel | Document Management | A2/A3 SO urces &
Notify Exp by Fund Tab

Expand All | Collapse All

- - Budget Request Details m
| Ed4udgal5equa;t I A2/A3 Sources & Exp by Fund | A3 Expenditure Detail | AS Personnel | Document Management

Request Code: 613
Form: 1618_AZ2-A3-A4-AS

* Stage: .ﬂ

Layout A3-Ad Type: ~] Reguest Request Stage: 1
Codes’ |1618_A2-A3-A4-AS VP JCndE: 613 Namas™ |728A_PG a

{ Budget Request Summary (i)

Program: 728A_PG
r'-= Reason For Change

Refresh Zem out Display Sub Total: Select Model: | [v]

Copy Line  Delete Line  Exgort Import AuditTrall goy  yiew as csv

Reason Description:

Budget Object || FY 15-16 FY 16-17 FY 17-18 DC FY 16-17 pcrrizie | |

. 14,391,500 14,509,000 14,509,000 152,000 385,100
r - Budget Request Information .

3 Totals Favorites
Short
Code phort

Expand All | Collapse Sisai .\ 3.1

Go to top of page

Legal Authority Citation:: KRS 211.18

Rows 1-1of1
i

r = Dimensions m

Program: |728A_PG

Go to top of page

3=34 (=) o= [Budget Object
Display Al [v] tems  Sort.. Search Page
|_[Code | lshort Name _ |

# REGAPP Regular Appropriation Regular Appropri

Selet  # TOBACCO Tobacco Settlement - Phase 1 Tobacco Settlemd

Select &/ SALCOMP State Salary and Compensation Allocation State Salary & Ct
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e KBUD also has the ability to import a Comma-Separated Value (CSV) text file to load all
the budget lines automatically instead of manually adding each budget line one at a
time. In these next steps, we will delete the single budget line entered in the previous
steps and import all of the necessary budget lines using KBUD’s import feature. To
delete the single budget line, follow these steps:

1. Click on the checkbox next to the budget line needing to be deleted

2. Click the Delete Line button, and KBUD will mark the line for deletion by applying
the strikethrough format to each selected line (example: 6100)

3. Click the Save button to finalize the deletion, and the line will be permanently
deleted

N
)
Edit Budget Request | A2/A3 Sources & Exp by Fund | A3 Expenditure Detail | AS Personnel | Document Management

- Budget Request Summary m
Layout e Type: Generic |w| Request Request Stage: 1
{Cnde: e ” Code: e Name: /28A_PG g

Program: 728A_PG

Refresh  Zero out Display Sub Total: Select Model:

New Line  Copy Line | Delete Line Export Import Audit Trail View Graph Sort... VMiew as CSW

Summary =1 =]
O N e N O N N 2 O L2 e N O I
1 es_eee REGARR R 4355568 145 145 152000 385100
Totals -14,391,500 -14,509,000 -14,509,000 -152,000 —335,101].

Page 1 | of1 Show |20 rows per page Rows 1 - 1 of lbé

Expand All | Collapse All

Go to top of page

e KBUD will confirm the deletion was successful

@ [ Action was successful. ]

Save Back

!
Edit Budget Request | A2/A3 Sources & Exp by Fund | A3 Expenditure Detail | AS Personnel | Document Management

- Budget Request Summary

Layout T : |Generic Request Request St; s 1
ot 1618 A2-AZ-A4-AS ype e 613 Noquest 728A_pG age
Program: 728A_PG
Refresh  Zero out | Display Sub Total: Select Model:
New Line  Copy Line  Delete Line Export Import Audit Trail Sort... View as CSW
Summary E E
W] cre [ Fors [uspeiomes [] _isie [ ~isw [ i | ocrism [ ooz |
—— Line has been permanently deleted B
Page 1 of 1 Show |20 rows per page No records to vwewj

Expand All | Collapse All

Go to top of page
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Now that the single budget line has been deleted, we will import all the budget lines
using the KBUD import feature and Excel to create the import file (spreadsheet) as a
Comma-Separated Value (CSV) text file. You will need to open Excel and add your
budget lines into a worksheet and edit the cells to follow the formatting rules
(IMPORTANT NOTES: For the import process to be successful, you will need to
ensure your Excel import file complies with all of the following formatting rules):
1. The first row of the Excel file needs to exactly match the column headers on
the form tab in terms of name, case, and order from left to right (see the
comparison below). It is recommended to use the Export feature in KBUD to
download the tab’s column headings in a CSV file to be used as a template for
your import file. Once you have downloaded the headers, then you can add
your budget lines to the CSV file and use the file to import the budget lines into

KBUD.
Excel (CSV file)
A B C D E E G
1 [ Fund Budget Object FY15-16 FY16-17 FY17-18  DCFY16-17 DCFY 17-18
2 0100 REGAPP 12,903,800 12,955,400 12,955,400 92,600 306,000
= 01 EYERYEL MDD 12955 ANN 12 955 A0 12 955 AN 97 AN NG OO0

DC FY 16-17

E Budget Object I Fr 15-16 FY 16-17 Fr 17-18 DC Fy 17-18

Totals

To use the Export feature, navigate to the desired tab and click on the blue
Export link. Follow the prompts to save the CSV file with a meaningful name
and in a location you will remember. You can open up the saved CSV file in
Excel and add your budget lines to it. You will need to repeat this process for
each of the form’s tabs because the headers can change for each tab.

|
Edit Budget Reque -l A2/A3 Sources & Exp by Fund I Ali Expenditure Detail | AS Personnel | Document Management ‘
J

-/ Budget Reguest Summary m

Layout

Type:
Code:

1618_A2-A3-A4-A5

J Request

Code: 613

Program: 728A_PG

Request

Name: 728A_PG

Stage: 1

Summary

Totals

Expand All | Collapse All

Refresh | Zero Out | Display Sub Total:

New Line Copy Line Delete Line mport Audit Trail Sort... View as CSV

Select Madel: ﬂ

Page 1

E Budget Object I FY 15-16 FY 16-17 Fr 17-18

of 1

DC FY 16-17

Show 20 |V |rows per page

EEGEZNEN
|

=1 [ [=]

Mo records to view
]

Go to top of page
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2. Any fund cells with fund types that begin with a leading zero must include this
zero. Excel will drop the leading zero if the cell is formatted as a General
format. To resolve this issue, highlight the affected column or cell, change the
Number format from General to Text format, and add the “0” back to the fund
“100”, so that it appears as “0100”. You will need to fix all fund cells.

E Home Insert Page Layout Formulas Data Review View Developer Add-Ins Acrobat Team
= cut .-y o=
L Calibri T v (A A === - =) Wrap Text [ Text v ]
e 53 Copy 7 = 5 0 .00
aste s || B oy |l =E==|EE| Ewm . % T
s F Format Painter B I U i - A Si=i= £= | E Merge & Center $ Yo 00 .0
Clipboard Font Alignment Number
N13 v &
A B C D E F G H I A

Incorrect Format —
Correct Format—

1

-

(F- - RN R

=
=1

Fund Budget Object FY15-16 FY16-17

100 REGAPP
BXPBYFUND
1200 BALFOR
1200 CURREC
1200 EXPBYFUND
1300 BALFOR
1300 CURREC
1300 EXPBYFUND
1300 NONREV

12,903,300
12,955,400
13,500
503,600
517,100
682,300
49,941,200
40,267,300
-9,816,200

12,955,400
12,955,400

493,100
493,100
540,000
33,826,900
22,996,600
-11,100,300

FY17-18
12,955,400
12,955,400

338,700
338,700
270,000
33,826,500
22,996,600
-11,100,300

DCFY 16-17 DCFY 17-18
306,000
306,000

92,600
92,600

15,200
15,200

7,000
7,000

3. Utilize numerical data for the five budget data columns and ensure those cells
are in the Excel number format and not in the currency or accounting format.
Do not include the $ sign in the cell, or do not use any formulas or total rows.
(NOTE: All dollar values for the requested fiscal years should be rounded to
the nearest $100. KBUD does not prevent you from entering non-rounded
values, but the 2016-2018 Budget Instructions request the values be
rounded).

4. Utilize only valid KBUD fund types and budget objects codes and code
combinations for this specific tab. For example, you would not use Fund Type
code 1200 (Federal Funds) and Budget Object code REGAPP (Regular
Appropriations) as a combination because federal funds are not included in
regular appropriations. Also ensure the budget object names are all in upper
case format, REGAPP. Refer to the 2016-2018 Budget Instructions for the
appropriate budget objects that would apply to each Fund Type (NOTE: You
can go to OSBD’s Website, http://osbd.ky.gov/Pages/KBUD-Information.aspx, to
view an Excel file with a full list of all applicable budget objects, 1618 KBUD
Budget Objects.xlIsx). Below are some of the budget objects that apply to only
a specific type of fund:

General Fund and Road Fund ONLY
Regular Appropriation
Continuing Appropriation — General Fund
Continuing Appropriation — Road Fund
Reorganization Adjustments

Mandated Allotments (these are Necessary Government Expenses)
Salary and Health Insurance Adjustments — General Fund only
Tobacco Fund ONLY
Tobacco Settlement — Phase |

KBUD — Section 2
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e Continuing Appropriation — Tobacco Settlement
e Reorganization Adjustments

Restricted and Federal Funds ONLY
e Balance Forward
e Current Receipts
¢ Non-Revenue Receipts
e Fund Transfers

e Once you have populated your Excel worksheet with all budget lines and formatted it
correctly, save the file as a Comma-Separated Value (CSV) file with a meaningful name
and in a location where you will remember to find it. To save the file as a CSV file type,
follow these steps:

1. Click the File tab
2. Click the Save As command

1 Hame Insert Page Layout Formulas Data Review View Developer Add-Ins Acrobat Team

Information about 1618DPH-728A-A2A3A4

2[ E Save As - .
Cih\Users\phillip.rosel\Downloads\F¥1618 DPH Budget Prep Files\1618DPH-728A-A2A344 .csv
.| Save as Adobe PDF
[ Open = R
Permissions

(k) Anyone can open, copy, and change any part of this workbook.

"
|| Close ._.5_[,?

Protect
Workbook -
Recent

3. Click the Save as type down arrow and choose the CSV (Comma delimited)
(*.csv) file type

4. Type in a meaningful name and navigate to a folder where you will remember
to find it (NOTE: Do not use any special characters in the name of the file)

5. Click the Save button and close the Excel file

m [ 1 « Downloads » FY1618 DPH Budget Prep Files | 42 ||| search Fr . P
Organize « New folder = @
[z Application Data e Mame : Date mod =
1 |
iz Contact: =
b= C°":_ i ] 1111DPH - Grant - BudgetlinellmportBx..  4/24/2015 |
= D°°kt'e‘ 1] 1618DPH-728A- A2A3 A4 csv 7/13/2015
L (] 1618DPH-728A-A3Detzil.csv 12/12/201
& Downloads

[EL} 1518DPH-728A-A5.csv
[EL} 1618DPH-728B-A2A3A4.csv
[EL} 1618DPH-728B-A3Detail.csv
=] 1618DPH-728B-A5.csv
L) 1618DPH-T28C-A2A3A csv

. Converted CSV Files
FY16 Budget Allotment Load for UAT
FY¥16 Budget Execution Files
FY¥1618 DPH Budget Prep Files

Oracle 11g Client e AR A e T R
- 4 1 ] b
Pazzwnrd Linlnck L |
4[Fi|eﬂame: 1618DPH-728A-A2A3 A4 csv J =
3 [Save as type: ICS‘J (Comma delimited) (*.csv) v]
Authors: Rosell, Phillip (OSBD) Tags: Add atag
= Hide Folders Tools =~ [[ Save ]] ‘ Cancel ‘

e —— = —
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6. Click the Yes button any time this Excel dialog box appears

-

=

Microsoft Excel

16180PH-728A-A2A3A4.csv may contain features that are not compatible with CSV (Comma delimited). Do you want to keep the workboaok in this format?

« To keep this format, which leaves out any incompatible features, dick Yes.
== aTo preserve the features, dick Mo, Then save a copy in the latest Excel format.
+ To see what might be lest, didk Help. 6

e Once you have saved the Excel import file as a Comma-Separated Value (CSV) file,
return to A2/A3 Sources & Exp by Fund tab in the 1618 A2-A3-A4-A5 form. To
import the budget lines, follow these steps:

1. Click the blue Import link

!
Edit Budget Request | A2/A3 Sources & Exp by Fund I A3 Expenditure Detail | AS Personnel | Document Management

- Budget Reguest Summary m

Layout Code: 1618 _A2-A3-Ad-AS Type: Generic Regquest Code: 613 Request Name: 7284_PG
Program: 72BA_PG

Refresh  Zeroout Display Sub Total: Selct Maodel:

New Line  Copy Line Delete Line Exporf] Audit Trail View Graph Sort... View as CSV

Summary

E Budget Object I FY 15-16 FY 16-17 Fy 17-18 DC FY 16-17 DC FY 17-18 .
Totals 0 0 1] [} 0 .

Page 1 of 1 Show |20 rows per page

Expand All | Collapse All

2. Click the Browse button

Expand All | Collapse All

- Import Data File

2
[
Flle:

Cancel  Upload

3. Navigate to the CSV file location, and click on the file name

4: Click the Oﬁen button
é&@umﬁu;ﬁq 4 \ i

| v Rosell, Phillip (0SB0} » Downlosds + FYLGLA DPH Dudget Prep Files « [ g I seare B

Organize = | New lolder
i Libraries “ Mame
| Decuments
l 211 ~§-HARRATIVE 16-18 FINAL de-x

o' Music

e Pictures 3

B videes
I B Fosell, Phillp (USHD)

= | )
[ IGIEDPH-TZA-AIA M cov

(L 161ADPH - TIRA-AS.cow

File nasmes 161800H- 1284 AZA3A4.c90 Lawe)

Com ) (o
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KBUD: Baseline Budget Request

5. Click the Upload button

Expand All | Collapse All

- Import Data File

File: C:\Users\phillip.rosell\Downloads\FYi618 DPH Budget Prep Files\l|  Browse...

Cancel | Upload 5

¢ |If there are problems with the import file, you will receive an error message like the
one below. You will need to review and edit your Excel worksheet to ensure all the
formatting issues have been met.

e BF22005 Unable to Import. Number, order, or names of columns in the file are incorrect.

¢ |If the import is successful, you will receive the “Action was successful’ message,
and the budget lines will be visible. (NOTE: You may have more than one page of
budget lines and may have to use the navigation buttons or the Show rows per page
at the bottom of the page to view all the records). Click the Save button to finalize
the changes to the tab and complete the import process.

@ [ Action was suc:c:essful.]
Save Iﬂack

.
Edit Budget Request | A2/A3 Sources & Exp by Fund | A3 Expenditure Detail | AS Personnel | Document Management

- Budget Request Summary m

Layout Code: 1618_AZ2-A3-A4-AS Type: ﬂ Request Code: 613 Request Name: 728A_PG
Program: 728A_PG

Refresh  Zero Qut Display Sub Total: Select Model: | [v]

Export Impeort Audit Trail View Graph

New Line  Copy Line  Delete Line Sort... View as CSV

Summary

E Budget Object I FY 15-16 FY 16-17 FY 17-18 DC FY 16-17 DC FY 17-18 .

10100  REGAPP 12,303,800 12,955,400 12,355,400 92,600 306,000
O 20100  EXPBYFUND E 12,955,400 12,955,400 12,955,400 92,600 306,000
O 31200  BALFOR R 13,500
[} 41200 CURREC R 503,600 493,100 338,700 7,000 15,200
O 51200  EXPBYFUND E 517,100 493,100 338,700 7,000 15,200
[} 61300  BALFOR R 682,300 540,000 270,000
[} 71300  CURREC R 49,041,200 33,826,300 33,826,300
O 81300  EXPBYFUND E 40,267,300 22,996,600 22,396,600
[} 91300  NONREV R -3,816,200 -11,100,300 -11,100,300
O 10 0100  SALCOMP R 51,600

Totals -6,540,000 -270,000 0 V] 0
Page 1 of 2 »> »1 Show 20 |%|rows per page
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e To complete the 1618 A2-A3-A4-A5 form, you will need to repeat the procedures
previously described in this section of the manual for the A3 Expenditure Detail and
A5 Personnel tabs (NOTE: Each tab may have different number of columns and
different names, so if you are using CSV import files to upload the budget lines,
please be aware of these differences. You will need to modify the CSV file headers
and budget line columns to compensate for these differences).

e The A3 - Expenditure Detail tab needs to include budget data for each
Program/Sub-Program (as determined by your Budget Request Structure). The total
expenditures on the A3 — Expenditure Detail tab must agree with the total
expenditures by fund (EXPBYFUND) on the A2/A3 Sources & Exp by Fund tab and
the program narrative.

e The specific expenditure budget object lines each agency will be required to use are
reflected in the 2016-2018 Budget Instructions or will be determined through
discussions with GOPM and LRC. You can also reference the budget object types
by going to OSBD’s Website, http://osbd.ky.gov/Pages/KBUD-Information.aspx, and
viewing a list of all applicable budget objects.

e For the remaining expenditures in your request that are not required or specified by
your GOPM Analyst, you can choose any detailed object codes or summary
expenditure codes, such as EOSWM (Other Salaries and Wages — use these for
Part-Time Board Member pay), EOPSCM (Other Professional Services Contracts),
EOPRSM (Other Personnel Costs), or object group lines such as E210M, E250M,
and E340M from the Budget Object Search list.

e For Debt Service lines, you will choose EDSGEN (General Fund), EDSRES
(Restricted Fund), EDSFED (Federal Fund), EDSROAD (Road Fund) and EDSTOB
(Tobacco Fund). Operating Transfer lines are also available for each of the major
object classes: T113, T60C, etc.

e For the Defined Calculations (DC) columns, the following is a list of typical Budget
Object codes you will use for expenditures:
= E111 - Annual Salary Increments

= E121 - Employer Social Security Rates

= E122 - Employer Retirement Contribution Rate

= E123 - Health Insurance Premiums

= E124 - Life Insurance Costs

= E131 - Worker Compensation Premiums

= E184 — Personnel Board Assessments

= E222 — Facilities & Support Services charges for state-owned space (includes
utilities)

= E802 - COT Rated Services

= E226 — Motor Pool Rental Charges

= E162 — Facilities Security Charges

= E254 - Insurance Premium (Fire & Tornado)

KBUD — Section 2 08/10/15 Page 19
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= E133 - Governmental Services Center
e Click on the A3 Expenditure Detail tab and enter the necessary budget lines for your
request. Click the Save button when you have finished entering your budget lines.

A3 Expenditure Detail tab

Edit Budget Regquest I A2[/A3 Sources & Exp by Funll A3 Expenditure Detaii AS Personnel | Document Management

- Budget Request Summary m

Layout Code: 1618_AZ-A3-Ad-AS5 Type: |Gene : Request Code: 613 Request Name: 728A_PG
Program: 728A_PG

| Select Model:

Refresh  Zero Out  Display Sub Total:

MNew Line  Copy Line | Delete Line Export Import AuditTrail View Graph Sort... \iew as CSV

Summary

| [W]| Line | Budget Object || FY 15-16 FY 16-17 FY 17-18 DC FY 16-17 DC FY 17-18 I
m}

1 E111 E 2,427,500 2,428,000 2,428,000 47,700 171,600
O 2 E121 E 164,800 164,800 164,800 2,700 10,200
O 3 E122 E 632,700 633,000 633,000 18,100 65,500
O 4 E123 E 371,700 371,700 371,700 15,200 48,100
O 5 E124 E 300 700 700 100 100
O 6 E150 E 3,542,600 3,542,600 3,542,600
] 7 E150 E 25,100 25,100 25,100
] 8 E232 E 14,200 14,200 14,200
O 9 E241 E 1,600 1,600 1,600
O 10 E251 E 11,700 11,700 11,700
O 11 EB01 E 13,000 13,000 13,000
O 12 EBO2 E 7,000 7,000 7,000

Totals 47,739,800 45,940,500 40,144,700 99,600 321,200.

Page 1 of 2 ®> » Show 20 rows per page
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The A5 Personnel tab is used to identify the number of Full-Time, Part-Time and
Other Positions (including Federally Funded Time Limited (FFTL) and Interim
positions). For fiscal years 16-17 and 17-18, the number of personnel positions that
may be requested in the Baseline Budget Request A-5 Personnel tab is limited to
the personnel targeted positions (Funded Personnel Cap) for FY 2016. (NOTE: For
Defined Calculations Requests, the number of personnel positions is not applicable).

In addition, the A5 Personnel tab includes the amount of funding by fund source for
the total personnel positions in each program or sub-program for Baseline Budget
Requests and Defined Calculations Requests.

When Budget Objects FULLTIME, PARTTIME and OTHERPOS are selected, the
Status column must be completed. The available values for the Status column are
FILLED and VACANT. If any other Budget Objects are used, the Status column will
be 0 (NOTE: The Total row should be ignored since its value has no meaning in this
budget form).

Click on the A5 Personnel tab and enter the necessary budget lines for your request.
Click the Save button when you have finished entering your budget lines.

A5 Personnel tab

( Sawve lﬁa ck

| Edit Budget Request | AZ/A3 Sources & Exp by Fund | A3 Expenditure Detail | A5 Personnel I Document Management

- Budget Request Summary

Layout Code: 1618_A2-A3-Ad-AS Type: j Request Code: 613 Reguest Name: 728A_PG Stage:

Program: T28A_PG

Ooooao

Refresh

New Line  Copy Line  Delete Line

E Budget Object [[  FY13-14 FY 14-15 FY 15-16 FY 16-17 FY 17-18 DC FY 16-17 pcFri7-ie | |

GFPOS E 2,609,161 3,208,576 3,369,500 3,370,200 3,370,200 76,800 280,300
20 FEDPOS E 176,546 217,104 228,000 228,000 228,000 7,000 15,200
3 FILLED FULLTIME R 34 36 43 43 43
4 FILLED OTHERPOS R 2 3 3 3 3
5 FILLED PARTTIME R 2 2 2 2 2
Totals 2,785,669 3,425,639 3,597,452 3,598,152 3,598,152 83,800 295,500 .
Page 1 of 1 Show 20 ﬂ rows per page

Zero Out  Display Sub Total: Select Model: ﬂ

Export Import Audit Trail View Graph Sort... | View as csv
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The final step to complete the 1618 A2-A3-A4-A5 form is to use the Document

Management tab to upload a comprehensive program narrative created in Microsoft
Word. The template for the program narrative is named 2016-2018 Baseline Budget
Record A4, and it is located on OSBD’s Website (Link to Webpage -
http://osbd.ky.gov/Pages/KBUD-Information.aspx). Included below is a partial
screenshot of a program narrative below for reference.

2016-2018 Baseline Budget Record A4 (Program Narrative)

2016-2018 KENTUCKY BRANCH BUDGET
Baseline Budget Request: Program Narrative/Documentation Record

OPERATING BUDGET REPORT A-4 Agency:
Appropriation Unit:
Program/ Service Unit:
Sub Program:

Health & Family Services
Public Health

General Health Support
Governmental Branch: Executive

Cabinet/Function: 53 Health & Family Services Posting Unit: SAD
Baseline Services
I. PERFORMANCE/RESULTS Actual Actual
DOCUMENTATION FY2013-14 FY 2014-15 FY2015-16 EY 201617 FY 201718

(a) Sub-ProgramiUnitFunding 50,285,723 S33723168  S53739,800 536,263,100 535,098,700

(b) Total Quantitative Data/Tests
Il. PROGRAM NARRATIVE

The mission of the Department for Public Health (DPH) is to promote and protect the health and safety of
Kentuckians through professional services. In accordance with KRS 211.180, 211.190, and 212 240 the
o ol = I il 3 Lol o el s .

[
these steps:

Click the Open button

ogahwNE

Document Management

To upload your program narrative file into the Document Management tab, follow

Click on the Add Document button to open up the KBUD Upload tool
Click on the Browse button to open up the Windows File Upload screen
Navigate to the file’s location and click on the File Name

Click the Upload button to add the file as an attachment to the tab
Click the Save button to finalize the attachment

| Edit Budget Reguest | AZ2/A3 Sources & Exp by Fund I A3 Expenditure Detail | A5 Personnel | Document Management |

KBUD
Upload Tool

Add Document

| |File Name

Expand All | Collapse All

- Upload Document

Expand All | Collapse All

Document Management

| Edit Budget Request I A2/A3 Sources & Exp by Fund | A3 Expenditure Detail | AS Personnel | Decument Management ‘

6

Di;play Al [v] ttems  Sort...

Content Type

Add Document

A-NARRATIVE 16-18 FINAL.docx application/vnd.cpenxmliformats-officedocument.wordprocessingml.document

5

Expand All | Collapse All

Content: CH\Users\phillip.rosell\Downloads\FY1618 DPH Budget Prep Files\ W| ndOWS
Cancel 5 - Flle UQ|0ad
4 Choone File 1o Uipload (=2
(T[T - tor g 553 » Govmem » FilA PHBsgPrp i =] | 7 o
Crpim | @
I -

] SA-HASRATIVE 16-18 FINAL docx

Al Fias 1)

N~
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Section 2.2.5 Login to KBUD Reports (EBI) to Access Baseline Reports

In this section, we will login to SAP’s Enterprise Business Intelligence Version 4.1 (EBI 4.1)
which houses the KBUD Reports and navigate to the 16-18 Biennium folder to access the
necessary budget request reports. In this scenario, we will run the baseline reports for
DPH’s program 728A_PG, General Health Support. Reference Section 9, KBUD Reports,
for more in depth explanation of reports.

e Reports are the final output of the budget request process. It is important to
understand that the data entered directly into the KBUD forms and dimension tables
are used to populate KBUD reports. For example, compare the 1618 A2-A3-A4-A5
form we created in the previous sections for 728A_PG to the A1A2 Financial Record
Report. You can directly trace the 0100 fund revenue sources (REGAPP and
SALCOMP) amounts entered on the A2/A3 Sources & Exp by Fund tab to the
Source of Funds amounts on the report. You can also trace the EXPBYFUND
amounts to the report.

A2/A3 Sources & Exp by Fund Tab Data

E Budget Object |- FY 15-16 FY 16-17 DC FY 16-17 .
O b 0100 REGAPP R 12,903,800 22,448,200 16,802,800 92,600 306,000
O 1Q_0100 SALCOMP R 51,600 . i
.\ A1A2 Financial
O [8 0100  EXPBYFUND E 6,955,400 22,448,200 16,802,800 ] 92,600 306,000
5 . X, Record Report
o 11200 BALFOR R 1 \ﬁ-zmﬂ Kentucky Branch Budget
O 2 1200 CURREC R 5 Baswline Budget Request: Financial Record
All requdgted columns rounded to nearest $100
g 3/1200 _|EXPBYFUND E 51 'OPERATING BUDGET RECORD A1/A2 Agency: Public Health
O . Appropriation: Public Health
0 4 1300 BALFOR R 6 Governmeytal Branch: Executive Branch . am/Service Unit: General Health Support
Cabinet: Health and Family Services Sub P .
O 5 1300 CURREC R 49,94 ub Frogram:
sting Unit:
O 7 1300 NONREV R -9,81
FY 201314 FY JW4-15  FY 201516 FY 201617 FY 201713
a 6 1300 EXPBYFUND E 40,28 Actual Actu Budgeted Re | Requested
Totals -6,54 SOURCE OF FUNDS
ral F
Rsgular Appropnation 12,903,300 1} 12,903,500 22 443 200 16,802 .8'}3]
State Salary and Compensabion Aot atior ] 51,600 1} 51,600 (1} 0
Total General Fund 12,955,400 0 12,955,400 22,448,200 16,802,800
Restricted Fund
Balance Forward 1] 1} 652,300 270,000 270,000
Cument Receipts 15,208,218 1} 45941 200 33,526,900 33,826,900
Mon-Revenue Receipts 1} -8,816,200 -11,100,300 -11,100,300
Total Restricted Fund 0 40,807,300 22,996,600 22,996,600
Federal Fund
Balance Forward { 0 13,500 ] L]
Cument Receipts 695519 1} 503,600 495 700 345 300
Total Federal Fund 695,519 0 517,100 495,700 345,300
EXPENDITURES BY CLASS
Personnel Costs G477.8917 1] 7,222,400 7,262,100 7,220,700
Operating Expenses 27203 230,900 401,100 374,400
Grantz Loans Benefits 17,916,583 ) 40,256,500 38,277,300 22,449,600
TOTAL EXPENDITURES BY CLASS 24,666,523 0 47,739,800 45,940,500 40,144,700
XPENDITURES BY FUND SOURCE \T
12,267,482 o 6,955,400 22,448,200 16,802,300 |
Restricted Fund 11,701,853 1] 40,267 300 22,896,600 22 8996 600
Federal Fund 697,179 1] 517,100 495 700 345300
TOTAL EXPENDITURES BY FUND 24,666,523 0 47,739,800 45,940,500 40,144,700
EXPENDITURES BY UNIT
1] 1] 1] 1] 1]
TOTAL EXPENDITURES BY UNIT 0 0 0 0 0
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Baseline Budget Request

e Since state agencies have some latitude to set up their budget structures in a
customized and meaningful way to them, there may be different KBUD reports
required to meet the need of the agency. In this scenario, we will run the baseline
reports for DPH’s program 728A_PG, General Health Support. There are three
baseline reports and A4 Narrative (Word Document) that would be required for your
baseline budget submission at this level. The other two reports are designed as
supportive reports to aid the agency in reviewing and reconciling amounts entered
on the forms to ensure a level of accuracy in the submission of the required reports.

Required Baseline Reports For 728A PG

1. A1A2 Financial Record

2. A3 Expenditure Detail

3. A5 Personnel Summary

4. A4 Baseline Budget Request Narrative/Documentation Record (Word
Attachment in KBUD 1618_A2-A3-A4-A5 Form)

Supportive Baseline Reports
5. A1A2 Financial Record Math Check
6. A3 Exp all Detail

e There are two ways to access the login webpage to EBI 4.1 which contains KBUD
reports:
1. Either click on the Report link located in the KBUD application to access the
webpage, or
2. Open your web browser and enter the direct link to EBI 4.1 and paste it into
the URL: http://eas073vp-ws009:8080/BOE/BI

Welcome, MG10011  Messages(0) [Home ©' | Help | Preference: | Reports | Edit Password | Logout

Reference Data Security utilities Budget Tasks

Advantage Performance Budgeting - Training > Budget Tasks

Budget Tasks |

Categories —
Dimensions - This contains links to the Dimensions the users can edit. ————— 2- - - -
.
Pages + Bl launch pad
File Edit View Favorites Took Help
Formulate Budget Request
it ~ B =17 mh = Pagew Salety~ Took~ @@~ Sl [N
Execute Query | = - —
Budget Request Filter View
Advance Budget Request Stage
Refresh Cache Page
ot top of page SAP BusinessObjects
Bl launch pad
Enter your user information, and dick "Log On®,
CAG)T IP-AP024L400
: MG
==

KBUD — Section 2 08/10/15 Page 24



Baseline Budget Request

3. Enter your eMARS User ID in the User Name textbox and your password
4. Click on the Log On button

SAP BusinessObjects
Bl launch pad

Enter your user information, and dick "Log On".

If you are unsure of your account information, contact your systam

administrator.

System: |EASO73VP-AP024:6400

User Narfie: |MGI0011
Passicfd: [essassnsrenes o

SAP4

e The Home tab is the entry point into the EBI application. Once in the application,
navigate to the KBUD 1618 Agency Budget Preparation folders which contain all the
reports necessary for your budget submission.

1. Click the Documents tab
2. Click on the Folders bar at the bottom of the page to access the Public

Folders

3. Expand all the Public Folders
4. Open the 16-18 Biennium folder under the Agency Budget Preparation folder.
The available reports will appear on the right side of the web page

Welcome: MGIOO11 | pplications  Preferences Help menuv | Log off

Welcome: MGJOD11 | Apglicati

Type

% 214 Home | Documents |
3 Ay
3 i o Mare Actions - | Details
Fag ™
3 a1 My Documents Title
B B oo |
37 NI
g i [ swebintelligence
WA
- Bivbac m
v T —
12 Subscribed Alerts =
i View ~ New Organize
B Personal Categories — -
o My Documents

=2

S

B ————m |

= Mhew = Organie
P - rancal fiozord Web [reeigenas
Public Foigers ¥ | ALY Francial Record Math Chack Wal: [rteligeree
MRS Frarcisl r 3_&5 Records ek TeeeBigence
¥BUD ¥ A Ep A Detad Web Iréefagerce
PAPIRE. ¥ |43 Bpendere Detal Web teligence
W | A5 Personnel Summary Wb Ieteligence
Ageriy Sudget Preparaton
¥ | BIEZ Fnancil Record Web Ireeligence
1032 Binrwirn

* |83 Bpenditure Detad Web trecligence
LELY R ¥ | CET Francsl Record ks Irtafiggeren
4 el ey ¥ | C1C2 Financl Record Math Check Wb teteligence
KB Trarang Manasl e 0 e Dot Web [reeligence
N—— W | Caplal Linting mith Basetbosrisation Stabha s Trteliggere
¥ | Capeal Listing weh Short Descrigeen Web Inteligence

Ardevelged Agency Reports
LI itk rtefigence
¥ | CEEDY - Catinet Rark - Run ot Cabirat levl ordy Wb Trteliggers
¥ ooz Wb Irtaligence
¥ o Weh Ineeiigeece
\\- =] } WWeb [rsefigence

Welcome: MGIOOLY | Accheats
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Baseline Budget Request

e When the budget data has been completely entered into the 1618 A2-A3-A4-A5
form, the baseline reports can be ran and printed for this program. (NOTE: In this
scenario, we will use the Department for Public Health’'s 728A_PG, General Health
Support. We will run the A1A2 Financial Record Math Check report first to ensure
the budget amounts reconcile between the all five columns: FY 2013-14, FY 2014-
15, FY 2015-16, FY 2016-17, and FY 2017-18. Once the program passes the math
check, we will save and print the required baseline reports for the budget
submission).

1. Double click on the A1A2 Financial Record Math Check report to open up the
report

2. Click on Question Mark icon to ensure the Enter Program Code textbox is
visible. This will allow you to enter the required parameter/variable

3. Enter the required parameter/variable into the text box (NOTE: The program
code can also be found on the 1618 A2-A3-A4-A5 form in KBUD)

4. Once the proper parameter/variable is entered, the Run icon WiII be
enabled. Click the Run icon to run the report

Completed 161 E _A2-A3-A4-A5 Form

B v e [ | S V—

EER SRR
]
i

2] CEERATE BT ArEaRe A Rewi A1A2 Financial Record

Cebrvpi ramupnial Tlareic

oo e, rogran Math Check Report

SOUBCE Of TUmNDs

TOTAL SOURCE OF FRMDS ]
EXPIMINTURE S B CLASS

10Ta) e NCITORE S BY Sl AdE ']

SaFas o § o d pm) e anTn P! el i
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Baseline Budget Request

e The Math Check Section is located at the bottom of the report. You may have to
scroll down to see the section.

1. In this example, the check ensures Restricted Fund Expenditures did not
exceed its Source of Funds for each of the FY (NOTE: The same check also
exists for Federal Funds)

OPERATING BUDGET RECORD A1/A2

Governmental Branch: Executive Branch

Agency: Public Health
Appropriation: Public Health
Program/Service Unit: General Health Support

Cabinet: Health and Family Services Sub Program:
Posting Unit:
FY 2013-14 FY 2014-156 FY 2015-16 FY 2016-17 FY 201718
Actual Actual Budgeted Requested Requested
SOURCE OF FUNDS
General Fund
Regular Appropriation 12,903,800 27,052,300 27,051,100 22,445 200 16,802,800
State Salary and Compensation Allocatior 51,600 0 0 a [H]
Other 0 -1.547 428 o a o
Total General Fund 12,955,400 25,504,872 27,051,101 22,448,200 16.802.801
Federal Fund
Balance Forward 13474 11,815 2038 a a
Current Receipts 695,519 473,738 503,600 4957 345 30
Total Federal Fund 708,993 490,553 505,638 495.700 345.300
Restricted Funds
Balance Forward 652313 040 o 270,000 270,000
Current Receipts 15,209,218 15,505,138 33,826,900 33,826,900 33,826,900
Nen-Revenue Receipts -4,189,638 6,124,792 A0S0 3 10,830,300 -11,100.300
Total Restricted Funds 11.701.893 9.383.436 266,600 23,266,600 22,996,600
TOTAL SOURCE OF FUNDS 25,366,286 35,378,861 50,823,338 46,210,500 40,144,700
EXPENDITURES BY CLASS
Personnel Costs 6477917 6,747,541 7,222 400 7,262,100 7,320,700
Operating Expenses 272,13 87,357 230,900 401,100 374,400
Grants Loans Benefits 17,916,593 27,586,128 43,100,038 38,277,300 32,449,600
Capital Outlay 1] 225000 o a o
TOTAL EXPENDITURES BY CLASS 24,666,523 34,646,023 50,563,338 45,940,500 40,144,700
EXPENDITURES BY FUND SOURCE
General Fund 12,267 482 24774072 27,051,100 22.445.200 16,802,800
Federal Fund 697175 483 515 = = 485700 345300
Restricted Funds 11,701,853 9,383,438 00 22,996,600 22996 600
TOTAL EXPENDITURES BY FUND 24,666,523 34,646,023 50,563,330 I 45,940,500 40,144,700

Total Sources of
Restricted Funds

Total Restricted
Fund Expenditures

MATH CHECK SECTION FY 2013-1¢ FY 2014-1 FY 2015-1¢ FY 201617 FY 2017-18
Actual Actual Budg Req Req)

Restricted Fund Carry Forward
Restricted Fund Total 11,701,893 9,353,436 b——(TTCEE00) | 23266600 22,096,600
Restricted Fund Expenditures by Fund 11,701,853 9,383,436 (22,996 600 | 22,996,500 22,896,600 \

Should Never Be Negative T T[] (o T

Carry Forward Check # 040 0 270,000 270,000

Should = Z [] [] [] []

s Math Check Purpose What to Do If Math
Federal Fund Canry Forward These three line Check Fails
Federal Fund Total 708,993 490,553 505,638 495,700 345,300 -
Federal Fund Expenditures by Fund £97.179 488,515 505,633 495,700 345,300 amounts shou |_d If the expenditures

Should Never Be Negative T&s 58 ‘ never be negative by fund source
Carry Forward Check # 11815 2,038 g g because exceed the source of
Should = Zero 1] ] 0 ] . .
expenditures cannot fund totals, adjust
Total Funds Check .
Fund Source Total 25,366,286 35,378,861 50,823,338 46,210,500 40,144,700 exceed sources of the budget data in
Total Expenditures by Fund 24,666,523 34.546,023 50553338 45,940,500 40,144,700 funds. In other the 1618_A2-A3-A4-
e e e Negative EER AR ARG 20T : ) words, you cannot A5 Form/A2-A3 tab.
Total Expenditures by Class 24,666,523 34,646 023 50,553,338 45,940 500 40,144,700 spend more than Either Revenues
Total Expenditures by Fund 24,666,523 34,645,023 50,553,338 45,940,500 40,144,700 what you receive in need to be increased
Should = Zero (] ] (1] 1] (1] H
General Fund Revenues - Expenditures revenues. ?r e(;(zendlture; t|)fy
un ecreased.
this occurs in the
two History columns,
FY 13-14 or FY 14-15,
you may need to do
a history change
form to spread
revenues or
expenditures across
other programs.
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e The Math Check Section is used to check the following for Restricted and Federal

Funds Only:

1. In this example, the check ensures the Balance Forward amounts for each FY
match the previous FY’s Year End Balance (Sources of Funds minus

Expenditures)

OPERATING BUDGET RECORD A1/A2

Agency: Public Health

Appropriation: Public Health

Governmental Branch: Executive Branch

Cabinet: Health and Family Services Sub Program:

Program/Service Unit: General Health Support

Posting Unit:
FY 201314 FY 2014-15 FY 2015-16 FY 2016-17 FY 2017-18
Actual Actual Budgeted Requested Requested

SOURCE OF FUNDS
General Fund

Regular Appropriation 12,803 300 27,052,300 27,051,100 27,445 200 16,802,300
State Sslary and Compensation Allocatior 51,600 0 0 0 4]
Other 0 -1,547.428 0 a 1]

Total General Fund 12.955,400 26,504,872 27.051,100 22.448,200 16.802.800
Federal Fund

Balance Forward 13,474 11,815 2038 a ]
Current Receipts £95,519 473738 503,600 495,700 345,300

Total Federal Fund 708,993 490,553 505,638 495.700 345,300
Restricted Funds

Balance Forward 682,313 040 o r 270,000
Current Receipts 15.209.218 15,508,188 23,626,900 230 23,626,900
MNon-Revenue Receipts -4.189,638 -£.124.792 -10,560,300 -10,830,300 -11,100,300

Total Restricted Funds 11.701,893 9.383,436 23,266,600 23,266,600 22,996,600
TOTAL SOURCE OF FUNDS 25,366,266 35,376,661 50,823,338 46,210,500 40,144,700
EXPENDITURES BY CLASS
Personnel Costs 6477317 6,747 541 7,222,400 7,262,100 7,320,700
Operating Expenses 272113 87,357 230900 401,100 374 400
Grants Loans Benefits 17,916,593 27,586,126 43,100,038 38,277,300 32,443 800
Capital Qutlay 0 225,000 o o o
TOTAL EXPENDITURES BY CLASS 24,666,523 34,646,023 50,563,338 45,940,500 40,144,700
EXPENDITURES BY FUND SOURCE
General Fund 12,267 492 24774072 27,051,100 22,445.200 16,802,300
Federal Fund 697,179 488,515 505,638 495,700 345,300
Restricted Funds 11,701,853 9,383,438 22,996,600 22,996,600 22,996,600
TOTAL EXPENDITURES BY FUND 24,666,523 34,646,023 50,553,338 45,940,500 40,144,700

FY16

Year End Balance after Total Expenditures are

FY 17 Balance Forward

deducted from Total Sources of Funds \

MATH CHECK SECTION FY 2013-1¢ FY [ FY 2015-1¢ FY 201617 FY 2017-13
Actual Act Budgeted R ted R ted
Restricted Fund Carry Forward
Restricted Fund Total 11,701,893 9,333,436 23,266,600 23,266,600 22,896,600
Restricted Fund Expenditures by Fund 11,701,853 9,383,436 22,896,600 22 996,500 22 996,600 Math Check Purpose What to Do If Math
Should Never Be Negative 040 [1] g 270,000 [1] " e ——
Carry Forward Check & 040 0 270000 | 270,000 These two line Check Fails
Should = Zero [ I 0 I amounts should be If the FY’s Balance
Federal Fund Carry Forward zero because the Forward does not
Federal Fund Total 708,993 490,553 505,838 495,700 345,300 previous year end match the previous
Federal Fund Expenditures by Fund 697,178 488.515 505,638 495700 345,300 y
Should Never Be Negative 11,815 2,038 1] 0 0 balance ShOU|d equal FYS End Balance’
Carry Forward Check # 11,815 2.038 o 0 the balance forward adjust the BALFOR
Should = Zero  m— I g 1 amount for the next budget data in the
Total Funds Check FY (Example: FY16 1618 A2-A3-A4-A5
Fund Source Total 25,366,286 35,378,861 50,823,338 46,210,500 40,144,700 Year End Balance Eorm/A2-A3 tab
Total Expenditures by Fund 24 666,523 34,548,023 50,553,338 45,940,500 40,144,700 . L
Should Never Be Negative £99.763 732,838 270,000 270,000 0 should equal FY17 If thIS_OCCUTS in the
il;TEu‘mﬁfhec'(b Cl 4,656,523 34,646,023 50,553,338 45,940,500 40,144,700 Balance Forward). two History columns,
o wpenditures by Class 24, 3 | 50,553, 5,940,5( 14471
Total Expenditures by Fund 24,666,523 34,646,023 50,553,338 45,940,500 40,144,700 FY 13-14 or FY 14-15,
Should - Zero [ 0 [ 0 [ you may need to
General Fund Revenues - Expenditures || contact yOUI’ OSB D
Budget Analyst
concerning a history
chanae.
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e The Math Check Section is used to check the following for the total of all funds:
1. In this example, the check ensures Total Expenditures did not exceed its
Total Source of Funds for all funds combined in each FY

OPERATING BUDGET RECORD A1/A2

Governmental Branch: Executive Branch

Cabinet: Health and Family Services

Agency: Public Health

Appropriation: Public Health
Program/Service Unit: General Health Support
Sub Program:

Posting Unit:
FY 201314 FY 2014-15 FY 2015-16 FY 2016-17 FY 2017-18
Actual Actual Budgeted Requested Requested

SOURCE OF FUNDS

General Fund

Regular Appropriation 12,803 300 27,052,300 27,051,100 27,445 200 16,802,300
State Sslary and Compensation Allocatior 51,600 0 0 0 4]
Other 0 -1,547.428 0 a 1]

Total General Fund 12.355.400 25.504,672 27.051,100 22.448.200 16.802.800
Federal Fund

Balance Forward 13,474 11,815 2038 a ]
Current Receipts £95,519 473738 503,600 495,700 345,300

Total Federal Fund 708,993 490,553 505,638 495.700 345,300
Restricted Funds

Balance Forward 682,313 040 o 270,000 270,000
Current Receipts 15.209.218 15,508,188 23,626,900 23,626,900 23,626,900
MNon-Revenue Receipts -4.189,638 -£.124.792 -10,560,300 -10,830,300 -11,100,300

Total Restricted Funds 11.701,893 9.383,436 23,266,600 23,266,600 22,996,600
TOTAL SOURCE OF FUNDS 25,366,266 35,376,861 | (Glozaai) 46,210,500 40,144,700
EXPENDITURES BY CLASS

Personnel Costs 6477317 6,747 541 7,222,400 7,262,100 7,320,700
Operating Expenses 272113 87,357 230900 401,100 374 400
Grants Loans Benefits 17,916,593 27,586,126 43,100,038 38,277,300 32,443 800
Capital Qutlay 0 225,000 o o o
TOTAL EXPENDITURES BY CLASS 24,666,523 34,646,023 50,563,338 45,940,500 40,144,700
EXPENDITURES BY FUND SOURCE
General Fund 12,267 492 24774072 27,051,100 22,445.200 16,802,300
Federal Fund 697,179 488,515 505,638 495,700 345,300
Restricted Funds 11,701,853 9,383,438 22.996.600 22,996,600 22,996,600
TOTAL EXPENDITURES BY FUND 24,666,523 34,646,023 50,553,338 45,940,500 40,144,700

FY16 Total FY 16 Total Expenditures

Sources of Funds By Funds
MATH CHECK SECTION FY 201312 FY 201414 FY 2045-1¢ FY 201617 FY 2017-18
Actual Actual Budg Req Req)
Restricted Fund Carry Forward
Restricted Fund Total 11,701,893 9,353,436 23,266,600 23,266,600 22,995,500
Restricted Fund Expenditures by Fund 11.701.853 9,383,438 22,996,600 22996600 22,995,600
Should Never Be Negative 040 (1] 270,000 270,000 [1]
Carry Forward Check # 040 0 270,000 270,000
Should = Zero o 0 0 0
Federal Fund Carry Forward
Federal Fund Total 708.993 490,553 505,638 485700 345,300
Federal Fund Expenditures by Fund 697,179 438,515 505,638 495700 345,300
Should Never Be Negative 11,815 2,033 o (1] [1]
Carry Forward Check # 11,815 2,038 [} 0 What to Do If Math
Should = Zero [] [] ] [] Check Fails
Total Funds Check Math Check Purpose g t?e e&(penditures
Fund Source Total 25,366,286 35,378,861 38 46,210,500 40,144,700 - und source
Total Expenditures by Fund 24.666.52 34645023 | e .g I— 45,940 500 40.144.700 These line amounts eyc ed the source of
Should Never Be Negative ! 2 2703 CEENG] ) should never be fX de Ie du €
Expenditure Check i und totals, adjust
Total Expenditures by Class 24,666,523 34,646,023 50,553,338 45,940,500 40,144,700 negative bec_au se the budaet datJa in
Total Expenditures by Fund 24 666,523 34,646,023 50,553,338 45,940 500 40,144,700 total ex pen ditures g
Should = Zero 0 [ 0 [ 0 cannot exceed the the 1618_A2'A3'A4'
General Fund Revenues - Expenditures total sources of A5 Form/A2-A3 tab.
funds. In other Either Reve_nues
words, you cannot need to be_mcreased
spend more than or expenditures by
what you receive in fund decreased. If
revenues. this occurs in the
two History columns,
FY 13-14 or FY 14-15,
you may need to do
a history change
form to spread
revenues or
expenditures across
other programs.
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e The Math Check Section is used to check the following for the total of all combined

funds:

1. In this example, the check ensures Total Expenditures by Funds equal the
Total Expenditures by Class for all funds combined for each FY

OPERATING BUDGET RECORD A1/A2

Governmental Branch: Executive Branch
Cabinet: Health and Family Services

Agency: Public Health
Appropriation: Public Health

Program/Service Unit: General Health Support

Sub Pregram:
Posting Unit:
FY 2013-14 FY 2014-156 FY 2015-16 FY 2016-17 FY 201718
Actual Actual Budgeted Requested Requested
SOURCE OF FUNDS
General Fund
Regular Appropristion 12,803,800 27,052,300 27,051,100 22443200 16,802,800
State Salary and Compensation Allocatior 51,600 0 0 a [H]
Other 0 -1.547 428 o a o
Total General Fund 12,955,401 25,504,872 27,051,101 22,448,200 16.802.801
Federal Fund
Balance Forward 13474 11,815 2038 a o
Current Receipts 695,519 473,738 503,600 495,700 345,300
Total Federal Fund 708,993 490,553 505,638 495.700 345.300
Restricted Funds
Balance Forward 652313 040 o 270,000 270,000
Current Receipts 15,209,218 15,505,138 33,826,900 33,826,900 33,826,900
Non-Revenue Receipts -4,189,633 -5,124.792 -10,560.300 -10,830,300 -11,100,300
Total Restricted Funds 11.701.893 9,363,436 23.266.600 23.266.600 22.996.600
TOTAL SOURCE OF FUNDS 25,366,286 35,378,861 50,823,338 46,210,500 40,144,700
EXPENDITURES BY CLASS
Personnel Costs 6477917 6,747,541 7,222 400 7,262,100 7,320,700
Operating Expenses 272,13 87,357 230,900 401,100 374,400
Grants Loans Bensfits 17,816,593 27,586,126 43,100,038 38,277,300 32,449,800
Capital Outlay 1] 225000 0 a o
TOTAL EXPENDITURES BY CLASS 24,666,523 34,646,023 | (60,653,338 ) 45,940,500 40,144,700
EXPENDITURES BY FUND SOURCE
General Fund 2,267 492 24774072 27,051,100 22443200 16,802,800
Federal Fund 697175 483 515 505,638 485700 345300
Restricted Funds 11,701,853 9,383,438 22,996,600 22,996,600 22996 600
TOTAL EXPENDITURES BY FUND 24,666,523 34,646,023 [(50,553,338}— 45,940,500 40,144,700
FY16 Total Expenditures FY 16 Total Expenditures
By Class By Funds
MATH CHECK SECTION FY 20131 FY 20141 FY 20154€ | FY 201617 FY 201718
Actual Actual Budg Req Req)
Restricted Fund Carry Forward
Restricted Fund Total 11,701,893 9,383,436 23,266,600 23266600 22,996,600
Restricted Fund Expenditures by Fund 11.701.853 5.253.438 20,996,600 22,996,600 22,996,600

Should Never Be Negative 040 (1] 270,000 270,000 [1]

Carry Forward Check # 040 o 270,000 270,000

Should = Zero ] o 0 o
Federal Fund Carry Forward
Federal Fund Total 703,993 490,553 505,638 485,700 345,300
Federal Fund Expenditures by Fund 697,179 438,515 505,638 495700 345,300

Should Never Be Negative 11,815 2,033 o (1] [1]

Carry Forward Check # 11,815 2,038 1] [1]

Should = Zero 0 0 0 0 What to Do If Math
Total Funds Check Check Fails
Fund Source Total 25,366,285 35,378,861 50,823,338 46,210,500 40,144,700 If these two totals do
Total Expenditures by Fund 24,666,523 34,646,023 50,553,338 45,940,500 40,144,700 t t h th

Should Never Be Negative 693 763 732,838 270,000 270,000 o Math Check Purpose not match, el er
Expenditure Check o p adjugt the
Total E iy by Cl 24,668,523 34,648,023 45,940,500 40,144 700 [

otel Expendires by Ciss 2 ) | This line ensures the EXPFYFUND budget
Total Expenditures by Fund 24,666,523 34648,023 [ 50.553.333) 45,940,500 40,144 700 Total Ex p en d itures )

Should = Zero  — [ — T T datain the 1618_A2-

General Fund Revenues - Expenditures téy CIaZ'St equatljs the A3_A4_A5 Form/AZ—

Fngn ltures by A3 tab, or adjust the
und. expenditure detail
budget data in the
1618_A2-A3-A4-A5
Form/A3 Expenditure
Detail tab.
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Baseline Budget Request

e In the previous Math Check Section, we were checking to ensure Total Expenditures
by Funds equaled the Total Expenditures by Class for all funds combined for each
FY. If the two amounts do not equal, you may need to adjust the expenditures in the
A3 Expenditure Detail tab. The A3 Exp All Detail Report may be a very helpful to
determine exactly what expenditures need to be adjusted. This report shows each
expenditure amount for each expenditure category along with their total amounts, so
it may help you quickly determine where to make the necessary adjustments.

1.
2.

3.

4.

Double click on the A3 Exp All Detail report to open up the report

Click on Question Mark icon to ensure the Enter Program Code textbox is
visible. This will allow you to enter the required parameter/variable

Enter the required parameter/variable into the text box (NOTE: The program
code can also be found on the 1618 A2-A3-A4-A5 form in KBUD)

Once the proper parameter/variable is entered, the Run icon | = run |will be
enabled. Click the Run icon to run the report

Completed 1618 A2-A3-A4-A5 Form

Edit Budget Request | A2/A3 Sources & Exp by Fund | A3 Expenditure Detail | a5 personnel | Document Management

o= Busdgnt R

ey ()

Layout Code:  1618_AZ-AJ-Ad-AS

Mew Line  Copy Line  Delete Line

Export Imoon Auda T

i DF - TEST

[ Welcome: MGI00L1 | Agcheat

Web treligence
Wk Irteliggrrs
Web Ireeligence
el Irgalbgerce
Web [reeligence
Wb Irtellgence
Web Ireeligence
Web Ireefigence

ek tetaligercs

—— & -/ -
[ Home | Documents || Ax/Exo Al Detail

| A3 Exp AN Detail £ =

B & 4

Web Tntelligence = S|P L y | @~ | | [& Track ¥ Dril = W Filter Bar [ Freeze - & Outline

Enter value(s) for Program Code:
g/l (7282 pd

x] WORKING PAPERS 2016-2018 Kentucky Branch Budget

22

All requested columns rounded to nearest $100

Operating Budget A-3 All Detail Agency: A3 EX p AI I

Appropriation:
Governmental Branch:

Program/Service Unit: i I
Cabinet: oram Service une: Detail Report
Home: | Documents | A3 Exp All Detail | A3 Exp All Detail = =
web Intelligence ~ = S|P E 0 oo | @ | | [ Track 3 Drill - W Filerar 7] Freeze ~ &5 outiine
EXPEN| —
= —
TOTA (¥ Advanced | & Run
EXPEN %S Enter value(s) for Program Code:
- 2016-2018 Kentucky Branch Budget
o |[728pc WORKING PAPERS Y o
— 1 —_— All requested columns rounded to nearest $100
= Operating Budget A-3 Al Detail Agency: Public Health
Totalg () Appropriation: Public Health
Governmental Branch: Executive Branch Program/Service Unit: General Health Support
Cabinet: Health and Family Services Sub Program:
Posting Unit:
FY201344  FY 201415 FY 20966 FY 201617 FY 201718
Actual Actual Budgeted
EXPENDITURES BY FUND SOURCE
Federal Fund 697,178 433515 505638 435700 245300
General Fund 12,267 482 24774072 27051100 22,448,200 16302500
Restricted Fund 11701352 5283436 22386600 22.896,600 22,296,600
TOTAL EXPENDITURES BY FUND 24,666,523 34,646,023 50.553,338 45.940,500 4044700
EXPENDITURE CATEGORY
E111  E111 Regular Salaries & -
Wages 2,683,796 2493777 2,427,500 2,443,600 2,483,500
E112  Seasonal Selaries & Wages [ 2500 o [ [
E115 Overtime 1,829 2386 o [ [
119 Comp Time (Block 50
Payments Only) 7,088 1,529 o [ [
E120 Deteased Employess Salaries
& Wages [ 320 o [ [
E121  E121 Employers FIGA 182,708 171,489 164,300 166,300 168,700
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Baseline Budget Request

While using the match check reports, you may need to make adjustments to the
budget data within the forms. KBUD has a built-in calculator feature to help you
make those adjustments and automatically store the new calculated amounts.

1. Click in the cell to activate it and right mouse click to pull up the calculator
2. Use the calculator to make adjustments and click the Store button to store the

new calculated amount in the cell.

A3 Exp All Detail Report

Home | Documents || A3 Exp All Detail

| A2 Exp ANl Detail = = |

Web Intelligence = = SR L

0 o | @ | |[ZTrack - J 0nl - Fp Fiter Bar [ Freeze + 65 Outline

£l

(7 Advanced | & Run
IEE Enter value(s) for Program Code:
ﬂ 728A_PG
=0

@

WORKING PAPERS 2016-2018 Kentucky Branch Budget

All requested columns rounded to nearest $100

A3 Expenditure Detail Tab

Agency: Public Health
Appropriation: Public Health

Program/Service Unit: General Health Support
Sub Program:

Operating Budget A-3 All Detail

Governmental Branch: Executive Branch
Cabinet: Health and Family Services

Edit Budget Request | A2/A3 Sources & Exp by Fund | A3 Expenditure Detail

Posting Unit:
- Budget Request Summa
FY 201314 FY 201415 FY 2016-16 FY 2016-17 g q v m
Actual Actual Budgeted
EXPENDITURES BY FUND SOURCE Layout Code: 1618 _AZ-A3-Ad4-AS Type: ﬂ Request Code:
Federal Fund 697,179 488,515 505,638 495,700
General Fund 12,267,492 24774072 27,051,100 22,448,200 Program:
Restricted Fund 11,701,853 9,383,436 22,996,600 22,996,600
TOTAL EXPENDITURES BY FUND 24,666,523 34,646,023 50.563.338 45.940.500
EXPENDITURE CATEGORY ]
E111 E111 Reguiar Salaries & Refresh | zero Out Display Sub Total: Select Models |[v]
Wages 2,663,786 2483777 2,448,600
E112 Seasonal Salaries & Wages o 2,500 o P 2 .
E115  Overtime 1829 2366 0 0 Mew Line  Copy Line  Delete Line Export Import Audit Trail View Graph
E118 Comp Time (Block 50
Payments Only) 7,008 1520 ] 0
E120 Deceased Employees Salaries
& Wages o 390 ¢ o Budget Nbject I FY 15-16 FY 16-17
E121  E121 Employers FICA 182,708 171,469 164,800 166,300
1 E111 f2427500 | 1 2,428,000
O 2 E121 = 2427500
1 T ;
[m] 4 E123 =
I EIT’IIE‘HQIIIII |
e s s = [Csart ]
[m] 6 E150 =
5 smm © | I [ [ e
Ol e | {70 P S
Store ||JCancel
O 9 E241 El P J |
O 10 E251 E 10U Lrruu
] 11 EB01 E 13,000 13,000
O 12 EB02 E 7,000 7,000
Totals 50,553,338 45,940,500
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¢ Once you have completed your match checks and are ready to run the final version
of three baseline reports, complete the following steps:
1. Open each of the baseline reports as per the instructions in the previous
paragraphs and use the same Program Code to run each of the reports
= A1A2 Financial Record
= A3 Expenditure Detail
= A5 Personnel Summary
2. To save the reports as a PDF document, click the Export Icon and
choose Export Document as PDF
3. Click the Save button’s down arrow and choose the Save As command and
save the reports to a location where you will remember to find them. Open the

documents with Adobe Reader and use the print feature to print paper copies
of the reports.

A1A2 Financial Record Report

Home | Documents | ALAZ Famancal Riecord

v e o] [ O & TP
T advanced | 2 Rum
5 | Ler Program Code: 2016201 Kernuchy Branch udet .
] i  Lasetine Bugost Regues i A3 Expendlture
OPERATING BUDGET RECORD ALAZ

Coremmnl b Exscee ranch g T Pl ey Detail Report
Home | Documents | A% Fxpenditure Detadd .

Vich Tnisligencn = ] IR
¥ Advanced | IF Rum
E2 | Enter valucs) for Progearn Code:
. i) - 0163018 Kemtucky Branch B
w sk Basaling Dudge? Request Laperditure Detad Summary Record
Al e £obimn rounde st $100

OPERATING BUDGET RECORD A3 Fublic: Health
Public Health

Appr
Programs Servi Gareral Health Support
Governmen tal Branch: Executive Branch Sub Program:
Cabinet: Heaith and Family Services Posting Unit:
Y 201314 FY 2416 BY 21616 FY 267 FY 204718
Actual Actasl Buageted et ) L] bed
EXPENDITURES BY FUND SOURCE
Genorl Fund 4 7,051,100 2 448, 16,800 800
Festrcled Fund 3.4 2.996.600 256660 22.596.60C
rrrrrr nd 488515 505 Ea 485 700 245 30 A P
FXPENDITURE CATEGORY e rs 0 n n e
Bevyonnel Coxl
1o Rear e 6 oot e aewm zansme  cmsen 24 Summary Report
E.2018 Kemhuciy Branch Budget
Regquest: Cxpenditure Detall Summary Record
oV Arch equested columns rounded 100
OPERATING BUDGET F sl Agency: Puliic el
. Test Appraprintian: Public Health
OIS DVRRLNCE— e e ProgramiService Lnk: Genersl Health Suppart
Cabimet: Henlth and Family Sendees Sub Program:
Posting Unet:
Fersannel Budyet PYETIAE IYZTS ITEbaE 1Y 07 FY 201718
by Searee of Funds Actus! Actual Budgeted Fncquenbed Amequmnted
Filled 34 36 43 43 43
Tetnl Full Time Pasitiana M 36 43 43 43
Part Time Positions
Fal 2 2 2
Tonl Part Time Positions 7 2 E E El
Giher Posilions
Do you want to open or save AS Personnel Summary.pdf (51.6 KE) from eas073vu-ws0017 COpen Save B Cancel

e You should now have the understanding on how to use KBUD and EBI (KBUD

Reports) to create the necessay electronic and paper copies of the baseline reports
required for your budget submission.
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Section 3 Restricted Fund Form

Section 3.1 Budget Form Overview

The KBUD dimension table and budget form used to create your restricted fund budget
request are the Restricted Fund Maintenance Dimension and the 1618 E_FUND-
RECEIPTS budget request form. These two tools along with historical data load for
FY14 and FY15 are all the components necessary to produce the
D_RestrictedFundSumRecord and E Restricted Fund Record reports. The narrative
data entered in the dimension table along with the numerical budget data entered on
the agency’s 1618 E_FUND-RECEIPTS forms are ultimately translated into
informative budget request reports. These reports are the final output used by agencies
to submit their formal budget request to GOPM.

Dimension (Restricted Fund Maintenance)
o merond v D_RestrictedFundSumRecord Report

Save
OPERATING BUDGET SUMMARY RECORD D
Expand &l | Collapes Al
i Governmental Branch: Executive Branch Agency: Tourism, Arts and Heritage Cabinet
= Restricted Fund Information (1] — Cabinet: Tourism, Arts and Heritage Appropriation: Fish and Wildlife Resources
Cabinet
Code: S | [ e P . omd . bt
Name: Fees in Lieu of Stream Mitigation Fund
Legial Authority Ctaban: KRS150.255 E R ‘t t d F d R d R t
£ : Summary of Res estricte un ecor epor
Restrcted Uses?: IEi Balance Forward
Thes: tricted funds that set asde Lo assist with the ¢ tream clean up in KY's most Cugant Becaicis Faisting = Foun) 4470522 7oz 42003700 52951 & e omiar
wuln, rens. These offet funds . FUND SOURCE DATA
\ Account Title: Fees in Lieu of Stream Mitigation Fund A
&MARS Fund Code: 1345
Legal Authority Citation. KRS150.255 D| mension Dat a
Restreted Funds Descrmbs Il. RESTRICTED FUNDS DESCRIPTIOI Restricted Uses (Yes/Mo):  Yes
These are restricted funds that set aside to assist with the mitigation of siream clean up in KY's most vulnerable areas
These offset funds from the Stream Mitigation Fund.

lll. RECEIPT STRUCTURE

Receipts by Revenue Source Code Actual Actual Budgeted Requested Requested
(Both Revenue and Non-revenue) FY 2013 -14 FY 2014 - 15 FY 2015 - 16 FY 2016 -17 FY 2017 - 18
- CASH Cash -11,442.400 -8,550,170 -10,000,000 -20,000,000 -20,000,000
Operating Transfer from
N10C  Capital Projects Fund 128,712 1,473,358 a [1] [1]
Operating Transfer from
N113  Agency Revenue Fund 7,057 [1] a [1] [1]
General Services to Other
R436  State Agencies Tt Tt 500040 L]
R771  Interest Income H . 2000 B d t 0
1618 E FUND-RECEIPTS Form — e weemeecesses  HIStOrical oo, BUOQE o
—_— —_— Total Receipts T | 0
- IV. RESTRICTED FUNDS Data Budgete Ota S i
Edit Budget Request | E Restricted Funds | E Restricted Receipts | Document Management BUDGETS SUMMARY FY 2015 - 8
(A) Resources:
Balance Forward (E Form) 58,652,670 56,946,278 37,199,592 37,199,592 37,199,592
Current Receipts-Existing (E Form) 8,600,238 20,233,838 10,000,000 20,000,000 20,000,000
- Budget Request Summary m Non-Revenue Receipts (E form) -11,308,831 -7.076,812 -10,000,000 -20,000,000 -20,000,000
Total Resources 56,046,278 70,108,405 37,199,592 37,199,592 37,199,592

Layout Code: 1618_E_FUND-RECEIPT! Type: ﬂ Request Code: 18

(B) Expenditures:
Restricted Fund: EEESTHE o o g o o
Total Expenditures 0 0 a 0 0

) N umeric al V. Explain the current receipt structure, type of fee, description of fee, cysenffTate and any proposed rate changes during the 2016
Refresh  Zeroout Display Sub Total: Select Model: | [v] - 2013 biennium. Indicate the date the/rate was last chan: %, explain any rate ffee changes that have been

New Line Copy Line Delete Line

g et D at a implemented during the 2014 - 2016 biennium. |depis e rate/fes change. the amounts affected and authority for change
Export Import Audit Trail }!3 DQ Zo

rt... Wiew as CSV

[[8]| Line | Budg=t Object |

O 1 EBALFOR R
O 2 ECUREXS R
O 3 ENONREV R
Totals

37,199,592 37,199,592
20,000,000 20,000,000
-20,000,000 -20,000,000
-37,199,592 -37,199,592

37,199,592
10,000,000
-10,000,000
-37,199,592
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The 2016-2018 Budget Instructions require that the Operating Budget Request:
Restricted Funds Record (Report E) shall be completed for each on-budget Restricted
Fund cash control fund. Each agency’s budget form must provide information for the
current year and the two requested years for each Restricted Fund cash account within
the state accounting system (eMARS Financial).

In KBUD, each on-budget Restricted Funds cash control fund will have a completed
dimension table and a completed E Restricted Funds & Receipts Form. The
1618 E_FUND-RECEIPTS form will be used to produce your agency’s budget request

1618 E Restricted Funds & Receipts Form

E—l 1618 E FUND-RECEIFTS E Restricted Funds & Receipts Form

The 1618 E_FUND-RECEIPTS form has been consolidated and contains two tabs to
perform different functions. This has changed from the previous biennium where each
of these tabs would have been a separate standalone form. For example, the

1618 E_FUND-RECEIPTS form now contains separate tabs to record the various
components of your restricted funds budget request data:

e E Restricted Funds
o0 Information in this tab will include the fund summary and expenditure
information as required by the Budget Instructions
e E Restricted Receipts
o Information in this tab will include the receipt detail information required
by the Budget Instructions
e Document Management (NOT USED)

1618 E FUND-RECEIPTS Form with Multiple Tabs

| Edit Budget Request I E Restricted Funds | E Restricted Receipts I Document Management |

MNotify
Expand All | Collapse all
= Budget Request Detailz m
Request Code: 1814 * MName: Fees in Lieu of Stream Mitigation Fund
Form: 1618_E_FUND-RECEIPT!
* Stage: Eﬂ

r = Reason For Change

Reason Description:

[ - Budget Request Information

- Dimensions m

Restricted Fund: 1345-1618
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Section 3.2 Creating a Restricted Fund Budget Request

This section includes an overview of the Restricted Fund Budget Request creation
process along with the detailed instructions to create a Restricted Fund budget request
required by the 2016-2018 Budget Instructions.

Section 3.2.1 Process Overview

The following is a summarized description of the steps involved in the process to
create a Restricted Fund budget request in order to help users understand the flow of
the detailed instructions:

1)
2)
3)

4)

5)

Login to KBUD and navigate to the Restricted Fund Maintenance Dimension
table to update information on each specific Restricted Fund
Navigate to the Budget Layout Selection Page to choose the 1618 E_FUND-
RECEIPTS Budget Request form
Create an instance of the 1618 E_FUND-RECEIPTS Budget Request form for
an on-budget Restricted Fund
Manually enter the appropriate budget lines (data) into each of the form’s tabs
for each appropriate on-budget Restricted Fund
o 1618 E_FUND-RECEIPTS Budget Request Form Tabs
= Edit Budget Request
= E Restricted Funds
» E Restricted Receipts
= Document Management (NOT USED)
Login to KBUD Reports (EBI) and navigate to the 16-18 Biennium folder to run
and/or print the necessary Restricted Fund budget request reports
o Create the Restricted Fund budget request reports necessary for
performing a math check on the budget data that was entered into KBUD
o Create the Restricted Fund budget request reports necessary for official
budget submission to GOPM

KBUD — Section 3 08/10/15 Page 36



T Restricted Fund Forms

Section 3.2.2 Login to KBUD and Navigate to the Restricted Fund
Maintenance Dimension Table and Update the Dimension

e Open your browser and enter the URL for the KBUD application into the
browser’s address bar: https://kbud.ky.gov/.

e Enter your KBUD user ID and password.

e From the Home page, follow these steps:

1. Click the Dimensions link
2. Click on the Restricted Fund Maintenance Link. The Restricted Fund

Maintenance page will appear.

Home Page
Reference Data Security Utilities Budget Tasks
Advantage Performance Budgeting - Training > Budget Tasks
Budget Tasks
Categories
1 [ Dimensions - This contai+ links to the Dimensions the users can edit.
Pages
Formulate Budget Reguest
Execute Query Dimensions
ecurity Utilities Budget Tasks
Advantage Performance Budgeting - Training = Budget Tasks = Dimensions
Go to top of page Dimensions
Pages
e N
2 l Restricted Fund Maintenance J Restricted Fund
Off Budget Fund Maintenance Maintenance

mensions > Restricted Fund Maintenance -

Restricted Fund Maintenance

Go to top of page

- MO ITEMS TO DISPLAY -
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e From the Dimension Restricted Fund Maintenance page, you can search and
view all funds by leaving the Code and Name textboxes empty and clicking the
Search button. This will bring back all the on-budget Restricted Funds available
based on your security. You can also narrow your search for a specific
Restricted Fund by following these steps:

1. Enter the Restricted Fund number and along with “-1618” in the Code
textbox

2. Click the Search button to search for the fund (If no records are returned,
you need to redefine your search. You may want to try using a wildcard
search, 134%)

3. Check the checkbox next to the record you want to edit
4. Click the Edit button and the Edit Restricted Fund Dimension will appear

Dimension Restricted Fund Maintenance

Restricted Fund Maintenance

1 [Code: 1345-1618 Jame: 2
4 Save View Display 20 ﬂltems Sort...

B jeode

B 1345-1618 Fees in Lieu of Stream Mitigation Fund

Edit Restricted Fund

w

Expand All | Collapse All

Reference Data Security Utilities Budget Tasks

- Information m

Advantage Performance Budgeting - Training > Budget Tasks > Dimensions > Restricted Fund Maintenance > Edit Restricted Fund

* Code: 1345-1618

Edit Restricted Fund | Document Management

Mame: Fees in Lieu of Stream Mitigation Fund 6

Expand All | Collapse All

= Restricted Fund Information (i)

Go te top of page Code: 1345-1618
Name: Fees in Lieu of Stream Mitigation Fund 5
,Ggal Authority Citation: KRS150.255
Restricted Uses?:
These are restricted funds that set aside to assist with the mitigation of stream clean up in KY's most
wulnerable areas. These offset funds from the Stream Mitigation Fund.
Restricted Funds Description:
N-

5. Update any of the Restricted Fund information not greyed out
6. Click the Save button and you should receive the Action was successful
message.

@ Action was successful.

e Repeat the previous process to update each agency Restricted Fund.
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e Here is some additional guidance to assist in filling out Dimension Restricted
Fund Maintenance page:

e Legal Authority Citation — Enter the specific legal authority which governs
both the authority to collect the Restricted Fund receipts and purposes for
which they may be expended.

e Restricted Uses? — If the Restricted Fund has legally restricted uses, select
the check box to answer the question as “Yes”. If the check box is empty,
then the answer to the question is “No”.

e Restricted Funds Description - Provide a description of each type of
receipt budgeted for this account and the specific types of activities funded
with the receipts. Indicate which type of receipt(s) is restricted and describe
the purpose for which it shall be used. Also indicate which type of receipt(s),
if any, has no restrictions on the use of the funds.

e Text Box 2 — If applicable, explain any changes in rates/fees during the
2014-2016 biennium, the amounts affected, and the legal authority for the
change. If changes are expected for the 2016-2018 biennium, outline the
changes in rates/fees, amounts affected, and the legal authority.
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Section 3.2.3 Navigate to the Budget Layout Page to choose the
1618 E FUND-RECEIPTS Budget Request Form

e From the Home page, you can navigate to the KBUD forms in two ways:

1. Click the Formulate Budget Request link under the Pages heading, or
2. Click on the Budget Tasks on the menu bar and select Formulate Budget
Request. The Budget Layout Selection page will appear.

Home Page
RN 5 5 L S e
L © hipy/koudzionp statekyws/traind Contoller ——__ H-cERg

@Budge‘cTasks
File Edit View Favorites Tools Help

9% Ky Office of State Budget Dir.. 2] (2 unread) - philrosell - Ya.. & Welcome to AMS Advant... Google 2 KBUD310 (2015) - Prod

Welcome, RVI0040 Messages(0) [ Home k= | Help | Preferences | Reports | Edit Password | Logout

Reference Data Security Utilities Budget Tasks

Adwvantage Performance Budgeting - Training = illal

F late Budget Request
Budget Tasks ll ormulate Budget Requ ‘J >

Exacite Quenys

Categories Refresh Cache Page

Dimensions - This contains links to the Dimensions the users can edit.

1 =
\

[ Formulste Budget Request J

Execute Query

Refresh Cache Page

Go to top of page

javascriptitriggerTransition(’//BudgetLayoutsSelection/Header) #100% -
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From the Budget Layout Selection page, you will see all the KBUD forms that
available for your use. In this case, you want to choose the 1618 E_FUND-
RECEIPTS form by clicking on the corresponding blue link. The Select Budget
Request page will appear.

Budget Layout Selection Page

Reference Data Security Utilities Budget Tasks

Advantage Performance Budgeting - Training > Budget Tasks > Budget Layout Selection >

Code:

Layout

Budget Layout Selection

Display 20 Items  Sort...

Item Page: 1 2

| Name:

Type:

Search

1618 A2-A3-A4-AS A2/A3/A4/AS Baseline Budget Request

1618 B2-B3-B4-B5 B2/B3/B4/B5 Additional Budget Request

1618 CAPITAL EXPEND Capital Reguest Expenditures

1618 CAPITAL FUND Capital Reguest by Fund Source

1618 CAP IMPONCFBUD Capital Reguest - Impact on Operating Budget
1618 E FUND-RECEIFTS E Restricted Funds & Receipts Form

1618 G G Federal Assistance Form

Please keep in mind, the Select Budget Request page will display all the
instances of this specific form (1618 E_FUND-RECEIPTS) you have created.
However, when the page initially loads up, there will be NO ITEMS TO
DISPLAY, even if you have previously created an instance of the form. This is
normal until you either create a new form or do a search for a previously created
form.

Select Budget Request Page (1618 E FUND-RECEIPTS Form

Welcome, MG10011 Messages(0) [ Home

Reference Data Security Utilities Budget Tasks

Advantage Performance Budgeting - Training > Budget Tasks > Formulate Budget Request = Select Budget Request

Select Budget Request

Layout Code: 618_E_FUND-RECEIPTS Request Code: Stage: Archive View: [False[~]  search
Layout Type: |Generic Name:

Restricted Fund: 4
New Delete  Sawe Display 20 Items  Sort..

m Request Code Restricted Fund

Go to top of page

- NO ITEMS TO DISPLAY -
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e From the Select Budget Request page, you can do all of the following functions:
1. Use the Search feature to search for previous created forms
= Search all by leaving all textboxes blank and clicking the Search
button and all instances of the form will appear
= Search by Request Code, Name, or Restricted Fund by typing in
the information in the textboxes and clicking the Search button (* is
the wildcard) and the instances that match your parameters will
appear (NOTE: Once a form moves past Stage 2 in the process,
agencies will no longer see this form in their search results)
2. Use the New feature to create a new instance of this specific form
= Click the New button and the Create Budget Request page will
appear to allow you to create a new instance of the form
3. Use the Edit feature to edit an existing instance of this specific form
= Click the checkbox of the form instance you wish to edit, click the
Edit button and the form will appear in the edit mode
4. Use the View feature to only view (no editing) an existing instance of this
specific form
= Click the checkbox of the form instance you wish to view, click the
View button and the form will appear in the view mode
5. Use the Delete/Save feature to delete an existing instance of this specific
form
= Click the checkbox(es) of the form(s) instances you wish to delete,
click the Delete button to mark the form(s) for deletion, click the
Save button to finalize the deletion of the form(s), and they will be
permanently deleted (NOTE: You cannot delete a form if there
are active budget lines within the form. You will receive an error
message. You have to first edit the form and delete all budget lines
within all tabs and then perform the deletion procedure)

Select Budget Request Page (1618 E_FUND-RECEIPTS Form)

Welcome, MGI0011  Messages(0) [Home B | Help | Preferences

Reference Data Security Utilities Budget Tasks

Advantage Performance Budgeting - Training = Budget Tasks > Formulate Budget Request > Select Budget Request

Select Budget Request

Layout Code: 1618_E_FUND-RECEIPT! Request Code: Stage: | | v| Archive view: False[v| =ogrch
Layout Type: ﬂ ame: F*
2 3 4 5 estricted Fund: rd

[ ﬂewI gditI View IDElEtE Save ]]\sp\ay 20 ﬂ Items  Sort..

(W feeesicoe |
El [ 1804 FS/KY Talking Book Library Fund 3 1351-1618
[E1] 1605 FS/Program Dev Fund Search Resu |tS 3 1350-1618
B[] 1808 FS/Public Library Dev Fund (I n Stan ces Of th e FO rm) 3 1347-1618
El 1814 Fees in Lieu of Stream Mitigation Fund 3 1345-1618

Go to top of page
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Section 3.2.4 Creating the E Restricted Funds & Receipts Budget Request Form

In this section, we will continue from the previous section to create an E Restricted
Funds & Receipts form for the Kentucky Fish And Wildlife Resources, Department 660.
In this scenario, we will create a 1618 E_FUND-RECEIPTS form for Restricted
Fund134S, Fees in Lieu of Stream Mitigation Fund.

¢ From the Select Budget Request page, click the New button. The Create Budget
Request page will appear and allow you to create a new instance of the
1618 _E_FUND-RECEIPTS form.

Select Budget Request Page (1618 E_FUND-RECEIPTS Form)

Welcome, MGI0011 Messages(0) [

Reference Data Security Utilities Budget T:

Advantage Performance Budgeting - Training = Budget Tasks = Formulate Budget Request = Select Budget Request

Select Budget Request

Layout Code: 1618_E_FUND-RECEIPT! Reguest Code: Stage: 1[w] Archive View: False[v] szaarch

Layout Type: Generic MName:
Restricted Fund: &
Delete  Save Display 100[v] Items  Sort..

- NO ITEMS TO DISPLAY -

Go to top of page
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¢ From the Create Budget Request page, you will need to complete these four
primary steps:

1. Fill in the Name textbox (Suggestion: make it the same name as your
Dimension and/or eMARS’ fund name, so you will know by its name what
fund is contained in the form. Also you cannot reuse the exact name of a
previous created form. You will receive an error message if you do reuse
the name. It is the form name that makes it an unique instance of the
form)

2. Fill in the Restricted Fund textbox. There are two ways to fill in the
textbox: 1) Type in the correct Restricted Fund code, or 2) click on the
blue Restricted Fund link to pull up a Restricted Fund Search box, and
complete the following three steps to select it from a pick list:

= 2-1) Type in the first few digits of the Restricted Fund code and * in
the Code textbox

= 2-2) Click the Search button

= 2-3) Click the Select button for the appropriate Restricted Fund

3. Click the Save button, and the new form with all its appropriate tabs will
be created

Create Budget Request Page

3 Save i Back

Create Budget Request

Expand All | Collapse All

- Budget Request Details m 1
Request Code: *Mame: Fees in Lieu of Stream Mitigation Fund
Fi H 1613_E_FUND-RECEIPT: .
orm - Stage should always be set to 1 by the agencies.
* staae: .
Stage: 1v] < GOPM will move the forms to Stage 2 when needed.

|— - Budget Request Information |

- Dimensions [f] —2 Restricted Fund Search Page

Restricigd Fund: '1345-1618 «//“]

—— 7

Go to top of page \

Restrict&'F].lnd Search

Short * Element

Code: 13457
Name: Type:

[v] Parent
Restricted &7
Fund:
"— Dimension Reference Information
Departmeny: &
2
coneel
Display 20 [¥] Items  Sort..
lcode  Name _ [shortName ____[FlementType |Parent ___Inq

Select & 1345-1618 Fees in Lieu of Stream Mitigation Fund COA 66
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Section 3.2.5 Entering Budget Data in the 1618 E_FUND-RECEIPTS Form

e Once the new form is created, you will be able to access all the necessary tabs within the
form. You can follow these steps to manually add line-by-line information to each tab.

1.

2.

Click on the E Restricted Funds tab (NOTE: You can now add your Sources of
Funds and Expenditure information)
Click the New Line button to add a new blank line (NOTE: Continue to add new
blank lines for each line of budget data you need to enter for this fund. Enter a
separate budget line for each budget object required by the 2016-2018 Budget
Instructions)
3. Enter the appropriate budget data on the line. To use the search feature for the
Budget Obiject cells, follow these steps:
= 3-1) Right mouse click in the cell and click the blue Search link
= 3-2) From the Budget Object Search page, either use the search fields to
refine your search results or leave all the fields blank to see all the available
codes
= 3-3) Click the Search button to execute the search or Cancel to cancel the search
= 3-4) Click the Select button of the desired code, and it will populate the cell
Once you have finished entering all your budget lines for this tab, click the Save button
(NOTE: When entering numerical budget data, enter the data to the nearest $100).
Click the next tab to add more budget lines for the E Restricted Receipts or click the
Back button to exit the form

New 1618 E FUND-RECEIPTS Form for Restricted Fund134S

Form:

* Stage:

= Budget Request Details — y;
m E Restricted Funds | E Restricted Receipts | Document Management

Request Code: 1814

Save  Back

== 1 5

Edit Budget Requ i E Restricted Funds|| E Restricted Receipts|| Document Management

Notify E Restricted Funds Tab
Expand All | Collapse All

1618_E FUND-RECEI - Budget Request Summary

B~ Layout Code: 1618_E_FUND-RECEIPT! Type: [v] Request Code: 1814 Request Name: Fees in Lieu of Stream Mitigation Fund

r'= Reason For Change

Reason Description:

Restricted Fund: |1345-1618

Refresh ?rnout Display Sub Total: Select Model: ﬂ

Copy Line  Delete Line Export
E Budget Object I

|—— Budget Request Information 3—[—

[} 1 EBALFOR R
ml ECURFEX: B

- Dimensions m

Restricted Fund: 1345-1618 Gmtopofpags-l N

3 |[ENONREV R

Expand All E

Go to top of page

|| code  Mame ____________________ lshortName ______________loblectType JtlementType JParc
" 4

Seleet ' ESALFOR  Balance Forward (€ Form) Baisnce o) Aevenue cos

coa

coa

coa

Cob

coa

Addiional Bdgt feq Expend
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e To complete the 1618 E FUND-RECEIPTS form, you will need to repeat the
procedures previously described in this section of the manual for the E
Restricted Receipts tab.

e The E Restricted Receipts tab needs to include budget data for each budget
object. You can reference the budget object types by going to OSBD’s Website,
http://osbd.ky.gov/Pages/KBUD-Information.aspx, and viewing a list of all
applicable budget objects. The total Receipts on the E Restricted Receipts tab
must agree with the total sources of funds minus the EBALFOR on the E
Restricted Fund tabs (NOTE: When entering numerical budget data, enter the
data to the nearest $100).

Edit Budget Request | E Restricted Funds | E Restricted Receipts | Document Management

- Budget Request Summary m

Layout Code: 1618 E_FUND-RECEIPT! Type: ﬂ Request Code: 18
Restricted Fund: 1345-1618

Refresh  Zero Out  Display Sub Total: Select Model: ﬂ

New line | | Copy Line | | Delete Line Export Import Audit Trail View Graph

Sort... View as CSV

Summary

Mo moeell e T coe T mew T

1 EBALFOR 37,199,600 37,199,600 37,199,600
O 2 ECUREXS R 10,000,000 20,000,000 20,000,000
O 3 ENONREW R -10,020,000 -2D,DDEDDD l -20,000,000
The sources of funds
total (excluding
$20,000 $40,000 $40,000 EBALFOR) should

equal the detailed
receipts total

T T
Edit Budget Request | E Restricted Fundsl E Restricted Receipts I ocument Managemen |

- Budget Request Summary m

Layout Code: 1618_E_FUND-RECEIPT! Type: :l Requdst Code:

Reftricted Fund: |1345-1638

Refresh  Zero Out Display Sub Total: ] Select Model: ﬂ

MNew Line  Copy Line  Delete Line Expprt Import Audit Trail Miew Graph

Sort... \ie

Tl o)

m} -CASH -10;,000,000 ,

O 2 R436 R 5,000,000 10,000,000 10,000,000
O 3 R77L R 200,000 1,000,000 1,000,000
O 4 RB01 R 4,800,000 9,000,000 9,000,000

e Once the dimension has been updated and the 1618 E_FUND-RECEIPTS form
has been completed for each Restricted Fund, the associated Restricted Fund
reports can be created and printed.
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Section 3.2.6 Login to KBUD Reports (EBI) to Access Restricted Fund Reports

In this section, we will login to SAP’s Enterprise Business Intelligence Version 4.1 (EBI
4.1) which houses the KBUD Reports and navigate to the 16-18 Biennium folder to
access the necessary budget request reports. In this scenario, we will run the three
Restricted Fund reports for the Kentucky Fish and Wildlife Resources’ Restricted Fund
134S, Fees in Lieu of Stream Mitigation Fund. Reference Section 9, KBUD Reports, for

more in depth explanation of reports.

e Reports are the final output of the budget request process. It is important to
understand that the data entered directly into the KBUD forms and dimension
tables are used to populate KBUD reports. For example, compare the dimension
table we updated and the 1618 E_FUND-RECEIPTS form we created in the
previous sections for Restricted Fund 134S to the E Restricted Fund Record
Report. You can directly trace the dimension data to the Fund Source Data
heading on the report. You can also trace the form’s budget data amounts to the

budget totals on the report.

Restricted Fund Dimension Table

Ldit Restricted Fund | Gacume rit Management |

Save
Expand &l | Collapes A1l

= Restricted Fund tnformation [l —

Code: 1345-1618
Name: Fees in Lieu of Stream Mitigation Fund
Legial Authority Ctaban: KRS150.255

Restracted Uses?: i

These are restricted funds that set ssde Lo sssst with the miigation of
vulnerahle arens. These offset funds from the Stream Mitigation Fund.

Restracted Funds Descrptun;

1618_E_FUND-RECEIPTS Form

E Restricted Fund Record Report

I. FUND SOURCE DATA

Account Title: Fees in Lisu of Stream Mitigation Fund
€MARS Fund Code: 1343
Legal Authority Citation KRS150.255 Dl mens | on Dat a

Il. RESTRICTED FUNDS DESCRIPTIOI Restricted Uses (Yes/Mo):  Yes
These are restricted funds that set aside to assist with the mitigation of stream clean up in KY's most vulnerable areas.

These offset funds from the Stream Mitigation Fund

Edit Budget Request | E Restricted Funds I E Restricted Receipts I Document Management

- Budget Request Summary m

Layout Code: 1618_E_FUND-RECEIFT! Type: ﬂ Request Code: 18
Restricted Fund: IEEESISE

Display Sub Total: Select Model: ﬂ Numerlcal
Export Import Audit Trail ‘%gp_g est Da'ta

ort... WView as CSV

Refresh  Zero Out

New Line  Copy Line Delete Line

IEI Budget Object l
O 1 EBALFOR R
O 2 ECUREXS 3

FY 16-17 FY 17-18
37,199,592 37,199,592
20,000,000 20,000,000

37,199,592
10,000,000

lll. RECEIPT STRUCTURE

Receipts by Revenue Source Code Actual Actual Budgeted Requested  Requested
{Both Revenue and Non-revenue) FY2013-14  FY2014-15  FY2015-16  FY2016-17  FY2017-18
CASH Cash 1,442,400 3550170 10000000  -20,000,000  -20,000,000

Operating Transfer fram
K10C  Copital Projects Fund 128,712 1,473,358 [ o o
Operating Transfer from
K113 Agency Revenue Fund 7,057 o [ o o
General Services to Other
Ré36  Stale Agencies i Il 50000 [
R771  Interest Income . . 2000 B d [}
R80T Misc Private Grants & Gifts H | StO rl Cal 43000 u g et )
Total Receipts T t | o
IV. RESTRICTED FUNDS Data Budgete otals i
BUDGETS SUMMARY FY 2015 - 3
{A) Resources:
Balance Forward (E Form) 58,652,670 56,946,278 37,199,592 37,199,582 37,199,582
Current Receipts-Existing (E Form) os0023 20238938 10,000,000 20000000 20,000,000
Non-Revenue Receipts (E form) 11,306,631 7oreaiz| | 40oo0pea 20000000 20000000
Total Resources 56,946,278 70,108,405 37,189,592 37,189,582 37,199,582
(B) Expenditures:
[

Total Expenditures

[1] [1] a [1]
0 0 0 0

0

V. Explein the current receipt structure, type of fee, description of fee, ¢ Tate and any proposed rate thanges during the 2016
- 2013 biennium. Indicate the dats theirate was last chan: 5. explain any rate ffee changes that have been
implemented during the 2014 - 2016 biennium. Idej

€ ratelfee change. the amounts affected and authority for change.

m] 3 ENONREY R -10,000,000 -20,000,000 -20,000,000
Totals -37,199,592 -37,199,592 -37,199,592
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e In this scenario, we will run the three Restricted Fund reports for the Kentucky

Fish and Wildlife Resources’ Restricted Fund 134S, Fees in Lieu of Stream
Mitigation Fund. There are two Restricted Fund reports that are required for your
budget submission. The other report is designed as supportive math check
report to aid the agency in reviewing and reconciling amounts entered on the E
Forms as compared to amounts entered on the A Forms to ensure the

necessary level of accuracy in the submission of the required reports.

Required Restricted Fund Reports For Restricted Funds
1. D_RestrictedFundSumRecord (Includes all the agency’s Restricted
Funds)

2. E Restricted Fund Record (Run this report for each individual Restricted
Fund)

Supportive Restricted Fund Report
3. E_Rstd _Fund_Mathcheck

There are two ways to access the login webpage to EBI 4.1 which contains
KBUD reports:

1. Either click on the Report link located in the KBUD application to access
the webpage, or

2. Open your web browser and enter the direct link to EBI 4.1 and paste it
into the URL: http://eas073vp-ws009:8080/BOE/BI

Welcome, MGI0011  Messages(0) [Home 2! | Help | Preference: | Reports | Edit Password | Logout
Budget Tasks

Reference Data Security Utilities

Advantage Performance Budgeting - Training > Budget Tasks

Budget Tasks

Categories

Dimensions - This contains links to the Dimensions the user:

+ Bl launch pad Fe|- . o .
Pages
File Edit View Favorites Took Help
Formulate Budget Request
% B =11 o - Page= Salely= Tovk= i
Execute Query _

-dl N
Budget Request Filter View

Advance Budget Request Stage

Refresh Cache Page

Go to top of page

SAP BusinessObjects

Bl launch pad

Fatrer your wser infurmation, and click "l ng on”.

CAGUTIVP-APO2AGH
T MG
==

lsAD.4
(S
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3. Enter your eMARS User ID in the User Name textbox and your password

4. Click on the Log On button

SAP BusinessObjects
Bl launch pad

Enter your user information, and dick "Log On".
If you are unsure of your account information, contact your systam
administrator.

System: |EASO73VP-AP024:6400

User Narfie: |MGI0011 3
Passicfd: [essassnsrenes o

e The Home tab is the entry point into the EBI application. Once in the application,
navigate to the KBUD 1618 Agency Budget Preparation folders which contain all

the reports necessary for your budget submission.
1. Click the Documents tab

2. Click on the Folders bar at the bottom of the page to access the Public

Folders
3. Expand all the Public Folders

4. Open the 16-18 Biennium folder under the Agency Budget Preparation
folder. The available reports will appear on the right side of the web page

S

Welcome: MGJ0O11 | Applications»  Preferences  Help menu~v

Log off

[ = MyRec

Y sand

) a142 7| Home | Documents

Welcome: MGJOD11 | Apglicati

Bl cicz A

View New rgani = More Actions Details
Blaorl B
PN ?ocuments | Title ~ Type
3 a | 7 T
P asepl: I cwebinteligence
& 1nbox B
m”g My Alerts Home | Documents
(12 g ubscribed Alerts 2 = 5
H View * New Organize Send More Actions ~ Details
B Personal Categories — -
| = My Recq My Documents elenme:
ki lcaD 4 Welcome: MGI00L1 | acpheats
P - rancal fiozord Web trehigence
E Public Foigers ¥ | ALY Francial Record Math Chack Wal: [rteligeree
MRS Frarcisl ¥ |A182 A3 x5 Recerds ek TeeeBigence
¥BUD ¥ A Ep A Detad Web Iréefagerce
F— ¥ |43 Bpendere Detal Web mmeligence
W | A5 Personnel Summary Wb Irtellgence
Ageriy Sudget Preparaton
¥ | BIEZ Fnancil Record Web [reriigence
1032 Binrwirn
* |83 Bpenditure Detad Web treeligence
LELY R ¥ | CET Francsl Record [T -
4 el S ¥ | C1C2 Financl Record Math Check Wb Inseligence
KB Trarng Mansk * Web Inteligence
550 Budgat Prepsration 2 Wb begabiomicn
v Wb Ineeiigence
2 Rdevrioped gency feports i
- Wieh Leteligence
[:‘”‘"s CBEQ] - Cnbirnt Rark - Rian ot Cabirt beonl oy s Trteliggees
Search * a1
e ¥ ooz e Irtaligence
¥ o Weh Ineeiigeece
E \\- [ } ek treelgence
~———
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e In this scenario, we will run the math check report for all the Restricted Funds
associated with Kentucky Fish and Wildlife Resources. Once the funds pass the
math check, we will save and print the other two required Restricted Fund
reports for the budget submission. The math check report will use all the
Restricted Funds and the program these funds are associated with as the
parameters/variables for the report. Included below is the consolidation
information for the Fish and Wildlife Resources which shows the association
between the 660_BILL program and its seven restricted funds.

5.

- |[1660G_BILL_161

[] 1340-1618 -
[£] 134R-1618 -
[£] 1345-1618 -
[£] 134T-1618 -
[E] 131M-1618 -
[£] 13KR-1618 -

[E] 13L4-1518 -

8 - Fish and wildlife Resources - Restricted Fund -

Restricted Fish & Game Fund - Restricted Fund - 660

Program Income Fund - Restricted Fund - 660
Boating Registration Funds - Restricted Fund - 660
KHLCF-Management Fund - Restricted Fund - 660

Program Income - FISH - Restricted Fund - 660

Non-Restricted Fish & Game Fund - Restricted Fund - 660

Fees in Lieu of Stream Mitigation Fund - Restricted Fund - 660

Double click on the E_Rstd_Fund_Mathcheck report to open up the
report

Click on Question Mark icon | /| to ensure the parameters/variables’ text

boxes are visible. This will alloW you to enter the required
parameters/variables
Enter the required parameters/variables into the Restricted Fund Code
text box. In this scenario, we will enter the seven restricted funds
associated with the program. This entry is done by separating each
Restricted Fund with a semicolon (Example: 134Q-1618;134R-
1618;134S-1618)
Enter the required parameters/variables into the Program Code text box.
In this scenario, we will enter the program associated with the seven
funds.

Documents | E_Rstd_Fund_Mathcheck

” A1A2 Financial Record I

View ~

New - Organize = Send -

My Documents

Folders
=)
B
g

-

Public Folders
eMARS Financial
KEUD
Agency Budget Execution
B Agency Budget Preparation
/ 10-12 Siernium
12-14 Biernium
14-16 Siernium
16-18 Biennium
KBUD Training Manuals
B[ osp Budget Preparation
10-12 Siernium
12-14 Siernium
14-16 Siernium
16-18 Siernium

Redeveloped Agency Reports

More Actions ~

w
B
®
B
w
w
¥l
Pl
B
w
L
L
»l
B
w
B
®
B
B

Details

Title +

B1B2 Financial Record

B3 Expenditure Detail
C1C2 Financial Record
C1C2 Financial Record M;
C1C2_C3_C5 Records
C3 Expenditure Detail

Once the proper parameter/variable is entered, the Run icon wiII
be enabled. Click the Run icon to run the report

E_Rstd_Fund_Mathcheck

Home | Documents | E_Rstd_Fund_Mathc... - = | a2 Finand
Web Intelligence ~ | [ = & - | 5 48 | &0 2

5
(7 Advanced un 3

Capital Listing with Reaut]
Capital Listing with Short|
CBRO1

Enter Restricted Fund Code/s:
r1618;1345-1618;134T-1618;13IM-1618;15KR-1618; 131

CBRO1 - Cabinet Rank - §

CBROZ 2

.

nter Program Code/s: ]

CBRO3

CBRO4
CBROS
CBRCPL Capital Project Listing
D_RestrictedFundSumRecord
DCB1B2 Financial Record
DCB3 Expenditure Detail
E Restricted Fund Record

' B £ Retd Fund Mathcheck
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The Summary of Resources Math Check Section below is used to compare each
budget object totals from all the Restricted Fund entries on the E forms to all the
comparable budget object totals entered on the A Form for each fiscal year. It is
important to understand the source of the data on the report and how it rolls up to a

specific program, especially if adjustments are needed to reconcile the differences in

the amounts.

1. Example-1: Ensures the FY 16 Balance Forward totals ($58,043,936) entered
on the Restricted Fund E Forms equal the same amount ($58,043,936) as the
Restricted Fund Balance Forward entered on the A Forms

2. Example-2: Ensures the FY 17 Current Receipt totals ($52,951,600) entered on

the Restricted Fund E Forms equal the same amount ($52,951,600) as the

Restricted Fund Current Receipts entered on the A Forms

3. Example-3: Ensures the FY 18 Non Revenue Receipt totals ($-23,600,000)

entered on the Restricted Fund E Forms equal the same amount ($-23,601,000)
as the Restricted Fund Non Revenue Receipts entered on the A Forms (NOTE:
These amounts do not balance and an adjustment is required)

E Forms

14,780,032
1,326,600
&,785,500
335,000

2 BEURERS
3 ENDHREY
4 ECURRVS

4,530,600
2,500,000
0

5 E8LEwr
6 EDCENR
7 EABREXH

31,423,700
o
0

26,268,300
1,320,200
#43,100

Totaly

-B,083,493 o

\

Source of Fund Totals

\

Math Check Purpose

Do the amounts enter on all the
E Forms equal the same
amounts entered on the

A Form for Restricted Funds?

A Forms

BALFOR 8,104,313

CLRREC #,125,000
1,002,000
2,805,632
9,004,800
7.125,000
9,004,200

[
[
NOHEEY n
BALFOR n
CIMREC "
EXPEYFUND E
EXPEYFUND E
1,910,945

B9 10,900

6,304,300

6,104,300
7,120,400
1,000,000
2,806,500
6,950,200
5,120,400
£.550,200

7,843,700
1,000,000
2,806,600
6,560,500
5,843,700
6,560,500

“,910,900

E_Rstd_Fund_Mathcheck

/

Source of Fund Totals

4

Report ran for these Restricted Fund Codes

Restricted Fund Name

134R-1618
1345-1618
13471613
13JM-16138
13KR-1618
13L4-1618

Report executed for these Programs

Restricted Fish & Game Fund
Fees in Lieu of Stream Mitigation Fund

Program Income Fund
Boating Registration Funds
KHLCF-Management Fund
Program Income - FISH

Program Name

What to Do If Math
Check Fails

If the total amounts
from all the E forms
do not equal the total
amount of the A
Form for a specific
budget object (like
NONREYV versus
ENONREV), then an
adjustment will need
to be made. For
example, the
amounts are off by
$1,000, then either
the NONREV on the
A Form needs to be
adjusted by $1,000 or
the ENONREV on
one or more of the E
Forms need be
adjusted by $1,000,
or some combination
that brings them into

GE0G_BILL Fish and Wildlife Resources
Actual Actual Budgeted Requested Requested
FY 2013 -14 FY 2014 - 15 FY 2015 - 16 FY 2016 - 17 FY 2017 -18
Summary of Resources:
BALFOR 21,474 877 21,621,839 55,043 936 l 51,258,423 43 855 423
-EBALFOR 81,474 677 81,621,838 ( 55.043.936] 51,255,423 43,655,423
Should Be Zero 0 0 1 [1] [1] 7]
CURREC 44.706,223 57,967,792 42,423,700 52,951,600 2 55,931,600
-ECUREXS and ECURRWE 44 706,223 57,967 792 42 423 700 52,951,600 55,951,600
2 balance.
Should Be Zero a o a a o
MNOMREY and TRAMSFEF 8778483 -8,505,850 -17,785,500 -23.600,000
-EMOMREWY -B.779.483 -8,505,550 -17,785,500 -22,600,000 -23,601, 00
Should Be Zero 1} a 1} o 3 1,000
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¢ In Example-3, the total amounts from all the E Forms’ ENONREYV entries did not equal
the total amount of the A Forms’ NONREYV entries, and therefore, an adjustment(s) will
need to be made to balance the amounts. The amounts are off by $1,000, so either the
NONREV on one of the A Forms need to be adjusted by $1,000 or the ENONREV on
one or more of the E Forms need be adjusted by $1,000, or some combination that
brings them into balance. When you review the entries in the A and E Forms, there is a

E Forms ENONREYV Entries

$1,000 difference between 134S-1618 and 660C_PG forms. After doing the proper
research to verify where the adjustment should be made, it was decided to edit the
134S-1618 E Form and reduce the ENONREYV budget line from $20,001,000 to

$20,000,000. This corrected the error in the math check report.

134R-1618

660A_PG

A Forms NONREYV Entries

@ Budget Object I FY 15-16 FY 16-17 Fr 17-18

[} 1 EBALFOR 14,740,032 7,954,531 5,354,531
[m] 2 ECUREXS R 31,226,600 28,530,600 31,530,600
[} 3 ENONREV R -6,785,500 -2,600,000 @]
[} 4 ECURRVS R 325,000 0 0
[} 5 EBLEXP E 31,423,700 26,268,300 27,406,100
[m] 6 EDCEXP E 0 1,320,200 2,815,800
[} 7 EABREXP E 0 942,100 1,308,700
134T-1618

6,104,313 6,104,313 6,104,313
R 1,000,000 1,000,000 1,000,000
R -1,000,000 -1,000,000 l -1,000,000 )

E Budget Object I FY 15-16 FY 16-17 FY 17-18

1 EBALFOR
[m] 2 ECUREXS
m} 3 ENONREV

1345-1618

1|EBALFOR

] 2 ECUREXS R
] 3 ENONREV R

E Budget Object I FY 15-16 FY 16-17 FY 17-18

37,199,592 37,199,592 37,199,592
10,000,000 20,000,000 20,000,000
-10,000,000 -20,000,000 -20,001,000

Reduce this E Form amount by
$1000 to balance the A and E Forms

E Budget Object I FY 15-16 FY 16-17 FY 17-18

11300  BALFOR 14,740,031 7,954,531 5,354,531
] 21300  CURREC R 5,926,600 5,798,400 5,797,300
] 3 1300 NONREV R -6,785,500 -2,600,000
m] 41300  EXPBYFUND E 5,026,600 5,798,400 5,797,300
660B_PG

@ Budget Object I FY 15-16 FY 16-17 Fr 17-18

11300  BALFOR 6,104,313 6,104,300 6,104,300
O 21300  CURREC R 8,125,000 7,120,400 7,843,700
m] 31300  NONREV R -1,000,000 -1,000,000 (=L.000,000]
O 41200  BALFOR R 2,806,632 2,806,600 2,806,600
O 51200  CURREC R 9,004,300 6,950,200 6,660,500
O 61300  EXPBYFUND E 7,125,000 6,120,400 6,843,700
O 71200  EXPBYFUND E 9,004,800 6,950,200 6,660,500

660C PG

L e O 2 G
O 11300  BALFOR 37,199,592 37,199,592 37,199,592
O 21300 CURREC R 13,100,000 23,451,800 23,883,900

O 31300  NONREV R -10,000,000 -20,000,000 (zzo.000,000) §
O 41200  BALFOR R 1,000,000 1,000,000 1,000,000
O 51200  CURREC R 6,230,400 6,317,600 6,068,900
O 61300  EXPEYFUND E 3,100,000 3,451,800 3,883,900
O 71200  EXPBYFUND E 6,230,400 6,317,600 6,068,900

E_Rstd_Fund_Mathcheck (After $1000 Adjustment)

The report is now in

Actual Actual Budgeted Requested Requested
FY 2013 - 14 FY 2014 - 15 FY 2015 - 16 FY 2016 - 17 FY 2017 -18
Summary of Resources:
BALFOR 81,474,677 81,621,839 58,043,936 51,255,423 48,658,423
-EBALFOR 81,474 67T 81,621,839 58,043,936 51,253,422 48 553,423
Should Be Zero o 1] 1} o 0
CURREC 44 706,223 57 967 792 42 423 700 52,951,600
-ECUREXS and ECURRVE 44706223 57,967,792 42 423 700 52,951,600
Should Be Zero 1] L] 1} a
MOMNREY and TRANSFEF -8.779.433 -8,505,850 -17,785.500 -23,600,000 -23,600,000
-ENOMNREY -8.779.433 8,505,850 -17,785,500 -23,600,000 -23,600,000
Should Be Zero a 1} 1} 1}
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The Summary of Expenditures Math Check Section below is located at the bottom of
the report and used to compare the Restricted Funds’ EXPBYFUND budget object
totals on all the A and B Forms combined to the expenditure budget object totals on the
E Forms. It is important to understand the source of the data on the report and how it
rolls up to specific budget objects or programs, especially if adjustments are needed to
reconcile the differences in the amounts.
1. Example: Ensures the FY 18 EXPBYFUND totals ($34,951,600)

combined from entries on the A and B Forms equals the total of the E

Baseline Exp + E Defined Calc Exp + E ABR Exp ($34,951,600) as

entered on all of the E Forms

A & B Forms

E Forms

Math Check Purpose
Do the total expenditure
amounts entered on all the
E Forms equal the expenditure

by fund amounts entered on |- I S L LmE e o)
the A and B Forms for S e S el
Restricted Funds? R e P e,
= = -u,;lu.lsnm -l.;lm:w -!1.;1;!.:00
_ /
Expenditure Totals Expenditure by Fund Totals
\ E_Rstd_Fund_Mathcheck /
What to Do If Math
Summary of Expenditures: Check Fails
. o . ar e If the total expenditure
EXPBYFUND 34779 579 34911038 31,423 700 31,851 600 G amounts from all the
_E Baseline Exp 34 779,579 34,911,038 31,423,700 28,153 400 30,035,100 E forms do not equal
-E Defined Calc Ex o 0 0 1,491,100 3,130,100 the total d'?
-EABR Exp 0 0 0 1,307,100 1,786 400, € total expenditure
@ by fund amounts from
Zhould Be Zero a 0 0 2 the A & B Forms, then

an adjustment will
need to be made to
bring them into
balance.
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e Once you have successfully completed all your math checks for all your
Restricted Funds and you are ready to run the final version of the required
D_RestrictedFundSumRecord report, complete the following steps:

1. Open the D_RestrictedFundSumRecord report as per the instructions in
the previous paragraphs and use the bill level Restricted Fund Code as
the parameter/variable for this report. In this example, the bill level
Restricted Fund Code for the Fish and Wildlife Resources is
660G_BILL_1618

= The top part of the report displays the Summary of Resources
and Summary of Expenditures combined for all the Restricted
Funds associated with this bill. The bottom part of the report
displays the total expenditures for each restricted fund.

2. To save the report as a PDF document, click the Export Icon and
choose Export Document as PDF

3. Click the Save button’s down arrow and choose the Save As command
and save the report to a location where you will remember to find them.
Open the documents with Adobe Reader and use the print feature to print
paper copies of the reports.

D_RestrictedFundSumRecord

Home [ Documents ” D_RestrictedFundSu...  / f) DX l E Restricted Fund Record 1
= B
webInteligence = |0 = (2 - | S a4 | &P E1 M) 2 v || [ Track ~ ' Drll ~ W Filter Bar Freeze - & Outline
-~ e ] [ Ane YUESIEY COUMNS [0Unues w nearest 3100
= Export Document As 3 DF
= {70 Advanced | & R Export Current Report A5 ¥ Excel 2007 {MARY RECORD 0
hvanc: = Run 1 PO e ixecutive Branch Agency: Tourism, Arts and Heritage Cabinet
%E Enter Restricted Fund Code: Export Data to 5V ... Excel ourism, Arts and Heritage Appropriation; Fish and Wildlife Resources
tabinet
- ol B60G_BILL_1618 CSV Archive e
= _— Actual Actual Budgeted Requested Requested
FY 2013 -14 FY 2014 - 15 FY 2015-16 FY 2016 - 17 FY 2017 - 18
()
— Summary of Resources:
Balance Forward (E Form) 81474677 81,621,839 56,043,936 51,255,423 48,658,423
Current Receipts-Existing (E Form) 44,706,223 57,967,752 42,095,700 52,951,600 55,851,600
Non-Revenue Receipts (E form) -5.779.483 -8,505,850 -17.785,500 -23 600,000 -23,600,000
Cumrent Receipts-Revised (E Form) 1] o 325,000 o 1)
Total Resources 116,401,417 131,083,781 82,682,136 80,610,023 81,010,023
Summary of Expenditures:
Baseline Budget Expenditures 24778579 34911038 31.423700 25,153,400 30,035,100
Defined Calculations Expenditures 0 i} 0 1,481,100 3,130,100
Additional Budget Regquest
Expenditures o a o 1,307,100 1,786,400
Total Expenditures 34,779,579 34,911,038 31,423,700 31,951,600 34,951,600
Actual Actual Budgeted Requested Requested
Cash Control Account Title FY 2013 -14 FY 2014 - 156 FY 2015 - 16 FY 2016 - 17 FY 2017 - 18
134R-1618  Resfricted Fish & Game
Fund 34,765,908 34,011,038 31,423,700 28,530,600 31,530,600
13JM-1618  Boating Registration
Funds o 1] o 3,421,000 3,421,000
13KR-1618  KHLCF-Management
Fund 13,671 o o o o
Total Expenditures 34,779,679 34,911,038 31,423,700 31,951,600 34,951,600
Do you want to open or save D_RestrictedFundSumRecord.pdf (0.3 KB) from eas073vu-ws0017 Open Save E] Cancel
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e Once you are ready to run the final version of the required E Restricted Fund
Record report reports, complete the following steps:

1. Open the E Restricted Fund Record report as per the instructions in the
previous paragraphs and use the Restricted Fund Code as the
parameter/variable for this report. In this example, the Restricted Fund
Code for the KHLCF-Management Fund is 134R-1618. You will need to
run and print this report for each individual Restricted Fund.

= The top part of the report displays the Fund Source Data from
the Restricted Fund dimension table. The bottom part of the
report displays the total receipts by revenue source in the
Receipt Structure.

2. To save the report as a PDF document, click the Export Icon and
choose Export Document as PDF

3. Click the Save button’s down arrow and choose the Save As
command and save the report to a location where you will remember
to find them. Open the documents with Adobe Reader and use the
print feature to print paper copies of the reports.

E Restricted Fund Record

Home [ Documents ” [_RestrictedFundSumRe n I E Restricted Fund Rec... ./

7]

Sl B I = EEEIE

Wb Intelligence ~

[ Track -~ 3§ Drill =

| Export Document A; L3

[JJ Advanced | &2 Run Export Current Report As ¥
Export Data to C5V ...

i 1
0= | Enter Restricted Fund Cod}-
L | 134r-1618 Goy

EDB

Excal 2007

Excel

CsV Archive

Text

77 Filter Bar #H Outline

2016-2018 Kentucky Branch Budget
Operating Budget Request: Restricted Fund Record
All requested columns rounded fo nearest $100

CORDE

Agency: Tourism, Arts and Heritage Cabinet
Appropriation: Fish and Wildlife Resources

xecutive Branch
ourism, Arts and Heritage
abinet

(2)

— I. FUND SOURCE DATA

Arcol

unt Title:

eMARS Fund Code:
Legal Authority Citation
Il. RESTRICTED FUNDS DESCRIPTIOI
This iz a test of the Restricted Funds Description text box.

lll. RECEIPT STRUCTURE

Resfricted Fish & Game Fund
134R
KR5150, KR5235, 301KAR

Restricted Uses (YesMo)  Ves

Receipts by Revenue Source Code Actual Actual Budgeted Requested Requested
(Both Revenue and Non-revenue) FY 2013 - 14 FY 2014 - 15 FY 2015 - 16 FY 2016 - 17 FY 2017 - 18
CASH Cash -1,146 332 -2,677,300 8,785,500 -2,600,000 -2,600,000
Operating Transfer from

N10C  Capital Projects Fund 1,262.201 243,783 i} o 0
Operating Transfer from

MN112  Federal Fund 311,279 o o o o
Operating Transfer from

N113  Agency Revenue Fund 2,290,258 1,035,002 600,000 1,000,000 1,000,000

R185  Hunting/Fishing License 27,378,148 28,872,082 25,000,000 25,000,000 28,000,000
Motor Boat Registration-

R247  County Clerk 3,444 567 3,459,435 2,400,000 o o
Motor Boat Manufacturer &

R372  Desler License 13,838 17,784 21,000 o o
Fish & Game-40% Gen/60%

R376  Law Enforcement 95,120 85551 100,000 100,000 100,000

R401 General Sales to Public 348,735 635,534 240,000 240,000 240,000

R402  General Rentals to Public 0 8,300 0 o o

R4D4  General Fees from Public 125 564,087 200 200 200

Do you want to open or save E Restricted Fund Record.pdf (71.0 KB) from eas073vu-ws0017

=
Open Save H

Cancel

e You should now have the understanding on how to use KBUD and EBI (KBUD
Reports) to create the necessay electronic and paper copies of the Restricted
Funds reports required for your budget submission.
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Federal Grant Fund Forms

Section 4 Federal Grant Form

Section 4.1 Budget Form Overview

The KBUD dimension table and budget form used to create your Federal Grant budget
request are the Grant Maintenance Dimension and the 1618 G, G Federal Assistance
budget request form. These two tools are all the components necessary to produce the
F Federal Funds Summary and G Fed Assist Op Bud Record reports. The narrative
and numerical data entered in the Grant dimension table along with the numerical
budget data entered on the agency’s 1618 G forms are ultimately translated into

informative budget request reports. These reports are the final output used by agencies
to submit their formal budget request to GOPM.

F Federal Funds Summary Report

2016-2018 Kentucky Branch Budget

Dimension (Grant Maintenance) :

Al requested columns rounded to nearest $100
Cifit Grant " Manapement
e OPERATING BUDGET SUMMARY RECORD F

Governmental Branch: Executive Branch Agency: Public Health

Cabinet: Health and Family Services Appropriation: Public Health
Actual Actual Budgeted Requested Requested

T FY 201314 FY 201415 FY 2015-16 FY 201617 FY 201718
w . hod: Summary .
H o B =~ G Fed Assist Op Bud Record Report
Glantea Current Ry

Basis for Extimates [Federal actiors) [J) s L FEDERAL SOURCE
un| Fedaral rogram THis: i ARRA Grant_No
Gram: estmates ane based G infarmasen Eravied by the awardng federal sgency. B =
nited States Code CheTile W, Sect. 510 Soclal Securlty Act BMARS Grant Account

Catzlg of Fegeral
Astlstance Mumber:  93.235

A
.\ ™ _ .
Sanes = Dimension Data
Fed| [u. Basls for Estimates [Faderal Actions)

Grant sstmates are Dased 0N INfOrMaNaN provided by the awarding federal agency.

Rlismnaritae-

il T

T Nl Program Type: Farmula
o
/. Grant Deecription Including usesirestriction of grant funds
N\ To lowar t2en pregnancy In Kantucky by t2aching values and practices of abstinance from sexual activity through community
programe, mantorng programs and schookbased cumiculums. For the purpose of S2cBion £10, te term “Abstinance Education”
meanE an educatonal or motivataral pragram which (3) hag 3 fe exclusiva puposs t=aching the soclal, peycholagical, ang
ealth galrs to be rezlzed b wouzl Bciivity; (b) te3ches sbstnencs from exual actity cutzlds marriags 3& the
5
are

stan :lar: forall Ecn'ol—ag= chilaren; (2] tassnes that at«s‘lner)—" fram g2l Aty

5 the o

cartzin way ta avold aut-

{d) t23ches thatl a mutually fafhful
s relatian =I|Ip In contaxt of marmiage ks the expected sta ndarg _fruman s=xual aciiviy; {2) teaches hat saxual

activity outslde of the cantext of marmiags i Ikaly 13 have harmiul peycnological and physical 2M=cts; {T) 12aches that baaring
chlldren aut of wadick ks IKaly to have harmiul cansequances far the child, te ehlld's parents and & (g} teachas yound
paapis now o r2act 1o r2ject saxual Savances and how alconol and arug US: Increases vuINerabilty to sexual sgvances; and (]
t=3zN2E Ma Impartance of ahaining E&if-suMficiency befors engaging In E=xusl actvity. This orant anded June 30, 2009.

. Match Reguirements

A. Daoss thiz program require stats matehing funds? (Yea/Mo) Na
B. compoettion of Matching Funde: C. Source of State Matching Shara:
Fadarzl Fartion Ganzra %
Statz Partion Restrizted %
Local Aorian Road %
D. Type of Match Provided [¥eaiNo):
Direct Dollars Mo Inkind Dokars Mo
Grant Award .;ilual _ Aghal _Estimatz Ectimate Eslimatz
- I Malintenancs of Efort [Required by Fad H IS t oric al B u d g et
Edit Budget Request | Budget Lines | Document Management A Ia Stabe Malntenance of Flacal Effor
B. Amount Required by Stats Flacal ¥i Data Total S
Stste B 15 — Siap
State FY 1518 g -~ = ~
- Budget Request Summary m Wil Faderal Funds Budgst Summary Actual Actual (& queat
FY 2013-14 FY 2014-15 FY 201516 FY 2016-17 FY 201718
Layout Code: 1618_G Type: ﬂ Request Code: 1866 Request N; 4. RBBOUrCES
Grant: |728516G013 112,200 150,400 436,100 296,500
2,200,000 2,200,000 2,700,000 2,700,000
. 2,312,300 2,380,400 3,188,100 2,596,800 2,562,700
Refresh  Zero out Display Sub Total: Select Model: ﬂN U I I l er I Cal -
- - Sasalin2 Sudget ExpendHuras 2,151,200 1,874,300 2,889,300 2,706,300 2,535,300
B i Aodlitional Edgt Reg Expend o o o 27,500 76,400
New Line  Copy Line Delete Line Export Import A - mﬁtsgﬂgas C:

Total Expendltures:

2,151,500 1,874,300 ‘Q&aa.no Z.Tfﬂ 211,700

LI

FY 13-14 FY 14-15 FY 15-16 FY 16-17

1 GBALFOR 112,300 160,400 486,100 296,300 262,700
O 2 GCURREC R 2,200,000 2,200,000 2,700,000 2,700,000 2,700,000
O 3 GBLEXP E 2,151,900 1,874,300 2,889,300 2,706,300 2,535,300
4 GABREXP E| 0 0 0 27,800 76,400
Totals -160,400 -486,100 -296,800 -262,700 -351,000
Page 1 of 1 Show 20 |¥|rows per page
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The 2016-2018 Budget Instructions requires agencies to complete a separate Federal
Assistance Program Record (G) for each individual federal assistance program source
totaling at least $100,000, and for every federal assistance program which requires
state matching funds. For Federal Assistance programs under $100,000, which do not
require any state match support, one Federal Assistance Program Record (G) must be
completed that combines them and labeled “Miscellaneous”.

For each Appropriation unit, there are pre-defined Federal Grant codes that will be
used for each Federal Assistance Program Record: Record G. If the Grant code
existed in KBUD for the 2014-2016 biennia, the data that was on the Dimension table
in KBUD for the Grant code will be copied into the 1618 Grant Dimension table for the
agency. However, this information can be edited as necessary.

If additional Grant codes are needed, agencies will need to contact the KBUD
Administrators (KBUDAdministrator@Kky.gov) to request additional codes.

In KBUD, the 1618 G form will be used to produce your agency’s Federal Grant
budget request.

G Federal Assistance Form

|E] 1618 G 5 Federal Assistance Form

The 1618 G form has a single tab to record fund and expenditure data for the Federal
Grant budget request data:

e Budget Lines
o Information in this tab will include the Federal Grant source of funds and
summary of expenditures data as required by the Budget Instructions
e Document Management (NOT USED)

1618 G Form with Multiple Tabs

| Edit Budget Request l Budget Lines I Document Management |

Notify

Expand All | Collapse All

- Budget Request Details m

Request Code: 1866 * Mame: Abstinence Education
Form: 1618_G

* Stage: .ﬂ

- Reason For Change

Reason Description:

|— - Budget Request Information

- Dimensions m

Grant: 728516G013
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Section 4.2 Creating a Federal Grant Budget Request

This section includes an overview of the Federal Grant Budget Request creation
process along with the detailed instructions to create a Federal Grant budget request
required by the 2016-2018 Budget Instructions.

Section 4.2.1 Process Overview

The following is a summarized description of the steps involved in the process to
create a Federal Grant budget request in order to help users understand the flow of the
detailed instructions:

1) Login to KBUD and navigate to the Grant Maintenance Dimension table to
update information on each specific Federal Grant
2) Navigate to the Budget Layout Selection Page to choose the 1618 G Budget
Request form
3) Create an instance of the 1618 G Budget Request form for a Federal Grant
4) Manually enter the appropriate budget lines (data) into the budget line tab
0 1618 G Budget Request Form Tabs
= Edit Budget Request
= Budget Lines
= Document Management (NOT USED)
5) Login to KBUD Reports (EBI) and navigate to the 16-18 Biennium folder to run
and/or print the necessary Federal Grant budget request reports
o0 Create the Federal Grant budget request reports necessary for official
budget submission to GOPM
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Section 4.2.2 Login to KBUD and Navigate to the Grant Dimension Table and
Update the Dimension

e Open your browser and enter the URL for the KBUD application into the
browser’s address bar: https://kbud.ky.gov/.

e Enter your KBUD user ID and password.
e From the Home page, follow these steps:

1. Click the Dimensions link
2. Click on the Grant Maintenance Link. The Grant Maintenance page will

appear.
Home Page
Reference Data Security Utilities Budget Task:
Advantage Performance Budgeting - Training > Budget Ta
Budget Tasks
Categories
1 [ Dimensions - This contai+ links to the Dimensions the users can edit.
Pages
Formulate Budget Reguest
Execute Query Dimensions
ecurity Utilities Budget Tasks
Advantage Performance Budgeting - Training = Budget Tasks = Dimensions
Go to top of page Dimensions
Pages
Restricted Fund Maintenance
Off Budget Fund Maintenance
ABR Maintenance
2 Grant Maintenance ]
[ Grant
Project Maintenance Maintenance
Go to top of page
NO ITEHS TO DISPLAY
Expand Collagse AN
- Irdeernation [H]
* Code:
Hame:
G to top of pags
KBUD — Section 4 08/10/15
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From the Dimension Grant Maintenance page, you can search and view all the Federal
Grants by leaving the Code and Name textboxes empty and clicking the Search button.
This will bring back all the Grants available based on your security. You can also
narrow your search for a specific Grant by following these steps:

1. Enter the Grant’s partial name and along with an asterisk * in the Name

textbox

2. Click the Search button to search for the fund (If no records are returned,
you need to redefine your search

3. Check the checkbox next to the record you want to edit

4. Click the Edit button and the Edit Grant Dimension will appear

Grant Maintenance

Reference Data Security Utilities Budget

Adwantage Performance Budgeting - Training > Budget T: Dimensions > Grant Maintenance ¢

Grant Maintenance 1

Code: [Narne: Abstin* ] | Search ]
4 Save View Display 100[v] Items  Sort...

Code

3 E 728516G013

Expand All | Collapse all

|,_ Information m

Edit Grant (Partial Screen)

‘Wekome, MGI00LL  Messagesl0) [ Home

wions > Grant Maintenance > Edit Grant

Edit Grant | Document Hanagemert |

* Code: |728516G013 Exppnd 41 | Colaces A

H H = Federal Source
MName: Abstinence Education U 5
Code: TIES16G013 ARRA Gram?:

~

Go to top of page

\ /

5. Update any of the Grant information not greyed out
6. Click the Save button and you should receive the Action was successful

message.

@ Action was successful.

e Repeat the previous process to update each agency’s Federal Grant.
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e Here is some additional guidance to assist in filling out Dimension Grant
Maintenance page (NOTE: Not all items on the dimension table are addressed
below. Please ensure you provide the information necessary for all items on the
dimension table that are applicable to the Grant):

Federal Source

US Code Cite

Enter the United States Code (USC) statutory
reference. Example: 24 USC 1070.

CFDA NUMBER

Enter the Catalog of Federal Domestic Assistance
Number. Example: 84.002A

ARRA Grant?

Select the check box if the Grant award is from
the American Recovery and Reinvestment Act of
2009

eMARS Grant Code

Enter the Grant code from eMARS. Example:
1163R/1163RF1Z/1163R Major
Program/Program/Program Period).

Annual Grant Period

Enter the annual Grant Period for the grant.
Example: July-June or October-September.

Basis for Estimates (Federal Actions)

Text Box 1

Describe the basis for the estimated federal funds
and note whether the federal assistance program
is forward funded.

Grant Description Including Uses/Restrictions of Grant Funds

Text Box 2

Provide a detailed description of the grant
program. Within the description, breakdown the
uses and/or any restriction of funds. Include
specific information related to non-direct dollar
match. Explain if the match rate for 2016-2018 is
different from 2014-2016. Describe any inter-
governmental transfers of funds for matching
purposes.

KBUD — Section 4
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Match Requirements

Require State Match

Does this program require state matching funds?
Select the check box for “Yes”, leave it unchecked for
“NO”.

Federal Portion

Enter the Federal Share (%) for matching grants.
Example: enter 80 for 80%

State Portion

Enter the State Share (%) for matching grants.

Local Portion

NOT Required for 2016-2018 Budget Request

Direct Dollars

Select the check box if the type of state match is a
cash match.

In-Kind Select the check box if the type of state match is

comprised of services, equipment, or materials.
General Enter the % of State Share from General Funds.
Restricted Enter the % of State Share from Restricted Funds.
Road Enter the % of State Share from Road Funds.

Grant Award

FY 2013-2014

Provide the actual award for the first year of the grant
period (i.e. $1,000,000 award for a period of 7/1/2014
— 6/30/2018 enter $1,000,000 in FY 2014-2015)

FY 2014-2015

Provide the actual award for the first year of the grant
period

FY 2015-2016

Provide the actual or estimated award for the first year
of the grant period

FY 2016-2017

Provide the estimated award for the first year of the
grant period

FY 2017-2018

Provide the estimated award for the first year of the
grant period

Maintenance of Effort (Required by Federal Law)

Required?

Maintenance of Effort Required? Select the check box
for “Yes”, leave it unchecked for “No”.

Amount Required Current Year

If Maintenance of Effort is required, enter the amount
required for state fiscal year 2015-16.

Amount Required Budgeted Year 1

If Maintenance of Effort is required, enter the amount
required for state fiscal year 2016-17.

Amount Required Budgeted Year 2

If Maintenance of Effort is required, enter the amount
required for state fiscal year 2017-18.
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Section 4.2.3 Navigate to the Budget Layout Page to choose the 1618 G
Budget Request Form

e From the Home page, you can navigate to the KBUD forms in two ways:

1. Click the Formulate Budget Request link under the Pages heading, or
2. Click on the Budget Tasks on the menu bar and select Formulate Budget
Request. The Budget Layout Selection page will appear.

Home Page
RN 5 5 L S e
L © hipy/koudzionp statekyws/traind Contoller ——__ H-cERg

@Budge‘cTasks
File Edit View Favorites Tools Help

9% Ky Office of State Budget Dir.. 2] (2 unread) - philrosell - Ya.. & Welcome to AMS Advant... Google 2 KBUD310 (2015) - Prod

Welcome, RVI0040 Messages(0) [ Home k= | Help | Preferences | Reports | Edit Password | Logout

Reference Data Security Utilities Budget Tasks

Adwvantage Performance Budgeting - Training = illal

F late Budget Request
Budget Tasks ll ormulate Budget Requ ‘J >

Exacite Quenys

Categories Refresh Cache Page

Dimensions - This contains links to the Dimensions the users can edit.

1 =
\

[ Formulste Budget Request J

Execute Query

Refresh Cache Page

Go to top of page

javascriptitriggerTransition(’//BudgetLayoutsSelection/Header) #100% -
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¢ From the Budget Layout Selection page, you will see all the KBUD forms that
available for your use. In this case, you want to choose the 1618_G form by

clicking on the corresponding blue link. The Select Budget Request page will
appear.

Budget Layout Selection Page

Reference Data Security Utilities Budget Tasks

Advantage Performance Budgeting - Training > Budget Tasks > Budget Layout Selection >

Budget Layout Selection
Code: | Name:
Layout Type:

Display 20 Items  Sort...

Item Page: 1 2

Search

1618 A2-A3-A4-AS A2/A3/A4/AS Baseline Budget Request

1618 B2-B3-B4-B5 B2/B3/B4/B5 Additional Budget Request

1618 CAPITAL EXPEND Capital Reguest Expenditures

1618 CAPITAL FUND Capital Reguest by Fund Source

1618 CAP IMPONCPBUD

Capital Reguest - Impact on Operating Budget

1618 E FUND-RECEIFTS E Restricted Funds & Receipts Form

1618 G ] G Federal Assistance Form
J

e Please keep in mind, the Select Budget Request page will display all the
instances of this specific form (1618 G) you have created. However, when the
page initially loads up, there will be NO ITEMS TO DISPLAY, even if you have
previously created an instance of the form. This is normal until you either create
a new form or do a search for a previously created form.

Select Budget Request Page (1618 G Form

Welcome, MGI0011  Messages(0) [Home &) | Help | Preferences | Reports | f
Reference Data Security Utilities Budget

Advantage Performance Budgeting - Training > Budget T:

ormulate Budget Request > Select Budget Reguest

Select Budget Request

Layout Code: |1618_G Request Code: Stage: Archive View: False[~] search
Layout Type: Generic Name:

Grant: &
New Delete  Save Display 100[v] 1tems  Sert...

[ [reavest code Name

- NO ITEMS TO DISPLAY -

e —
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From the Select Budget Request page, you can do all of the following functions:
1. Use the Search feature to search for previous created forms
= Search all by leaving all textboxes blank and clicking the Search
button and all instances of the form will appear
= Search by Request Code, Name, or Grant by typing in the
information in the textboxes and clicking the Search button (* is the
wildcard) and the instances that match your parameters will
appear (NOTE: Once a form moves past Stage 2 in the KBUD
process, agencies will no longer see this form in their search
results)
2. Use the New feature to create a new instance of this specific form
= Click the New button and the Create Budget Request page will
appear to allow you to create a new instance of the form
3. Use the Edit feature to edit an existing instance of this specific form
= Click the checkbox of the form instance you wish to edit, click the
Edit button and the form will appear in the edit mode
4. Use the View feature to only view (no editing) an existing instance of this
specific form
= Click the checkbox of the form instance you wish to view, click the
View button and the form will appear in the view mode
5. Use the Delete/Save feature to delete an existing instance of this specific
form
= Click the checkbox(es) of the form(s) instances you wish to delete,
click the Delete button to mark the form(s) for deletion, click the
Save button to finalize the deletion of the form(s), and they will be
permanently deleted (NOTE: You cannot delete a form if there
are active budget lines within the form. You will receive an error
message. You have to first edit the form and delete all budget lines
within all tabs and then perform the deletion procedure)

Select Budget Request Page (1618 G Forms

Welcome, MGI0011  Messages(0) [Home ' | Help | Preferenc es | Reports |

Reference Data Security Utilities Budget Tasks

Advantage Performance Budgeting - Training = Budget Tasks > Formulate Budget Request > Select Budget Request

Select Budget Request 1
Layout Code: 1618_G Request Code: Stage: [ ~v] Archive view: False[¥] scarch
Layout Type: > Mame:
2 3 4 Grant: 555+ &
[mawl Edit ][giaw][ Delete  Save ] Display 20 [v] Items  Sert..
(W [eestcose oge —Jorant |
F = 1809 LSTA State Grant earc esu tS 3 555Q16G001
FE 1810 Broadband Technology Oppurtunities Program (I 3 555Q16G004
nstances of the Form)
Go to top of page
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KBUD:

Section 4.2.4 Creating the G Federal Assistance Budget Request Form

In this section, we will continue from the previous section to create a Grant budget
request for the Department for Public Health, Department 728. In this scenario, we will
create a 1618_G form for Federal Grant, Abstinence Education.

e From the Select Budget Request page, click the New button. The Create Budget
Request page will appear and allow you to create a new instance of the 1618 G

form.

Select Budget Request Page (1618 G Form

Welcome, MGI0011  Messages(0) [Home &) | Help | Preferences | Reports | f

Reference Data Security Utilities Budgef
Formulate Budget Request > Select Budget Request

Advantage Performance Budgeting - Training > Budget

Select Budget Request

Layout Code: 1618_G Request Code: Stage: Archive View: |False[v| search

Layout Type: |Generic Mame:

Grant: 7

Delete  Save Display 100[~] Items  Sort..

(B oo ] T

- NO ITEMS TO DISPLAY -
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e From the Create Budget Request page, you will need to complete these four

primary steps:

1. Fill in the Name textbox (Suggestion: make it meaningful, so you will
know by its name what program is contained in the form. Also you cannot
reuse the exact name of a previous created form. You will receive an
error message if you do reuse the name. It is the form name that makes it

an unique instance of the form)

Fill in the Grant textbox. There are two ways to fill in the textbox: 1) Type

in the correct Grant code, or 2) click on the blue Grant link to pull up a

Grant Search box, and complete the following three steps to select it from

= 2-1) Type in the first few digits of the Grant code and * in the Code

= 2-3) Click the Select button for the Abstinence Education Grant

2.
a pick list:
textbox
= 2-2) Click the Search button
3.

be created

Create Bud%et Re%uest Pa%e

Create Budget Request

Expand All | Collapse All

1

[’ Name: Abstinence Education ]

- Budget Request Details m

Request Code:

Form: 1618 G

Click the Save button, and the new form with all its appropriate tabs will

1[v] <

* Stage:

’— - Budget Request Information

Grant: 728516G0013

Go to top of page

Stage should always be set to 1 by the agencies.
GOPM will move the forms to Stage 2 when needed.

Grant Search Page

Display 20 [~] 1tems

Item Page: 1 2 3 4

[ code =~
47 728516G001

Select
Select
Select
Select
Select
Select

Select

<

+ 728516G002
+ 728516G003
&7 728516G004.
# 728516G005
+ 728516G006

+ 728516G007

slect _}_735155009
¥ 728316G013
Select ) 728516G014

Select ¢ 728516G015

Sort...

Immuniza tion Program

Maternal and Child Health Block Grant

Family Planning (Title X}
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Section 4.2.5 Entering Budget Data in the 1618 G Form

e Once the new form is created, you will be able to access all the necessary tabs within the
form. You can follow these steps to manually add line-by-line information to each tab.

1. Click on the Budget Lines tab (NOTE: You can now add your Sources of Funds and
Expenditure budget objects and budget data)

2. Click the New Line button to add a new blank line (NOTE: Continue to add new
blank lines for each line of budget data you need to enter for this Grant. Enter a
separate budget line for each budget object required by the 2016-2018 Budget
Instructions)

3. Enter the appropriate budget data on the line. To use the search feature for the
Budget Obiject cells, follow these steps:
= 3-1) Right mouse click in the cell and click the blue Search link
= 3-2) From the Budget Object Search page, either use the search fields to
refine your search results or leave all the fields blank to see all the available
codes
= 3-3) Click the Search button to execute the search or Cancel to cancel the search
= 3-4) Click the Select button of the desired code, and it will populate the cell

4. Once you have finished entering all your budget lines for this tab, click the Save

button

New 1618 G Form for Grant Abstinence Education

Save Back

1

==

Edit Budget Requ I Budget Lines | [I)ocument Management |

Budget Lines Tab
Notify

Expand &ll | Collapse All

/]
Edit'Budgst Request | Budget Lines | Document Management
Form: 1618_G

* Stage: Eﬂ - Budget Request Summary m

Layout Code: 1618 G Type: ﬂ Request Code: 1866 Reguest Name: Abstinence Education

- - Budget Request Details m

Request Code: 1866

r'-= Reason For Change Grant: 728516G013

Refresh 2 Zero gut  Display Sub Total: Select Model: [+

Copy Line | Delete Line Export Import Audit Trail View Graph

Reason Description:

. Line Budget Object .
- Budget Request Information EI- I Budget Object Search
|— O 1 GBALFOR R 3-
Code: | = £l
o Yo Type:
. . [m} 2 GCURREC R gu’dgu; ’ hart fremization
- Dimensions [i] ————— 4 [ GEIFXE E oy e Type:
3 [ 4| GABREXP E| ] = Financial Rollups Information
Grant: |728516G013 Totals 3 Fimrltas | tass: 3 ¥ Categore: # Tupe: ¥ groug: &
code” e [==] oo
Name geacch | Cancel
Go to top of page Expand All Display 20 [¥] ftems | Sget...
Go to top of page \ [ | Joede wame  Bherteame lObject Type [Element Type lPars
Seloct + GRALFOR Balance Forward (G Form) Balarce Forward (G Farm) Revenus 3 coA
Seloct + GCURREC Current Receipts (G Current Receet (G Farm) Revenue CoA
Seloct ' GNONREV Non-Revere Recegts (G form) Nea-Revenue Receipts (G farm] Revenus 3 coA
Select ¥ GBLEWP Basebre Budget Expenditures Baseline Budget Expenditures Expense Coa
Select  GDCEXP Defined Caloulstions Expenditures Defined Calc. Expenditures. Expense Coa
& GaBREXE  Additicnsl Budget Request Expandtures Addtional Bdgt Req Expand Experia con
Go to top of page
< >

&
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e The Budget Lines tab needs to include budget data for each budget object. You
can reference the budget object types by going to OSBD’s Website,
http://osbd.ky.gov/Pages/KBUD-Information.aspx, and viewing a list of all
applicable budget objects. The totals (ignore the negative sign) for each fiscal
year should be the same amount as the GBALFOR for the next fiscal year
(NOTE: When entering numerical budget data, enter the data to the nearest
$100).

Edit Budget Request | Budget Lines | Document Management

Layout Code: 1618 _G Type: ﬂ Request Code: 1866 Request Name: Abstinence Education

Budget Request Summary m

Grant: 728516G013

Refresh  Zeroout Display Sub Total:

Mew Line  Copy Line  Delete Line

Summary

E Budget Object I FY 13-14 FY 14-15 FY 15-16 FY 16-17 Fr 17-18 .

O
O
O

Export Import Audit Trail View Graph

Sort... View az CSW

1 GBALFOR R 112,300 160,400 486,100 296,500 262,700

2 GCURREC R 2,200,000 2,200,000 2,700,000 2,700,000 2,700,000

3 GBLEXP E 2,151,900 1,574,300 2,389,300 2,706,300 2,535,300

4 GABREXP E 0 0 0 27,500 76,400
Totals | -160,400 | -486,100 | -296,800 | -262,700 —351,000.
Page 1 of 1 Show 20 ﬂ rows per page

e Once the dimension has been updated and the 1618 G form has been
completed for each Federal Grant, the associated Federal Grant reports can be
created and printed.
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Section 4.2.6 Login to KBUD Reports (EBI) to Access Federal Grant Reports

In this section, we will login to SAP’s Enterprise Business Intelligence Version 4.1 (EBI
4.1) which houses the KBUD Reports and navigate to the 16-18 Biennium folder to

access the necessary budget request reports. Reference Section 9, KBUD Reports, for
more in depth explanation of reports.

e Reports are the final output of the budget request process. It is important to
understand that the data entered directly into the KBUD forms and dimension
tables are used to populate KBUD reports. For example, compare the dimension
table we updated and the 1618 G form we created in the previous sections for
Abstinence Education to the G Fed Assist Op Bud Record Report. You can
directly trace the dimension data to the Federal Source data heading on the
report. You can also trace the form’s budget data amounts to the budget totals

on the report.

Dimension (Grant Maintenance)

F Federal Funds Summary Report

T | D Mgt

-2 Renheciy Bran
opwmmeplmqm- s Fere T s-muq-nna:
® gt

1618_G Form

\"w— FHTE 1 B4 CRRITE] By BRIRNRG P Hr'-l- It.—--ﬁ %) i

CPTRATIMNG BUDGET SOMMARY R CORD 7
Abimriverarial Rensib Euitolime Masih

AgevslT Publc Haakh

TRt P ad Famdy S Apgeoprinerc Pubihc Maasti

Achal Aciual
[ ST T

Rogueied  Fequewisd

Baigwied
Fr 2asias FY Fngat FY T

T“‘:' G Fed Assist Op Bud Record Report

——— J—

L FEDERAL JOURCE
P ks TRY ALgIegeoy Fosynon D ]

/ﬁoﬂw Copp £ma TN W S50 805 SO0 Shturly AN SRS Drant kst
LrJa;:’fl:vl i e A
MARNURSS ot 200 -

s perary Dimension Data

L Bin Bt EaBeriti [Fadedsi Lebonn)
Sran gESTItN M SR OF Pihor [T Ty B BRI R
B Piegias Typs L

P GAAR DiaciEbes Whiiuliid U TRIVEDSS 61 Giasl lusdi

T e s By 1P gy Gy Hbching wikons id pracices, of ASnircs rom
rEOINTS, IFICATY DPOOMNTS 00 HCROOHBSND Cur a.Lﬂ- Fie TPk Purped £F Sacn
=k B RRAHISE 3 N e L]

Bty Fringgh commnky
Ll ‘I"Ff o 2

e 'l‘ii' Ll
b BBy P S8l SR ISl St
n:-'.\tﬂ T In:rﬂn':--\-\uﬂ- rw'\.
=4 B l)vw; ¥, A T R
30 4TS (7 WA T By
"

e

Dk BN B BTy . A, I.?:rl'mi:l B 10

2t
& T R B G VR TTHM T T bR ]
EXH ﬂ?tfwr'i:rr—i TG BTNy CHR R T MR MR TR TR T M T
W M R
A Db TN Erogrie tednae iEb RANCRRG Favla T (TR e

B Companbon of Mthing Fands & Source of Srl Malching Baan

B4 Budgst Reguast | Budget Lines | Document Maragement |

= Budpet Reguest Semmary (]
Layeut Coda:  1EI8_G Type: =

Grant: FHESLEG0L3

pefl [oood Sudd

Hewlne  Cogyling  Cejetnung D50

Sequest Code: 1848 Ragquast

Befrash  Zers 0wt Desplay Sub Toseli | Select Mogel| vNLImETICE|

-BudgetData_ .

Facwc Forion Seoe %
U Semas e L]
Local Poon masd %
O Typs of Maicn Provigud (Tt
Sre Do L werg Sary L]
s Awwarsd AL B g BV EWETan £V
WL MR B T eed Dy Fea HIStorlcaI BUdgEt
A b e f P Enp
2 imemmemry ey Data Totals
"

Sa P A

™ Fagurp Fungy Busget Bommany Achun Ragiante Ragsbuie
Y 330 FY AT Y BT
ere—

[ e S T LY ﬁ-\:- M

CurEn ESEE G 00,000 2 2,700,000

FEIE ) I‘IHM LMLTE

v

Bauaira Suogw Sxtee e 24800 2708906 4500
ASmcea BIGE me3 Eend [ T 8.0

(R 241178

?.’:u.'i

L s, | 196400 =
i GEURRLC R 2T TR0 2,700, 00
3 GBLEXP [ R, 0 704,300 2,595,300
4 GABREXF e [ a7.4800 74,400
Tataki 29 800 262,700
PRIE 1T W1 Thom D5 | [rows car age
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¢ In this scenario, we will run the two Federal Grant reports: one for the
Department for Public Health at the bill level (728S_BILL) and one for Public
Health’'s Federal Grant, Abstinence Education (728S16G013). These two
Federal Grant reports that are required for your budget submission (NOTE:
There are no supportive math check reports to aid the agency in reviewing and
reconciling amounts entered on the G Forms as compared to amounts entered
on the A Forms. To ensure the necessary level of accuracy in the submission of
the required reports, it is recommended that the agency review the entries and
compare the amounts between these sets of forms to ensure they reconcile).

Required Federal Grant Reports

1. F Federal Funds Summary (Includes all the agency’s Federal Grants
entered on the G Forms)

2. G Fed Assist Op Bud Record (Run this report for each individual Federal
Grant)

Supportive Federal Grant Report
(NONE)

e There are two ways to access the login webpage to EBI 4.1 which contains
KBUD reports:
1. Either click on the Report link located in the KBUD application to access
the webpage, or
2. Open your web browser and enter the direct link to EBI 4.1 and paste it
into the URL: http://eas073vp-ws009:8080/BOE/BI

Welcome, MGI0011  Messages(0) [Home 2! | Help | Preference: | Reports | Edit Password | Logout

Reference Data Security Utilities Budget Tasks

Advantage Performance Budgeting - Training > Budget Tasks

Budget Tasks

Categories — |
Dimensions - This contains links to the Dimensions the users can edit. e e ——— 2_ - i

+ 8l launch pad Pv|-

File Edit View Favorites Tools Help

Pages
Formulate Budoet Request
Execute Query
Budget Request Filter View

it ~ B =17 mh = Pagew Salety~ Took~ @@~ Sl [N

Advance Budget Request Stage
Refresh Cache Page

SAP BusinessObjects
Bl launch pad

Go to top of page

Enter your user information, and dick "Log On®,

¢
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3. Enter your eMARS User ID in the User Name textbox and your password

4. Click on the Log On button

SAP BusinessObjects
Bl launch pad

Enter your user information, and dick "Log On".
If you are unsure of your account information, contact your systam
administrator.

System: |EASO73VP-AP024:6400

User Narfie: |MGI0011 3
Passicfd: [essassnsrenes o

e The Home tab is the entry point into the EBI application. Once in the application,
navigate to the KBUD 1618 Agency Budget Preparation folders which contain all

the reports necessary for your budget submission.
1. Click the Documents tab

2. Click on the Folders bar at the bottom of the page to access the Public

Folders
3. Expand all the Public Folders

4. Open the 16-18 Biennium folder under the Agency Budget Preparation
folder. The available reports will appear on the right side of the web page

S

Welcome: MGJ0O11 | Applications»  Preferences  Help menu~v

Log off

[ = MyRec

Y sand

) a142 7| Home | Documents

Welcome: MGJOD11 | Apglicati

Bl cicz A

View New rgani = More Actions Details
Blaorl B
PN ?ocuments | Title ~ Type
3 a | 7 T
P asepl: I cwebinteligence
& 1nbox B
m”g My Alerts Home | Documents
(12 g ubscribed Alerts 2 = 5
H View * New Organize Send More Actions ~ Details
B Personal Categories — -
| = My Recq My Documents elenme:
ki lcaD 4 Welcome: MGI00L1 | acpheats
P - rancal fiozord Web trehigence
E Public Foigers ¥ | ALY Francial Record Math Chack Wal: [rteligeree
MRS Frarcisl ¥ |A182 A3 x5 Recerds ek TeeeBigence
¥BUD ¥ A Ep A Detad Web Iréefagerce
F— ¥ |43 Bpendere Detal Web mmeligence
W | A5 Personnel Summary Wb Irtellgence
Ageriy Sudget Preparaton
¥ | BIEZ Fnancil Record Web [reriigence
1032 Binrwirn
* |83 Bpenditure Detad Web treeligence
LELY R ¥ | CET Francsl Record [T -
4 el S ¥ | C1C2 Financl Record Math Check Wb Inseligence
KB Trarng Mansk * Web Inteligence
550 Budgat Prepsration 2 Wb begabiomicn
v Wb Ineeiigence
2 Rdevrioped gency feports i
- Wieh Leteligence
[:‘”‘"s CBEQ] - Cnbirnt Rark - Rian ot Cabirt beonl oy s Trteliggees
Search * a1
e ¥ ooz e Irtaligence
¥ o Weh Ineeiigeece
E \\- [ } ek treelgence
~———
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e In this scenario, we will run and print the G Fed Assist Op Bud Record Report
for the Department for Public Health at the bill level (728S516G013). You will
need to repeat this process and for each active Federal Grant.

1. Double click on the G Fed Assist Op Bud Record Report to open up the
report

2. Click on Question Mark icon | »/| to ensure the parameters/variables’ text
boxes are visible. This will allow you to enter the required
parameters/variables

3. Enter the required parameters/variables into the Grant Code text box. In
this scenario, we will enter the Grant code for Abstinence Education,
728S16G013. This code is the one assigned to this Federal Grant in the
Grant dimension table

4. Once the proper parameter/variable is entered, the Run icon wiII
be enabled. Click the Run icon to run the report

5. If you want to print a paper copy, click the Printer icon and follow the
prompts to export the report to a PDF format. Open the PDF report in
Adobe Reader and use the print feature in Adobe Reader to print a paper

copy

Documents | F Federal Funds Summary | & Fed Assist Op Bud Rec |

View v New v Organize - Send - More Actions - | Details

—
e il Home [ Documents " G Fed Assist Op Bud... ~ = & ] G F d A . O B d
i ¥ | 8182 Financial 5 e SSISt p u
&} .
L - =]
Public Folders ¥ |megendtrsl  \Web Intelligence » | [ = R4 Gﬁ B L - - R d R t
(3 emars Financial ¥ | C1C2 Financial ec 0 r e p 0 r
=2 -
¥ | C1C2 Financial |§ | 2= 4
b = L FEDERAL SOURCE
Agency Budget Exacution ¥ |C1C2 G5 C5R (7 Advanced un 3 Feoaral Program T Abstinence Egucation
¥ | €3 Expenditure] — United States Coge CiieTR2 V, Seol 510 Sozial Seourtty Act
& Agency Budget Preparation B Catalog of Federal
| Capital Listing Enter Grant Code: Asglstance Number: 93235
10-12 Biennium
¥ |copmalustingf L | | 728516G013
12-14 Biennium P |coro 5
14-15 Siennium % | cBRO1 - Cabin
16-18 Biennium ¥ | cBROZ 2
KBUD Training Manuals L o® o cBRO3
OSBD Buxdget Praparation ¥ |CcBRO4
e ¥ |cBROs
Redeveloped Agency Reports
% | CBRCPL Capital Project Listing
¥ | D_RestrictedFundSumRecard
¥l | DCB1B2 Financial Record =
V. Maich Reguirements
¥ | DCB3 Expenditure Detail A Doss this program requirs atsta matching funds? (Yo}
9/ | E Restricted Fund Record B. Composition of Matehing Funds €. Sourse of Siats Matching shars:
Fageral Poruon &0 Ganaral H %
¥ | E_Rstd Fund Mathcheck Stale Fartlon 20 Restricted R
£ Federal Funds Summa Loeal Aonin Read *
1 D. Type of Match Provioed [Yes/No):
. B | Fed st 0p Bud Record Direct Dollar o Inkind Doars e
| | P Cabinet Priority Ranking E. Grant Award Actuzl Antuzl Extimate Extimate Estimatz
FY 201314 FY 2014-15 FY 2015-16 FY 2016-17 FY 2017-18
| | P Priority Ranking 2,200,000 2.200,300 2,700,000 2,700,000 2,700,000
¥ | Request Code - Serial Number Report W1 Malntsnance of Eftort [Required by Fedsral Law)

A. e State Maintenznce of Flacal Effort Required? (Yeso) yeg
B. Amount Required by Stats Fiecal Year:
SateFy 1515 540.000 smzFy 117 540000 SEEFY 171 S40000

VIl Faderal Funds Sudgst summary Actusl actusl Buigstes  Requestss  Requsated
FY 2013-14 FY 2014-15 FY 2015-16 FY 2016-17 FY 2017-18

A. R@sources
Balance Forward (G Form) 112,300 160,400 486,100 296,500 262,700
Curram R2ceipt (G Fomm) 2,200,000 2,200,000 2,700,000 2,700,000 2,700,000

Total Reso: 2,312,300 2,380,400 3,186,100 2,596,800 2,562,700

B. Expenditur

=1 Expenaliures 2,151,200 1,574,300 2,889,300 2,706,300 235,300
Expend [ ] [ 27.500 76.400
Total Expendlfures: 2,151,500 1,874,300 2,885,300 2,754,100 211,700
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Once you have successfully ran and printed all the individual G Fed Assist Op Bud
Record Reports, complete the following steps to run the F Federal Funds Summary
report for the Department for Public Health (728S_BILL_1618). This report will display
all the individual Federal Grants entered on the G Forms along with a consolidated
total of Resources and Expenditures for the bill level:

1.

2.

3.

Open the F Federal Funds Summary report and use the bill level Grant
Code as the parameter/variable for this report. In this example, the bill
level Grant Code for the Department for Public Health is
728S_BILL_1618
= The top part of the report displays the Summary of Resources
and Summary of Expenditures combined for all the Federal
Grants associated with this bill. The bottom part of the report
displays the total expenditures for each Federal Grant.
To save the report as a PDF document, click the Export Icon [ -]and
choose Export Document as PDF
Click the Save button’s down arrow and choose the Save As command
and save the report to a location where you will remember to find them.
Open the documents with Adobe Reader and use the print feature to print
paper copies of the reports.

F Federal Funds Summary Report

Home [ Documents ” F Federal Funds Sum...

FEl

WebInteligence - ([ = [E - | S # 4‘@ - - | & - | | [&Track - F Drill - W Filter Bar Freeze - e Outline
= [ Export Document AJ v [ o )
- [}J Advanced | 22 Run Export Current Report A5 » Excel 2007
=]
05 | Enter Grant Code: 1 Export Data to C5V ... Excel
~ 2016-2016 Kentucky Branch Budget
=k | 7285 BILL 1618 CV Archive Operating Budget Request: Federal Funds Summary Record
= Text All requested columns rounded to nearest $100
(?) OPERATING BUDGET SUMMARY RECORD F
— Governmental Branch: Executive Branch Agency: Public Health
Cabinet: Health and Family Services Appropriation: Public Health
Actual Actual Ri R
FY 201314 FY 201416 FY 2015-16 FY 201617 FY 201718
Summary of Resources
Balance Forward (G Form) 724,600 362,700 583,300 895,700 426,400
Curmrent Receipt (G Form} 2,400,000 2,400,000 4,200,000 4,200,000 4,200,000
Total Resources 4,124,600 3,762,700 4,788,300 5,198,700 4,626,400
Summary of Expenditures
Baseline Budget Expenditures 3,761,900 3,174,400 3,789,600 4,686,700 4,070,600
Additional Bdgt Req Expend o a o 85,600 152,800
Total Expenditures. 3,761,900 3,174,400 3,789,600 4,772,300 4,223,400
Federal Program Title Actual Actual Budgeted Requested Requested
Expenditures FY 201314 FY 201416 FY 2015-16 FY 201617 FY 201718
Abstinence Education 2,151,900 1,874,300 2,589,300 2,734,100 2,611,700
State Indoor Radon 1,610,000 1,300,100 900,300 2,038,200 1,611,700
Total Expenditures. 3,761,900 3,474,400 3,789,600 4,772,300 4,223,400
Do you want to open or save F Federal Funds Summary.pdf (57.0 KB) from eas073vu-ws0017 COpen Save E] Cancel

e You should now have the understanding on how to use KBUD and EBI (KBUD
Reports) to create the necessay electronic and paper copies of the Federal
Grant reports required for your budget submission.
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Section 5 Additional Budget Requests

Section 5.1 Budget Form Overview

The KBUD dimension table and budget form used to create your Additional Budget
Requests (ABRs) are the ABR Maintenance Dimension and the 1618 B2-B3-B4-B5,
B2/B3/B4/B5 Additional Budget Request form. These two tools are all the components
necessary to produce the B1B2 Financial Record Report and B3 Expenditure Detail
Report. The narrative data entered in the ABR dimension table along with the
numerical budget data entered on the agency’s 1618 B2-B3-B4-B5 forms are
ultimately translated into informative budget request reports. These reports are the final
output used by agencies to submit their formal budget request to GOPM.

Dimension (ABR Maintenance

Reference Data Security Utilities Budget Tasks 83 EXpendltU re Detall RepOI't
Advantage Performance Budgeting - Training = Budget Tasl Dimensions >
2016-2018 Kentucky Branch Budget PRIORITY
B Additional Budget Request: Financial Record Cabinet#: 49
Edit ABR | Document Management A e s oo TR R

OPERAT

B1B2 Financial Record Report

Save

Governr

Expand &ll | Collapse All

2016-201F Kentucky Branch Budget PRIORITY \
- = ABR Information m Additional Buflget Request: Financial Record Cabinet #: 49
All requested dolumns rounded to nearest $100 Agencv # 10
Cod 670K16X007 OPERATING BUDGET RECORD B-1/B-2 D . . D

ode: r ' l

Governmental Branch: Executive Branc! Progr: I en S I O n ata

rﬁne: E70A3_PG }\ Cabinet: Touri and Heritage Sub Program:
Posting Unit:
H 2 PG )
Kentucky ABR Information m / | L— REQUEST TYPE: Growth FY 2015-1¢ FY 201611 FY 201718
R R R

equest Type: Growth e SOURCE OF FUNDS B u d q et TOta| S
BR Agency Rank: 10 General Fund

Regular Appropriation ( 0 4345000 5,578,500

R Cabinet Rank: 49 ) Total General Fund o 4,345,000 9.578,500

TOTAL SOURCE OF FUNDS 0 4,345,000 9,578,500

EXPENDITURES BY CLASS

Debt Service [1] 4,345,000 8,576,500

TOTAL EXPENDITURES BY CLASS 0 4,345,000 9,578,500

EXPENDITURES BY FUND SOURCE

General Fund [1] 4,345,000 8,576,500

TOTAL EXPENDITURES BY FUND

@
=)

0 4,345,000 9,578,500
- PERSONNEL POSITIONS
Number of Positions
GRAND TOTAL - Number of Positions 0 0

1618 BZ—B3—B4—B5 Form BUDGET POSITIONS COST BY FUND SOURCE /

ea

TOTAL FUNDS

r "
| Edit Budget Request | B2/B3 Sources & Exp by Fund | 53 Expenditure Detail | B5

T <)

- Budget Request Summary m

Layout Code: 1618_B2-B3-B4-BS Type: ﬂ Request Code: 1770 Req
ABR: | 670K16X007 Program: 670A_PG

Refresh  Zerc Out |Display Sub Total:

Export Import Audit Trail View Graph

New Line  Copy Line  Delete Line Sort...

e [ Furd | sudset e []

O 1 0100 REGAFP R
O 2 0100 EXPBYFUND E
Totals

FY 15-16 FY 16-17 FY 17-18

0 4,345,000 9,578,500
0 4,345,000

9,578,500
0

0 1]
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The 2016-2018 Budget Instructions requires agencies to complete Additional Budget
Request Records when requesting budget authority from any budgetary fund source in
excess of the calculations guidelines provided in the Baseline Budget Request and the
Defined Calculations Budget Request. Requests for additional funding beyond the
Baseline Budget Request and the Defined Calculations Budget Request for each
agency must be submitted on Additional Budget Request Records. Requests for
current year appropriations for FY 2015-16 must be submitted as an Additional Budget
Request. For Executive branch agencies, prior approval by the State Budget Director is
required for current year appropriation requests. Additional funding requests fall into
these categories:

1. Growth - Requests for additional funding to support the current scope of
programs/activities, beyond the Baseline Budget Request and the Defined
Calculations Budget Request.

2. Expansion - Funds required to finance proposed expanded agency activities,
services, or programs.

3. New - Funds required to finance new operations, programs, and activities; and
increases in new services delivered.

4. Fund Source Replacement - Funds required to replace the loss of or reduction
in Federal and Restricted Funds.

The Additional Budget Request (B Series) forms display and function much like the
Baseline Budget Request (A Series) forms. The major difference will be the
Dimensions selected to create the form.

For each Additional Budget Request, there are ten pre-defined Additional Budget
Request codes in the Dimension Tables that will be used for each B2/B3/B4/B5
Additional Budget Request form.

If additional ABR codes are needed, agencies will need to contact the KBUD
Administrators (KBUDAdministrator@Kky.gov) to request additional codes.

In KBUD, the 1618 B2-B3-B4-B5 form will be used to produce your agency’s
Additional Budget Request.

B2/B3/B4/B5 Additional Budget Request
| [code |

E—l 1618 B2-B3-B4-BE5 B2/B3/B4/B5 Additional Budget Request
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The 1618 B2-B3-B4-B5 Additional Budget Request form has been consolidated and
contains multiple tabs to perform different functions. This has changed from the
previous biennium where each of these tabs would have been a separate standalone
form. For example, the 1618 B2-B3-B4-B5 form now contains separate tabs to record
the various components of your ABR data:

B2/B3 Sources & Exp by Funds
B3 Expenditure Detall

B5 Personnel

Document Management

1618 B2-B3-B4-B5 Form with Multiple Tabs

| Edit Budget Request

B2/B3 Sources & Exp by Fund I B3 Expenditure Detail | BS Personnel | Document Management

Motify
Expand All | Collapse All

- = Budget Request Details m

Request Code: 1770 *Name: B70A3_PG
Form: 1618_B2-B3-B4-B5
* Stage: Eﬂ

r - Reason For Change

Reason Description:

|— - Budget Reguest Information

- Dimensions [i]

Program: B670A_PG ABR: B70K16X007
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Section 5.2 Creating an Additional Budget Request (ABR)

This section includes an overview of the Additional Budget Request (ABR) creation
process along with the detailed instructions to create an Additional Budget Request
required by the 2016-2018 Budget Instructions when it meets the conditions of an ABR.

Section 5.2.1 Process Overview

The following is a summarized description of the steps involved in the process to
create an Additional Budget Request in order to help users understand the flow of the
detailed instructions:

1) Login to KBUD and navigate to the ABR Maintenance Dimension table to
update the information to one of the pre-defined ABR dimensions
2) Navigate to the Budget Layout Selection Page to choose the 1618 B2-B3-B4-
B5 Budget Request form
3) Create an instance of the 1618 B2-B3-B4-B5 Budget Request form for an ABR
4) Manually enter the appropriate budget lines (data) into the budget line tab
o0 1618 B2-B3-B4-B5 Budget Request Form Tabs
= B2/B3 Sources & Exp by Funds
= B3 Expenditure Detail
= B5 Personnel
= Document Management (Used for B-4 Narrative Attachment)
o0 Login to KBUD Reports (EBI) and navigate to the 16-18 Biennium folder
to run and/or print the necessary ABR budget request reports necessary
for official budget submission to GOPM
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Section 5.2.2 Login to KBUD and Navigate to the ABR Dimension Table and
Update the Dimension

e Open your browser and enter the URL for the KBUD application into the
browser’s address bar: https://kbud.ky.gov/.

e Enter your KBUD user ID and password.
e From the Home page, follow these steps:

1. Click the Dimensions link
2. Click on the ABR Maintenance Link. The ABR Maintenance page will

appear.
Home Page
Reference Data Security Utilities Budget T
Advantage Performance Budgeting - Training > Budget Tasks
Budget Tasks
Categories
1 [ Dimensions - This contai+ links to the Dimensions the users can edit.
Pages
Formulate Budget Request Dimensions
Reference Data Security Utilities Budget Tasks
Advantage Performance Budgeting - Training > Budget Tasks = Dimensions
Dimensions
Go to top of page Pages
Restricted Fund Maintenance

Off Budget Fund Maintenance
2 | | ABR Maintenance

Grant Maintenance

ABR
Maintenance

Project Maintenance

Go to top of page

ABR Maintenance

Code: |670K16X005 Name: Search
Edit Save View Display 20 [v] Items  Sort..

(e _______________________ |

[5] 7] 570k16x005 Debt Service

Expand All | Collapse All

= Information (i)

*Code: |670K16X005

Name: Debt Service

Go to top of page
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KBUD:

From the Dimension ABR Maintenance page, you can search and view all the ABR
codes by leaving the Code and Name textboxes empty and clicking the Search button.
This will bring back all the ABRs available based on your security. You can also narrow

your search for a specific ABR by following these steps:

1. Enter the ABR’s Code in the Code textbox
2. Click the Search button to search for the ABR (If no records are returned,

you need to redefine your search)
3. Check the checkbox next to the record you want to edit
4. Click the Edit button and the Edit ABR Dimension will appear

ABR Maintenance

Reference Data Security Utilities Budget Tasks

Advantage Performance Budgeting - Training = Budget Tasks = Dimensions = ABR Maintenance iy

1| ABR Maintenance 2
Code: &70K16X005 Name]

4 Edit Inge view Display 20 [v]Items  Sort..

Edit ABR

3 ] @ |s7ok16x00s
Reference Data Security Utilities Budget T
Expand &ll | Collapse All
. Advantage Performance Budgeting - Training = Budget Dimensions = ,
-/ Information m
* Code: 670K16X005 Edit ABR I Document Management
Mame: Debt Service 6
Save
Expand All | Collapse All
Go to top of page
- ABR Information m
Code: 670K16X005 5
-~
Name: [Debt Service ® \

- Kentucky ABR Information m

Request Type: Growth ﬂ

ABR Agency Rank: 4

ABR Cabinet Rank: 12

N 4')

Go to top of page

5. Update any of the ABR information not greyed out
6. Click the Save button and you should receive the Action was successful

message.
@ Action was successful.

e Repeat the previous process to update each of the agency’s ABRs.
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e Here is some additional guidance to assist in filling out Dimension ABR
Maintenance page. The following information should be completed for each

ABR.

Name Enter the Additional Budget Request Title

Request Type Select the correct Additional Budget Request type
from the drop down menu

ABR Agency Rank Enter the agency priority ranking. This field is an
integer field and will only accept whole numbers.

ABR Cabinet Rank Enter the cabinet-wide priority ranking. This field is
an integer field and will only accept whole numbers.
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Section 5.2.3 Navigate to the Budget Layout Page to choose the
1618 B2-B3-B4-B5 Budget Request Form

e From the Home page, you can navigate to the KBUD forms in two ways:

1. Click the Formulate Budget Request link under the Pages heading, or
2. Click on the Budget Tasks on the menu bar and select Formulate Budget
Request. The Budget Layout Selection page will appear.

Home Page
RN 5 5 L S e
L © hipy/koudzionp statekyws/traind Contoller ——__ H-cERg

@Budge‘cTasks
File Edit View Favorites Tools Help

9% Ky Office of State Budget Dir.. 2] (2 unread) - philrosell - Ya.. & Welcome to AMS Advant... Google 2 KBUD310 (2015) - Prod

Welcome, RVI0040 Messages(0) [ Home k= | Help | Preferences | Reports | Edit Password | Logout

Reference Data Security Utilities Budget Tasks

Adwvantage Performance Budgeting - Training = illal

F late Budget Request
Budget Tasks ll ormulate Budget Requ ‘J >

Exacite Quenys

Categories Refresh Cache Page

Dimensions - This contains links to the Dimensions the users can edit.

1 =
\

[ Formulste Budget Request J

Execute Query

Refresh Cache Page

Go to top of page

javascriptitriggerTransition(’//BudgetLayoutsSelection/Header) #100% -

KBUD — Section 5 08/10/15 Page 82



KEUDH Additional Budget Requests

¢ From the Budget Layout Selection page, you will see all the KBUD forms that
available for your use. In this case, you want to choose the 1618 B2-B3-B4-B5
form by clicking on the corresponding blue link. The Select Budget Request
page will appear.

Budget Layout Selection Page

Reference Data Security Utilities Budget Tasks

Advantage Performance Budgeting - Training > Budget Tasks > Budget Layout Selection >

Budget Layout Selection

Code: | Name: Search
Layout Type:
Display 20 Items  Sort...

Item Page: 1 2

5] 1618 A2-A3-A4-AS A2/A3/A4/AS Baseline Budget Request

i 1618 B2-B3-B4-B5 B2/B3/B4/B5 Additional Budget Request

1E] 1618 CAPITAL EXPEND Capital Reguest Expenditures

& 1618 CAPITAL FUND Capital Reguest by Fund Source

& 1618 CAP IMPONCPBUD Capital Reguest - Impact on Operating Budget
& 1618 E FUND-RECEIFTS E Restricted Funds & Receipts Form

E 1618 G G Federal Assistance Form

e Please keep in mind, the Select Budget Request page will display all the
instances of this specific form (1618 B2-B3-B4-B5) you have created. However,
when the page initially loads up, there will be NO ITEMS TO DISPLAY, even if
you have previously created an instance of the form. This is normal until you
either create a new form or do a search for a previously created form.

Select Budget Request Page (1618 B2-B3-B4-B5 Form

Welcome, MGI0011  Messages(0) [Home &) | Help | Preferences | Reports | f

Reference Data Security Utilities Budget

Advantage Performance Budgeting - Training > Budget T: ormulate Budget Request > Select Budget Request

Select Budget Request

Layout Code: |1618_B2-B3-B4-B5 Request Code: Stage: Archive View: [False[~] scarch
Layout Type: Generic Name:

Grant: &
New Delete  Save Display 100[v] 1tems  Sert...

- NO ITEMS TO DISPLAY -
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From the Select Budget Request page, you can do all of the following functions:

1. Use

2. Use

3. Use

4. Use

the Search feature to search for previous created forms
Search all by leaving all textboxes blank and clicking the Search
button and all instances of the form will appear
Search by Request Code, Name, or ABR by typing in the
information in the textboxes and clicking the Search button (* is the
wildcard) and the instances that match your parameters will
appear (NOTE: Once a form moves past Stage 2 in the KBUD
process, agencies will no longer see this form in their search
results)

the New feature to create a new instance of this specific form
Click the New button and the Create Budget Request page will
appear to allow you to create a new instance of the form

the Edit feature to edit an existing instance of this specific form
Click the checkbox of the form instance you wish to edit, click the
Edit button and the form will appear in the edit mode

the View feature to only view (no editing) an existing instance of this

specific form

5. Use
form

Click the checkbox of the form instance you wish to view, click the
View button and the form will appear in the view mode
the Delete/Save feature to delete an existing instance of this specific

Click the checkbox(es) of the form(s) instances you wish to delete,
click the Delete button to mark the form(s) for deletion, click the
Save button to finalize the deletion of the form(s), and they will be
permanently deleted (NOTE: You cannot delete a form if there
are active budget lines within the form. You will receive an error
message. You have to first edit the form and delete all budget lines
within all tabs and then perform the deletion procedure)

Select Budget Request Page (1618 B2-B3-B4-B5 Forms

Welcome, MGJ0D11  Messages(0) [Home '@ | Help | Prefereng

Reference Data Security Utilities

Budget Tasks

Advantage Performance Budgeting - Training > Budget Tasks = Formulate Budget Request = Select Budget Request

Select Budget Request

1

Layout Code: 1618_B2-B3-B4-B5
Layout Type: >

2 3 4

Request Code:

Name:

Stage: ﬂ Archive View: FalSEﬂ Search ]

Program: 670* &

[mawl Edit ][y\ew][ Delete nge] Display 20 [v] Items  Sort...

R N S
B 17ss 670A_FG 2 6704_FG 670K16X005
B 17se 670A2_FG 2 6704_FG 670K16X006
%'I 1770 670A3_PG Searc h Res u ItsS(x_PG 670K16X007
[E O 1727 67081_PG | 2 f h lfDELPG 670K16X001
O s (Instances of the EQrm)
B0 1732 67082_FG 2 6706_FG 670K16X002
[E7 1750 §70C2_PG 2 §70C_PG 670K16X012
B0 sz 670C3_PG 2 670C_PG 670K16X004
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KBUD:

Section 5.2.4 Creating the Additional Budget Request Form

In this section, we will continue from the previous section to create a ABR for the
Parks, Department 670. In this scenario, we will create a 1618 _B2-B3-B4-B5 form for
Program 670A_PG, General Administration and Support.

e From the Select Budget Request page, click the New button. The Create Budget
Request page will appear and allow you to create a new instance of the
1618 B2-B3-B4-B5 form.

uest Page (1618 B2-B3-B4-B5 Form

Welcome, MGI0011  Messages(0) [Home &) | Help | Preferences | Reports | f

Select Budget Reqg

Reference Data Security Utilities Budgef
Formulate Budget Request > Select Budget Request

Advantage Performance Budgeting - Training > Budget

Select Budget Request

Archive View: [False[v| search

Layout Code: |1618_52-B3-B4-B5 Request Code: Stage:
Layout Type: |Generc [v] Name:
ABR: | % Program: 7
Delete  Save Display 100[~] Items  Sort..
W e ] T
- NO ITEMS TO DISPLAY -
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From the Create Budget Request page, you will need to complete these four primary

steps:

1. Fill in the Name textbox (Suggestion: make it meaningful, so you will
know by its name what program is contained in the form. Also you cannot
reuse the exact name of a previous created form. You will receive an
error message if you do reuse the name. It is the form name that makes it
an unique instance of the form)

2. Fill in the Program and ABR textboxes There are two ways to fill in the
textbox: 1) Type in the correct ABR code, or 2) click on the blue ABR link
to pull up a ABR Search box, and complete the following three steps to
select it from a pick list:

= 2-1) Type in the first few digits of the ABR code and * in the Code

textbox

= 2-2) Click the Search button
= 2-3) Click the Select button for the 670K16X007 ABR
3. Click the Save button, and the new form with all its appropriate tabs will

be created

Create Budget Request Page

Bock

Request Code:
Form:

* Stage:

- Budget Request Details m

Create Budget Request

Expand All | Collapse All

1

E' Mame: B670A3_PG

1618_B2-B3-B4-BS

1lv] <

|— - Budget Request Information

- Dimensions m

Program: 6704_PG P ABR: 670K16X007 |

2

Go to top of page

;ﬁ)

Stage should always be set to 1 by the agencies.
GOPM will move the forms to Stage 2 when needed.

ABR Search Page

22

Select & GromiGxO0Z
Select & STOKISX00S
Select & ST0KISX010
Select & G7OKI6X001
Select ¥ S70K16X003
- & eToRIEX00S
# ST0K1EN00T
Select Gty Ut
Select & GIOKIEX00%
Select ' GT0KI6X004
Select & SrOMI6NOLT
L4

{ s
visplay 20 || ems | Sgrt..

-

POBI_PG

670AZ_PG

670B1_PG
E70C_PG
670CH_PG

E7043_PG

Service oo

Short

=10

coa

coa

[T

oA

oA

coa

coa

COA
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Section 5.2.5 Entering Budget Data in the 1618 B2-B3-B4-B5 Form

e Once the new form is created, you will be able to access all the necessary tabs within the
form. You can follow these steps to manually add line-by-line information to each tab.

1. Click on the B2/B3 Sources & Exp by Fund tab (NOTE: You can now add your
Sources of Funds and Expenditure budget objects and budget data)

2. Click the New Line button to add a new blank line (NOTE: Continue to add new
blank lines for each line of budget data you need to enter for this ABR. Enter a
separate budget line for each budget object required by the 2016-2018 Budget
Instructions)

3. Enter the appropriate budget data on the line. To use the search feature for the
Budget Obiject cells, follow these steps:
= 3-1) Right mouse click in the cell and click the blue Search link
= 3-2) From the Budget Object Search page, either use the search fields to
refine your search results or leave all the fields blank to see all the available
codes
= 3-3) Click the Search button to execute the search or Cancel to cancel the search
= 3-4) Click the Select button of the desired code, and it will populate the cell

4. Once you have finished entering all your budget lines for this tab, click the Save

button

New 1618 _B2-B3-B4-B5 Form for 670K16X007

Save Back
1 B2/B3 Sources &

Edit Budget Request[i B2/B3 Sources & Exp by Fund | q‘S Expenditure Detail | BS Personnel | Document Management| Exp by Fu nd Tab

Notify

Expand All | Collapse All

=

!
Edit Budget Request | B2/B3 Sources & Exp by Fund | B3 Expenditure Detail | BS Personnel | Document Management

- - Budget Request Details m

Request Code: 1770

Form: 1618_B2-B3-B4-B5
* Stage: v
age .J - Budget Request Summary m
Layout Code: 1618_B2-B3-B4-BS Type: ﬂ Request Code: 1770 Request Name: 670A3_PG
r - Reason For Change
ABR: B70K16X007 Program: 6704 _PG

Reason Description: Refresh | Zero Qut Display Sub Total: Select Model: | [v]

Copy Line  Delete Ling

- Budget Request Information .
|— Budget Object Search 3_2
. Dimensions m 10100 Code: EXP* MName: Tuv%j::n
Parent
3 [ 2 0100 udget & Nshr:‘r:.
Frogram: 670A_PG A Ttk Llect:
otals = Financial Rollups Information
[C\as;'a o # cateqory: & Tvpe: # Group:
J

So to top of page Expand All | Collap:

Cancel

Display 20 [%] tems  Sort..

[ [ Jeode  [Name  [ShortName _ [objectType __ [Element” |

| Select I + EXPBYFUND Expenditures by Fund Expenditures by Fund Expense coa

Go to top of page

Go to top of page
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e Continue this same process with the remaining form’s tabs until you have
completed the form.

e Ensure the necessary form’s tabs include budget data for each budget object.
You can reference the budget object types by going to OSBD’s Website,
http://osbd.ky.gov/Pages/KBUD-Information.aspx, and viewing a list of all
applicable budget objects.

!
Edit Budget Request | B2/B3 Sources & Exp by Fund I B3 Expenditure Detail | BS Personnel | Document Management

- Budget Request Summary m
|' Layout Code: 1618_B2-B3-B4-B5S Type: ﬂ Request Code: 1770 Request Name: 670A3_PG

ABR: 670K16X007 Program: 670A_PG

Refresh  Zero out | Display Sub Total: [l select Model: | [v]

Mew Line  Copy Line  Delete Line Export Import Audit Trail View Graph Sort... View as CSV

E Line | Fund | Budget Object I FY 15-16 FY 16-17 FY 17-18 .
O 10100 | REGAPP R 0 4,345,000 9,578,500

2 0100 | EXPBYFUND E 0 4,345,000 9,578,500

0 0 l].

Fage 1 of 1 Show 20 |¥|rows per

Totals

e To complete the 1618 B2-B3-B4-B5 form, you will need to repeat the
procedures previously described in this section of the manual for the B3
Expenditure Detail and B5 Personnel tabs.

e The total expenditures on the B3 — Expenditure Detail tab must agree with the
total expenditures by fund (EXPBYFUND) on the B2/B3 Sources & Exp by Fund
tab and the program narrative.

e The specific expenditure budget object lines each agency will be required to use
are reflected in the 2016-2018 Budget Instructions or will be determined through
discussions with GOPM and LRC. You can also reference the budget object
types by going to OSBD’s Website, http://osbd.ky.gov/Pages/KBUD-
Information.aspx, and viewing a list of all applicable budget objects.
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e The following is a list of typical Budget Object codes you will use for
expenditures:
= EI111 - Annual Salary Increments
= E121 - Employer Social Security Rates
= E122 — Employer Retirement Contribution Rate
= E123 - Health Insurance Premiums
= E124 — Life Insurance Costs
= E131 - Worker Compensation Premiums
= E184 - Personnel Board Assessments
= E222 - Facilities & Support Services charges for state-owned space
(includes utilities)
= EB802 - COT Rated Services
= E226 — Motor Pool Rental Charges
= E162 - Facilities Security Charges
= E254 — Insurance Premium (Fire & Tornado)
= E133 - Governmental Services Center
e Click on the B3 Expenditure Detail tab and enter the necessary budget lines for
your request. Click the Save button when you have finished entering your
budget lines.

B3 Expenditure Detail tab

| Edit Budget Request | B2/B3 Sources & Exp by Fund |l B3 Expenditure Detailll 85 Personnel | Document

- Budget Reguest Summary m

Layout Code: 1618 B2-B3-B4-B5 Type: ﬂ Request Code: 1759
ABR: 5550Q16X016 Program: 5550D00_PG

elect Model: | [v]

Refresh  Zero Out  Display Sub Total:

Export Import Audit Trail View Graph

MNew Line = Copy Line Delete Line Sort... View as CSV

[ T A O A VA N 2

O 1 E111 E 0 40,700 41,100

O 2 E121 E 0 2,300 3,000

[} 3 E122 E i 4,700 4,700

O 4 E123 E i 7,700 8,300

O 5 E609 E 0 200,000 0
Totals 0 256,000 57,100.
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e The B5 Personnel tab is used to identify the additional number of Full-Time,
Part-Time and Other Positions (including Federally Funded Time Limited (FFTL)
and Interim positions).

e The B5 Personnel tab includes the additional amount of funding by fund source
for the total personnel positions in each program or sub-program.

e When Budget Objects FULLTIME, PARTTIME and OTHERPOS are selected,
the Status column must be completed. The available values for the Status
column are FILLED and VACANT. If any other Budget Objects are used, the
Status column will be 0 (NOTE: The Total row should be ignored since its value
has no meaning in this budget form).

e Click on the B5 Personnel tab and enter the necessary budget lines for your
request. Click the Save button when you have finished entering your budget
lines.

B5 Personnel tab
|

| Edit Budget Request | B2/B3 Sources & Exp by Fund | B3 Expenditure Deta\lll B5 Personnel ||Document Management
N—

- Budget Request Summary m

Layout Code: 1618 B2-B3-B4-BS Type: ﬂ Request Code: 1759 Request Name: 555Q16X016
ABR: 555Q16X016 Frogram: 555QD00_PG

Refresh  Zero out Display Sub Total: Select Model: ﬂ

New Line  Copy Line | Delete Line Export Import Audit Trail View Graph Sort... View as CSV

Summary

W cre [smomea [[ swwe | ms [ e [ mos [
m} 1 FULLTIME RWVACANT o 1 1
[m} 2 GFPOS EOD 0 56,000 57,100

Totals o 55,999 57,099.

Page 1 of 1 Show zo | ¥ |rows per page
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e The final step to complete the 1618 B2-B3-B4-B5 form is to use the Document
Management tab to program narrative created in Microsoft Word. The template
for the program narrative is named 2016-2018 Additional Budget Record B4,
and it is located on OSBD’s Website (Link to Webpage -
http://osbd.ky.gov/Pages/KBUD-Information.aspx). Included below is a
screenshot of a program narrative template below for reference.

2016-2018 Additional Budget Record B4 (Program Narrative)

016-2018 KENTUCKY BRANCH BUDGET
Additional Budget Request: Program NarrativelDocumentation Record

PRIORITY
Cabinet #:
Agancy #:
OPERATING BUDGET REPORT B4 Agency:
Appropriation Una:
Program/Service Una:
Governmental Branch: Sub Program:
CabinetFunction: Posting Una;
REQUEST TITLE;

L PROGRAMRBESULTS Requested eates Requested

_U(_}(‘.'_UH‘L:lllI)N FY 34 FY 201495 FY 201516

fal Ta g

() Cusntitas tve Daty

B PROGRAM DESCAIPTIONPURRMOSE

e To upload your program narrative file into the Document Management tab,
follow these steps:

1. Click on the Add Document button to open up the KBUD Upload tool
2. Click on the Browse button to open up the Windows File Upload screen
3. Navigate to the file’s location and click on the File Name
4. Click the Open button
5. Click the Upload button to add the file as an attachment to the tab
6. Click the Save button to finalize the attachment
Document Management
||Edit Budget RequestlElszS Sources & Exp by Fund|B3 Expenditure Detail | BS Persunnell Document Hanagement| KBUD
- Upload Tool
Add Document icplg

| |File Name

Expand All | Collapse All

—
pras

=] ~)
Expand All | Collapse Al Upload Document 2
Content: C:\Users‘phillip.rosell\Downloads\FY16158 OPH Budget Prep Files\ W| ndOWS
Cancel | Upload 5 - F||e UQload
4 Choone File 1o Uipload . (=2

-
4

» Booel, Prilip (D5601) » Downlcads » FYI6L8 DF Budges Prep Files ]
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” Edit Budget Requastl B2/B3 Sources & Exp by Fund | B3 Expenditure Detail | BS Personnel | Document Management |

6

Add Document Display Al [v] items  Sort...

Content Type

SA-NARRATIVE 16-18 FINAL.docx application/vnd.cpenxmliformats-officedocument.wordprocessingml.document

Expand All | Collapse Al 5

e Once the dimension has been updated and the 1618 B2-B3-B4-B5 form has
been completed for each ABR, the associated ABR reports can be created and

printed.

3(

4
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Section 5.2.6 Login to KBUD Reports (EBI) to Access Additional Budget Request

Reports

In this section, we will login to SAP’s Enterprise Business Intelligence Version 4.1 (EBI
4.1) which houses the KBUD Reports and navigate to the 16-18 Biennium folder to
access the necessary budget request reports. Reference Section 9, KBUD Reports, for
more in depth explanation of reports.

¢ Reports are the final output of the budget request process. It is important to
understand that the data entered directly into the KBUD forms and dimension
tables are used to populate KBUD reports. For example, compare the dimension
table we updated and the 1618 _B2-B3-B4-B5 form we created in the previous
sections for ABR 670K16X007 to the B1B2 Financial Record Report. You can
directly trace the dimension data to the data heading on the report. You can also
trace the form’s budget data amounts to the budget totals on the report.

Advantage Performance Budgeting - Training > Budget Tasks > Dimensions =

B3 Expenditure Detail Report

= Firid }nlll.unu_h. % PEnCEETY
T Coabirmt 8: 40
Edit ABR lommen: Hanagemant ) o
8 DPTRAT
e " B1B2 Flnanmal Record Report
xpand All gl A
3ol & 30| I.lm.lm ll- h PGy
= ABR Informaticn El AaiSicuy % Gotsrwan 4}
DOTRATING BUDLIT B CORD 1 A8.F -
Code:  ST0K1I6X00T
e Dimension Data
me: E7043_PG Sus Prosgraee:
Papating Linit
Kantucky ABR Information |I| 1 ...______,..--""— BECUE ST TYRE drwti I ””':: P
quest Type: Growth =] SOURCE OF FUKDS Budget Totals
BR hgency Rank: 10 i SO RETRS
R Cabinet Rank: LL] Lepiml Gavepinl Fuss)
FOTAL SOUBCE OF Fumd s
ENFEMINTURL 3 UY CLASS
Cotd Zervca
TOTAL ENFEMINTURE S B CLASS
E LMl I?lful'lHB Fusds LHIRCE
'IQ RI. IMIM[UH[S oy ruso
| PEROnmEL POETION
Mumbe o Powtea
GRAND TOTAL - Number of Poslions
BUGGET BOSTIONS COST BY PUND SOURCE
1618 _B2-B3-B4-B5 Form
TOTAL FUNDS
Edit Budget Request | B2/B3 Seurces & Exp by Fund | B3 Expenditure Detail | B3 TR

- Budget Request Summary m

Type: ]
ABR:  BT0RIGXO0T

Lavout Code: 1618 _B2-B3-B4-BS

Refresh  ZeroQut  Display Sub Total: V] Select Model:
Maw Lsne  Copy Line

IZ]

1 0100 REGAPP
 paoo EXPEYFUND E

Dejate Ling  E2007 [MOOR Audit Trad View Geagh  gon

FY 16-17 FY 17-18

o
o

TUTIT | DT

1770
G704A_PG

Request Code: Req

Pragradm:

~]

Numerlcal

4,345,000
4,345,000

9,578,500
9,573,500

Totals

o [
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e In this scenario, we will run the two ABR reports for Program 670A_PG, General
Administration and Support that are required for your budget submission
(NOTE: There are no supportive math check reports to aid the agency in
reviewing and reconciling amounts entered on the B Forms as compared to
amounts entered on the A Forms).

Required ABR Reports
1. B1B2 Financial Record Report (Run this report for each individual ABR)
2. B3 Expenditure Detail Report (Run this report for each individual ABR)

Supportive ABR Report
(NONE)

e There are two ways to access the login webpage to EBI 4.1 which contains
KBUD reports:
1. Either click on the Report link located in the KBUD application to access
the webpage, or
2. Open your web browser and enter the direct link to EBI 4.1 and paste it
into the URL: http://eas073vp-ws009:8080/BOE/BI

Welcome, MGI0011  Messages(0) [Home 2! | Help | Preference: | Reports | Edit Password | Logout

Reference Data Security Utilities Budget Tasks

Advantage Performance Budgeting - Training > Budget Tasks

Budget Tasks |

Categories —

Dimensions - This contains links to the Dimensions the users can edit. e

P Bl launch pad
File Edit View Favortes Took Help

Pages

Formulate Budaet Request 3
fit = B =17 ® - Peye= Salety= Took= @@= 3 [

Execute Query

Budget Request Filter View
Advance Budget Request Stage
Refresh Cache Page

SAP BusinessObjects
Bl launch pad

Go to top of page

nevation, and click "Log On®,

ALY
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3. Enter your eMARS User ID in the User Name textbox and your password

4. Click on the Log On button

SAP BusinessObjects
Bl launch pad

Enter your user information, and dick "Log On".
If you are unsure of your account information, contact your systam
administrator.

System: |EASO73VP-AP024:6400

User Narfie: |MGI0011 3
Passicfd: [essassnsrenes o

e The Home tab is the entry point into the EBI application. Once in the application,
navigate to the KBUD 1618 Agency Budget Preparation folders which contain all

the reports necessary for your budget submission.
1. Click the Documents tab

2. Click on the Folders bar at the bottom of the page to access the Public

Folders
3. Expand all the Public Folders

4. Open the 16-18 Biennium folder under the Agency Budget Preparation
folder. The available reports will appear on the right side of the web page

S

Welcome: MGJ0O11 | Applications»  Preferences  Help menu~v

Log off

[ = MyRec

Y sand

) a142 7| Home | Documents

Welcome: MGJOD11 | Apglicati

Bl cicz A

View New rgani = More Actions Details
Blaorl B
PN ?ocuments | Title ~ Type
3 a | 7 T
P asepl: I cwebinteligence
& 1nbox B
m”g My Alerts Home | Documents
(12 g ubscribed Alerts 2 = 5
H View * New Organize Send More Actions ~ Details
B Personal Categories — -
| = My Recq My Documents elenme:
ki lcaD 4 Welcome: MGI00L1 | acpheats
P - rancal fiozord Web trehigence
E Public Foigers ¥ | ALY Francial Record Math Chack Wal: [rteligeree
MRS Frarcisl ¥ |A182 A3 x5 Recerds ek TeeeBigence
¥BUD ¥ A Ep A Detad Web Iréefagerce
F— ¥ |43 Bpendere Detal Web mmeligence
W | A5 Personnel Summary Wb Irtellgence
Ageriy Sudget Preparaton
¥ | BIEZ Fnancil Record Web [reriigence
1032 Binrwirn
* |83 Bpenditure Detad Web treeligence
LELY R ¥ | CET Francsl Record [T -
4 el S ¥ | C1C2 Financl Record Math Check Wb Inseligence
KB Trarng Mansk * Web Inteligence
550 Budgat Prepsration 2 Wb begabiomicn
v Wb Ineeiigence
2 Rdevrioped gency feports i
- Wieh Leteligence
[:‘”‘"s CBEQ] - Cnbirnt Rark - Rian ot Cabirt beonl oy s Trteliggees
Search * a1
e ¥ ooz e Irtaligence
¥ o Weh Ineeiigeece
E \\- [ } ek treelgence
~———
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e In this scenario, we will run and print the B1B2 Financial Record Report for the
Program 670A_PG, General Administration and Support ABR 670K16X007.
You will need to repeat this process for each ABR.

1.
2.

Double click on the B1B2 FiiaI Record Report to open up the report

Click on Question Mark icon

to ensure the parameters/variables’ text

boxes are visible. This will allow you to enter the required

parameters/variables

Enter the required parameters/variables into the Program Code and ABR

text boxes. In this scenario, we will enter the Program code 670A_PG

and ABR 670K16X007

Once the proper parameters/variables are entered, the Run icon
will be enabled. Click the Run icon to run the report
If you want to print a paper copy, click the Printer icon

and follow the

prompts to export the report to a PDF format. Open the PDF report in

Adobe Reader and use the print feature in Adobe Reader to print a paper

copy

Documents | F Federal Funds Summary

|/ & Fed Assist Op Bud Rec | |

View v New v Organize = Send -

My Documents
Foiders
E1 (51 public Folders
eMARS Financial
KBUD
Agency Budget Exscution
B (£ Agency Budget Freparation
10-12 Biennium
12-14 Biennium
1416 Bierium
16-18 Biennium
KBUD Training Manuals

OSED Budget Preparation

Redeveloped Agency Reports

More Actions ~

Details

| Home || Documents | B1B2 Financial Record 7 +

Title =

ll ¥ |B1B2 Financial Record

=]

B3 Expenditure Detail
C1C2 Financial Record
€1C2 Financial Record M;

| 4

it

C1C2_C3_C5 Records
€3 Expenditure Detail

Web Inteligence ~ | [ = [ 5% 2 - -

Record Report

B1B2 Financial

016-2018 Kentucky (ira
Acitional Bedget Request: F)
AB reguesied colimns rounded

(¥ Advanced Run 3

Capital Listing with Reaut
pital Listing with Rea Enter value(s) for Program Code:

Capital Listing with Short,

ceRoL —g | [670A_PG

CBROL - Cabinet Rank - R | =

P, Enter ABR Code:
cBRO3 2 (7 S70K16X007

CBRO4

CBROS
CBRCPL Capital Project Listing
D_RestrictedFundsumRecord
DCE182 Financial Record
DCE3 Expenditure Detail
E Restrictzd Fund Record
E_Rstd_Fund_Mathcheck
F Federal Funds Summary

| | P Cabinet Priority Ranking

i | P Priority Ranking

E‘(‘t‘t‘(‘t‘(‘(‘t‘(‘t‘t‘(‘t‘(‘(‘t‘(‘t‘t‘(

' | Request Code - Serial Number Report

e g
et Suppon
REQUEST TITLE: 57043_PG
3 FY 201540 FY 201811 FY 2AT-A8
BEQUCS FRF o Requestet Requested  Requesied
SOURCE OF FUNDS
Generat Fus
eguda & 8 sus0m0 500
Jotsl General Fyng 2 4345000 L0500
TOTAL SOURGE GF FUNDS o 4,345,000 8,578,500
LAFLNDITURLS UY CLASS
Dbt Sar 2 450 5578500
TOTAL EXPENDATURES BY CLASS [ 4345000 5,578,500
CXFENDITURL S O7 FUND SOURCE
General Fung g 43880 BATE 500
TOTAL CXPENOSTURLS UY FUND ° 436,050 BETRA00
uuuuuuuuuuuuuuuuu
Number of Positon
GRAND TOTAL - Numsbes of Pasifions a o ]
BUDGET POSITIONS COST Y FUND SGURCL
TOTAL FUNDS 1 o 0
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¢ In this second scenario, we will run and print the B3 Expenditure Detail Report
for the Program 670A_PG, General Administration and Support ABR
670K16X007. You will need to repeat this process for each ABR.

1.
2.

Double click on the B3 Expenditure Detail Report to open up the report
Click on Question Mark icon to ensure the parameters/variables’ text
boxes are visible. This will allow you to enter the required
parameters/variables

Enter the required parameters/variables into the Program Code and ABR
text boxes. In this scenario, we will enter the Program code 670A_PG
and ABR 670K16X007 _
Once the proper parameters/variables are entered, the Run icon
will be enabled. Click the Run icon to run the report

If you want to print a paper copy, click the Printer icon and follow the
prompts to export the report to a PDF format. Open the PDF report in
Adobe Reader and use the print feature in Adobe Reader to print a paper

copy

Documents | F Federsl Funds Summary

| & Fed Assist Op Bud Rec I |

View - New - Organize ~ Send -

My Documents
Folders
=1 (9 public Fokders
"I emars Finandial
"I kewp

B Agency Budget Exscution

& Agency Budget Preparation
10-12 Biennium
12-14 Biennium
14-16 Biennium
1618 Biennium
KBUD Training Manuals

0SBD Budget Preparation

"I Redeveloped Agency Reparts

More Actions ~

Details
- Home | Documents (| B3 Expenditure Detail X
itle

¥ | B1B2 Financial Record e 5 N
5 |53 Expenditure Detal Web Intelligence ~ | [ = @ @ o d X . |
— B3 Expenditure Detail Report
¥ | c1cz Financial Record Mg | 2= | 4
¥ | C1C2_C3_C5 Records = P—— e 2016-2018 Kentucky Branch Budget PRIORITY

UJ Advanced || =2 JRun 3 itional Budget Request: Expenditure Detail Summary Record Cabinet# 49
¥ | C3 Expenditure Detail All requested columns rounded to nearest $100 Agency # 10
| Capital Listing with Reaut OPERATING BUDGET RECORD B3 ‘Agency: Tourism, Arts and Heritage

Enter value(s) for Program Code: Appropriation: Parks
¥/ | Capital Listing with Short Govemmental Branch: Exccutive Branch Prog ice Unit: General Administration and Support
5 |comar — g | 6708 PG Cabinet: Tourism, Arts and Heritage Sub Program:

- Posti Unit:
# | CERO1 - Cabinet Rank - Y [ = REQ‘L’ISEIS?!T\‘;‘LE 670A3 PG
| Cor2 E“ter ABR cude. REQUESTTYPE Growth FVZI]71571G FY 2016-17 FY 201718
oo 2 £70K16X007
B |coros EXPENDITURES BY FUND
General Fund 4,245,000 8,578,500
¥ CBRO3 TOTAL EXPENDITURES BY FUND [] 4.345,000 9.578,500
¥ | CBRCPL Capital Project Listing EXPENDITURE CATEGORY
¥ | D_RestrictedFundSumRecord
¥ | DCB1B2 Financial Record Debt Service
¥ | DCB3 Expenditure Detail Debt Service-General Fund 0 4,345,000 8,578,500
% | E Restrictad Fund Record ZTotal Debt Service o 4345000 9,578,500
| E_Rstd_Fund_Mathcheck TOTAL EXPENDITURES ] 4,345,000 9.578.500
¥ | F Federal Funds Summary
T T —

% | P Cabinet Priority Ranking
¥ | P Priority Ranking

¥ | Reguest Coda - Serial Number Report

e You should now have the understanding on how to use KBUD and EBI (KBUD
Reports) to create the necessay electronic and paper copies of the Additional
Budget Requests reports required for your budget submission.
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Section 6 Capital Budget Request

Section 6.1 Budget Form Overview

The KBUD dimension table and budget form used to create your Capital Budget Requests are
the Project Maintenance Dimension and the three Capital Budget Request forms:

e 1618 CAPITAL_FUND, Capital Request by Fund Source

e 1618 CAPITAL_EXPEND, Capital Request Expenditures

e 1618 CAP_IMPONOPBUD, Capital Request - Impact on Operating Budget

These tools along with a Capital Data Load to KBUD from the Capital Planning System are all
the components necessary to produce the Capital Budget Reports required by the budget
instructions. The narrative and numerical data are preloaded into the Project dimension table
from the Six Year Capital Planning System. The budget data also preloads into the three
KBUD forms. All these components are needed to create the informative budget request
reports. These reports are the final output used by agencies to submit their formal Capital
budget request to GOPM.

Dimension (Project Maintenance)

e e Capital Budget Reports
Emt 1 | Cationn &
: e ()
- - — I Brame Exetulivr Branch AgAncy: Tounia, A
s Sty S gttt {ncaben {Conyts Herw 2 Guymmmental Branch; Evecusve Baanch AGEncy: 1ounsm, Arts and Hevitage Catanal L
3 e v btnn - Cabingt: Toursm, Ares snd Mesige Cabinet  Appropriation: Parks 1
w o
Guveinmantal Branch: culive Branch Agncy: Tourim, Art pued_ I——
Cabinat: Tourismn, Aris and Heriisge Cabinet  Appropriatice: Farks 0
0
s 2 FYIOSAE FYI0IEAT FY T8 Tossl
pquests  Requested  Requesied Requeates
[] [ [] o 0 o
TOTAL EXPENDITURES BY UNIT 0 0 0 0 090
PAg, o
G0 RAKF FLAMRANK  KBUD Lol .
ah AQy  Cab AQy  ProjNem  ProjetMame Y oo
ETDKIBCIRY Upgrade Golf Coure Irigation. Ky Yam )k -
Bond Funds 1,400,000 1,400,000 200,000 :;a s
Tetsl Upgrade Golf Course Imigatian-Ky Dem & Lk, | 1,400,000 1,400,000 2000 I b
GTOMIECTEA Fioed Mant-Vanous Farks 4
sasiin B 1 400,000 [ oo 2 R
1,500,000 [ 1smapee O pOON
. . o 000
Dimension Data [
2575 000 o w0 BO L
VORI RGO HACTHIGGRA UBIING-FOO! LK 10 3 2,578,000 ] i e
ETOXIBCTES Ststewidn Carmpgiound Upcrades Pedke 1 >
Berd Funn 1,400,000 2600000 4100000 ;:ﬂ s
Totsl Statewide Campground Upgrades (Prase 1) 1,500,000 200,000 10000 e
ETORTECTET Mcacaltly Upgindes |l
Bond Funts 1 2,750,000 2.750,000 sso00m 0%
Total Hospitality Upgrades 2,750,000 2,150,080 sssopsa [0S0
ETDRIB0T50 Fstons COC Structies - Statew
Bond Funds o 2,100,000 1,200,000 330000
GaLLL il 0 100,000 1,800,000 3,590.0)

Budget Totals

Capital Planning System Data

KBUD — Section 6 08/18/15 Page 98



Capital Budget Requests

In KBUD, there is preloaded project data that automatically loads into the KBUD Forms and
project data prepopulated in the dimension tables which originates from the Six-Year Capital
Planning system. This transfer of data avoids the re-entry of all of the information for each
project into KBUD after having entered it into the Six-Year Capital Planning system. KBUD
was loaded with Six-Year Capital Planning System’s Version 3 data, which equates to the
data entered by June 27, 2015. If any changes were made to projects in the Six-Year Capital
Planning System after this date, the Project Dimension table in KBUD will need to be
manually updated by the agencies with these same changes. IMPORTANT NOTE: If an
agency wants to prepare a capital budget request for a project that is not in the Six-Year
Capital Planning system as of June 27, 2015, the agency will need to utilize one of the “blank”
project codes assigned to their agency. It is possible that an agency may need multiple
project codes. If that occurs, contact the KBUD Administrators (KBUDAdministrator@ky.gov)
and request that additional Project codes be added.

Preloaded Budget Data

I L e e
[m] 1 BFBF 670K16C193 EXPBYFUND E 1,400,000 1,400,000

[m] 2 BFBF 670K16C195 EXPBYFUND E 2,575,000 0

[m] 3 BFBF 670K16C196 EXPBYFUND E 1,500,000 2,600,000 500,000 600,000
[m] 4 BFBF 670K16C197 EXPBYFUND E 2,750,000 2,750,000

[m] 5 BFBF 670K16C198 EXPBYFUND E 2,100,000 1,800,000 400,000 500,000
[m] & BFBF 670K16C199 EXPBYFUND E 8,000,000 8,000,000

[m] 7 BFBF 670K16C200 EXPBYFUND E 1,750,000 1,750,000

[m] 8 BFBF 670K16C201 EXPBYFUND E 1,050,000 50,000 50,000 50,000
[m] 9 BFBF 670K16C202 EXPBYFUND E 1,000,000 1,000,000 0 0
[m] 10 BFBF 670K16C203 EXPBYFUND E 650,000 2,290,000 100,000 90,000
[m] 11 BFBF 670K16C204 EXPBYFUND E 1,500,000 0

[m] 12 BFRF 670K16C205 EXPBYFUND E K 0 j

Totals 5 2,000,000 2,050,000 2,24n,nnn!

-/ Project Documentation

Reautp€rization - Regular Capital Project: No ﬂ
efRS Project Number:

roject Cost: 2,5000000
Project Type: [~]
Reviewed by Dept. for Facilities and Support Services: ﬂ

eMARS Department: 660

eMARS Fund:

Completien or Acguisition Date (MM/DD/YYYY): 06/01/2018 R

P 10 Number: 111606 Prepopulate Capital

Project Descriptions Dat a | n th e K B U D

Additional/Description Justification

The preliminary plan for the project has the dining hall sitting in the same location  #\ 1 1 1

as the existing facility and would hold 8 minimum of 250 people. Camp Currie PrOJ eCt DI m en S I O n
operates nine weeks every summer (June-August) and the goal would be to

construct the new dining hall with little disruption to normal camp operations. The Tab | e

preliminary plans would require demolition of the existing structure before
proceeding with construction.

Project Budget

Long Project Description:  The Department, with Finance assistance, is looking for a consultant to help with
the design and construction of a new dining hall at Camp Currie in Marshall
County, KY. The consultant would be asked to provide a feasibility analysis and
project estimate. The feasibility study would include a timeline for demolition and
construction of the new building. Sewveral building designs may be studied during
this process.

Existing Facility

The Department has a need to construct a new dining hall at Camp Currie in
Marshall County, KY. The existing dining hall has exceeded its useful life and there
is @ need for more capacity to accomodate campers. The preliminary plan is for

\ the new dining hall to sit in the same location as the existing hall and will hold a

minimum of 250 people.
Short Description:
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Here is some guidance concerning the data from the Six-Year Capital Planning system:

e Only information on projects identified in the 2016-18 biennium with the Capital Plan
will be transferred to KBUD.

e Real Property Lease projects and Maintenance Pools were not included in the Capital
Plan. These projects will have to be entered directly into KBUD.

e Real Property Lease projects and Reauthorized projects with no request for additional
Funds must have a $0.01 entered into the FY 2015-16 column in the Capital Request
by Fund Source form.

Even though you begin the Capital Budget request process in KBUD with prepopulated
information, the information can be changed directly or indirectly through either the dimension
table or through the Capital Budget Request forms.

There are three KBUD Capital Budget Request forms:

e Capital Request by Fund Source form
e Capital Request Expenditures form
o Completed only for Construction and Information Technology System projects
(not for Capital Equipment or Capital Lease projects).
e Capital Request — Impact on Operating Budget form
o Completed only Capital Projects that have an impact on the Operating Budget

Capital Budget Request Forms
[ Jeode |

1E] 1618 CAPITAL EXPEND Capital Request Expenditures
\E] 1618 CAPITAL FUND Capital Request by Fund Source
|E] 1618 CAP IMPONOFPEUD Capital Request - Impact on Operating Budget

The Capital Budget Request forms will include the amounts, fiscal years, fund sources and
expenditure codes or cost elements required by the 2016-2018 Budget Instructions. These
three forms will be completed at the appropriation unit level and include all the individual
projects associated with the appropriation unit.

Typically, the most common changes agencies will need to make in these forms include the
following:

e Capital Projects transferred from the Six-Year Capital Plan that should not be included
as part of the budget request. For those projects, all of the financial data in all three
forms must be changed to $0 (zero).

Changing the amount for a Capital Project.

Changing the Fund source for a Capital Project.

Changing the fiscal year requested for a Capital Project.

Adding a Capital Project or Lease.
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Section 6.2 Creating a Capital Budget Request

This section includes an overview of the Capital Budget Request creation process along with
the detailed instructions to create a Capital Budget Request required by the 2016-2018
Budget Instructions.

Section 6.2.1 Process Overview
The following is a summarized description of the steps involved in the process to create an
Capital Budget Request in order to help users understand the flow of the detailed instructions:

1) Login to KBUD and navigate to the Project Maintenance Dimension table to update the
information for one of the prepopulated Project dimensions

2) Navigate to the Budget Layout Selection Page to choose the 1618 CAPITAL_FUND,
Capital Request by Fund Source form

3) Create an instance of the 1618 CAPITAL_FUND form

4) Manually enter the appropriate budget lines (data) into the budget line tab

5) Repeat this process for the 1618 CAPITAL_EXPEND and
1618 CAPITAL_IMPONOBUD forms

6) Login to KBUD Reports (EBI) and navigate to the 16-18 Biennium folder to run and/or
print the Capital budget request reports necessary for official budget submission to
GOPM
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Section 6.2.2 Login to KBUD and Navigate to the Project Dimension Table and
Update the Dimension

e Open your browser and enter the URL for the KBUD application into the browser’s
address bar: https://kbud.ky.gov/.

e Enter your KBUD user ID and password.
e From the Home page, follow these steps:
Click the Dimensions link

1.
2. Click on the Project Maintenance Link. The Project Maintenance page will
appear.

Home Page

Reference Data Security Utilities Budget T

Advantage Performance Budgeting - Training > Budget Tasks

Budget Tasks

Categories

1 [ Dimensions - This contai+ links to the Dimensions the users can edit.

Pages

Formulate Budget Reguest Dimensions

Reference Data Security Utilities Budget Tasks

Advantage Performance Budgeting - Training > Budget Tasks = Dimensions

Dimensions

Go to top of page Pages

Restricted Fund Maintenance

Off Budget Fund Maintenance
ABR Maintenance

Grant Maintenance

] Project

2| Project Maintenance Maintenance

Go to top of page Refe ata Security utilities

Advantage Performance Budgeting - Training = s s Project Maintenance %

Project Maintenance

Code: 670K16C218 Name: Search

Edit Save View Display 20 [¥] Items  Sort.

I =

(5] ¥] 670K15C218 Repair My Old Ky Home Amphitheater
Expand All | Collapse All
= Information (]

* Code: 670K16C218

Name: Repair My Old Ky Home Amphitheater

Go to top of page
2=
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From the Project Maintenance page, you can search and view all the Project codes by leaving
the Code and Name textboxes empty and clicking the Search button. This will bring back all
the Projects available based on your security. You can also narrow your search for a specific
Project by following these steps:

1. Enter the Project’s Code in the Code textbox

2. Click the Search button to search for the Project (If no records are returned, you
need to redefine your search)

3. Check the checkbox next to the record you want to edit

4. Click the Edit button and the Edit Project Dimension will appear

Project Maintenance

Reference Data Security Utilities Budget Tasks

Advantage Performance Budaeting - Training = Budget Tasks = Dimensions = Project Maintenance iy

=

Project Maintenance 2
Code: 670K16C218 Name: | Search
Edit I Save View Display 20 [v] Items  Sort..

3 E v|670k16c218

a
Expand All | Collapse All fe geting - s i > Project Maintenance > Edit Project

g

Edit Project

Welcome, MG

- Information m

Edit Project | Document

* Code: B670K16C218 Save | 6

Mame: Repair My Old Ky Home Amphitheater Expand All | Collapse All
Tect Information [i] —
Code: 670K16C218 Location (County): Nelson v
Go to top of page ~ 5
Name: Repair My Old Ky Home Amphitheater
Form Type: | Construction v]

- Project Documentation

Reauthorization - Regular Capital Project: No V]

eMARS Project Number:

Project Cost: 2,560,000
Project Type: [v]

Rewiewed by Dept. for Facilities and Support Services: v

06/01/2019
111680

Additional/Description Justification
The theater ctage buiings, concrste retsining walls, and storm water runoff A
st ct e fully exposed to the elements and have become deteriorated

gh the yeors, Clacirieal systems snd hahting o o thea
stage are uutdated nsafe and diffcult to mantain. These systems must be
replaced and upgraded. This work is required to continue the use of the stage

Faclty. I ot addressed soon the theater wil not be abls t continue e
productions.  The praject wil also repar necsszary drainage structures to handle
storm water runoff. Additianally, the project will repair a failed

ong Project Description:  Wall/drainage structure ocated behind the stage, Repsir of the amsmg Pbuildings

will includs properly engineered buildings recanfigured for efficient use during

severely deteriorated structures will be necessary. In order to sorrect the corrent
d bl i I i i ineor i

5. Update any of the Project information not greyed out
6. Click the Save button and you should receive the Action was successful
message.

@ Action was successful.

e Repeat the previous process to update each of the agency’s Projects.
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e The Project Maintenance table contains numerous fields necessary to complete the

following reports

arwnE

CBR-01, Project Summary Record

CBR-02, Capital Project Record

CBR-03, Capital Equipment Record

CBR-04, Capital Information Technology System Record
CBR-05, Real Property Lease Record

e Here is some additional guidance to assist in filling out Project Maintenance page.

Name Enter the Project Title (Populated by the 6-Year
Plan data)
Form Type Construction, Equipment, Information Technology

System, or Lease - Select the CBR form type.
(Populated by the 6-Year Plan data)

Location (County)

Construction, Equipment, or Lease - Select the
county in which the project will be located.
(Populated by the 6-Year Plan data)

Reauthorization - Regular Capital
Project

Construction or Information Technology System -
Identify if this is a currently authorized project that
is being requested for reauthorization and/or
additional funding. Any project that has been
appropriated by the General Assembly for two
consecutive biennial budgets shall not be
requested again as a Reauthorized project. It shall
be requested as a new project which shall not rely
on past appropriations. (Populated by the 6-Year
Plan data)

eMARS Project Number

Construction or Information Technology System -
If the project is currently authorized and additional
funding is requested, enter the eMARS Fund
Code. (Not Populated by the 6-Year Plan data)

Project Cost

Construction or Information Technology System -
If the project is currently authorized and additional
funding is requested, enter the new Total Project
Cost. (New Cost Not Populated by the 6-Year
Plan data)

Project Type

Construction or Lease - Identify the project/lease
type, based on the definitions provided on Pages
100-101 of the 2016-2018 Branch Budget
Request Manual. (Not Populated by the 6-Year
Plan data)

Reviewed by Dept. for Facilities and
Support Services

Construction - ldentify if the project has been
reviewed by the Department for Facilities and
Support Services. (Not Populated by the 6-Year
Plan data)
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Completion or Acquisition Date

Completion Date - Construction or Information
Technology System — Construction, enter the
anticipated completion date of the project. Information
Technology System, enter the anticipated date of full
installation and utilization of the system. Example:
Project to be completed in August, 2018 — enter 08/18.
(Populated by the 6-Year Plan data) Acquisition Date
- Equipment - Enter the anticipated acquisition date of
the equipment. Example: Equipment to be purchased in
August, 2018 — enter 08/18. (Populated by the 6-Year
Plan data)

Long Project Description

Construction, Equipment, Information Technology
System, or Lease — Enter a detailed description
comparable to the detailed description and justification
as required by the 6-Year Capital Plan (Populated by
the 6-Year Plan data). For Real Property Leases, enter
the Lease Features: Specialized Project Requirements
and Relationship to Existing Space.

Short Project Description

Using a maximum of two or three sentences, describe
what the project is and why it is needed. This narrative
should be suitable for publication later in budgeting
documents (Populated by the 6-Year Capital Plan data).
For Real Property Leases, enter the Lease Description
and Justification.

Priority-Capital Budget Request
Cabinet

Construction, Equipment, Information Technology
System, or Lease - Enter the cabinet roll-up priority or
the Council on Postsecondary Education system-wide
priorities for the Capital Budget Request. (Populated by
the 6-Year Plan data)

Priority-Capital Budget Request
Agency

Construction, Equipment, Information Technology
System, or Lease - Enter the agency or university
priority number for the Capital Budget Request.
(Populated by the 6-Year Plan data)

Priority-Six Year Capital Plan
Cabinet

Construction, Equipment, or Information Technology
System - Enter the cabinet priority from the 6-Year
Capital Plan. (Populated by the 6-Year Plan data)

Priority-Six Year Capital Plan
Agency

Construction, Equipment, or Information Technology
System - Enter the agency priority from the 6-Year
Capital Plan. (Populated by the 6-Year Plan data)
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Section 6.2.3 Navigate to the Budget Layout Page to choose the
1618 CAPITAL_FUND Budget Request Form

¢ From the Home page, you can navigate to the KBUD forms in two ways:

1. Click the Formulate Budget Request link under the Pages heading, or
2. Click on the Budget Tasks on the menu bar and select Formulate Budget
Request. The Budget Layout Selection page will appear.

Home Page
__ e
p-c

L SBE)| 2 nitp://kbud310np state.ky.us/trainl /Controller

(& Budget Tasks
File Edit View Favorites Tools Help

9% Ky Office of State Budget Dir.. 2] (2 unread) - philrosell - Ya.. £] Welcome to AMS Advant... Google £ KBUD310 (2015) - Prod
Welcome, RVI0040  Messages{0) [Home & | Help | Preferences | Reports | Edit Password | Logout

Reference Data Security Utilities Budget Tasks v

Advantage Performance Budgeting - Training > MESH LAY B
| Formulate Budget Request ‘ A
Budget Tasks l Executs Mu=r J
Categories Refresh Cache Page

Dimensions - This contains links to the Dimensions the users can edit.

1 =
\

[ Formulate Budget Regquest J

Execute Query

Refresh Cache Page

Go to top of page

H100% -

javascripttriggerTransition('//BudgetLayoutsSelection/Header')
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From the Budget Layout Selection page, you will see all the KBUD forms that are
available for your use. In this case, you want to choose the 1618 CAPITAL_FUND

form by clicking on the corresponding blue link. The Select Budget Request page will
appear.

Budget Layout Selection Page

Reference Data Security Utilities Budget Tasks

Advantage Performance Budgeting - Training > Budget Tasks > Budget Layout Selection >

Budget Layout Selection
Code: | Name:
Layout Type:

Display 20 Items  Sort...

Item Page: 1 2

1E] 1618 A2-A3-A4-AS

Search

A2/A3/A4/AS Baseline Budget Request

E] 1618 B2-B3-B4-B5 B2/B3/B4/B5 Additional Budget Request

1E] 1618 CAPITAL EXPEND Capital Reguest Expenditures

ii 1618 CAPITAL FUND I Capital Reguest by Fund Source
1618 CAP IMPONCEBUD

Capital Reguest - Impact on Operating Budget

1618 E FUND-RECEIFTS E Restricted Funds & Receipts Form

1618 G G Federal Assistance Form

Please keep in mind, the Select Budget Request page will display all the instances of
this specific form (1618 CAPITAL_FUND) you have created. However, when the page
initially loads up, there will be NO ITEMS TO DISPLAY, even if you have previously

created an instance of the form. This is normal until you either create a new form or do
a search for a previously created form.

Select Budget Request Page (1618 CAPITAL FUND Form

Welcome, MGI0011  Messages(0) [Home ' | Help | Preference
Reference Dats = Security -  Utilties =  Budget

Advantage Performance Budgeting - Training > Budget Tasks > Formulate Budget Request > Select Budget Request

Select Budget Request

Layout Code: |1618 CAPITAL_FUND Request Code: Stage: Archive View: False[v]  gearch
Layout Type: Generic Name:

Profect: &

New Delete  Save Display 20 [v] tems  Sert..

18 [reauest coe

- NO ITEMS TO DISPLAY -
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From the Select Budget Request page, you can do all of the following functions:
1. Use the Search feature to search for previous created forms
= Search all by leaving all textboxes blank and clicking the Search button
and all instances of the form will appear
= Search by Request Code, Name, or Project by typing in the information in
the textboxes and clicking the Search button (* is the wildcard) and the
instances that match your parameters will appear (NOTE: Once a form
moves past Stage 2 in the KBUD process, agencies will no longer see
this form in their search results)
2. Use the New feature to create a new instance of this specific form
= Click the New button and the Create Budget Request page will appear to
allow you to create a new instance of the form
3. Use the Edit feature to edit an existing instance of this specific form
= Click the checkbox of the form instance you wish to edit, click the Edit
button and the form will appear in the edit mode
4. Use the View feature to only view (no editing) an existing instance of this
specific form
= Click the checkbox of the form instance you wish to view, click the View
button and the form will appear in the view mode
5. Use the Delete/Save feature to delete an existing instance of this specific form
= Click the checkbox(es) of the form(s) instances you wish to delete, click
the Delete button to mark the form(s) for deletion, click the Save button to
finalize the deletion of the form(s), and they will be permanently deleted
(NOTE: You cannot delete a form if there are active budget lines within
the form. You will receive an error message. You have to first edit the
form and delete all budget lines within all tabs and then perform the
deletion procedure)

Select Budget Request Page (1618 CAPITAL FUND Forms

Welcome, MGI0011  Messages(0) [ Home & | Help

Budget Tasks

raining > Budget Tasks > Formulate Budget Request > Select Budget Request

Select Budget Request 1

Layout Code: |1618_CAPITAL_FUND Reguest Code: Stage: | [v] Archive View: False[v] search

Layout Type: > Mame:

Péo-kct: 3 sﬁ 5

[mawl Edit ][gew][ Delete  Save ]D\splav 20 [v] tems  Sort.

L T T S A e IR ES U TS e |
[E1 7 1840 Parks Capital Fund I t f th F 2 670K_BILL 1618
I (Instances of the Form)
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Section 6.2.4 Creating the Capital Request by Fund Source Form

In this section, we will continue from the previous section to create a Capital Request by Fund
Source Form for the Parks, Department 670. In this scenario, we will create a

1618 CAPITAL_FUND form for Program 670K_BILL 1618, Parks Capital Fund and either
ensure the Expenditures by Fund for each Fund/Project combination is correct or make
adjustments to the Preloaded amounts. The list below contains the Fund Codes available for
this form.

AGBD  Agency Bonds

BFAR Federal Fund - ARRA - Capital

BFBF Bond Funds

BFCO Capital Construction Contingency Fund
BFDM Statewide Deferred Maintenance Fund
BFEM Emergency, Repair, Maintenane & Replacement Fund
BFFF Federal Funds

BFGF General Fund

BFII Investment Income

BFOC  Other - Cash

BFOT Other - Third Party Financing

BFRD Road Fund

BFRF Restricted Funds

BFSU Capital Construction Surplus

BFTB Tobacco Settlement - Phase I

e From the Select Budget Request page, click the New button. The Create Budget
Request page will appear and allow you to create a new instance of the
1618 CAPITAL_FUND form.

Select Budget Request Page (1618 CAPITAL FUND Form

Welcome, MGI0011 ~ Messages(0) [Home 2 | Help | Prefer

Advantage Performance Budgeting - Training > Budget Ta ormulate Budget Request > Select Budget Request
Select Budget Request
Layout Code: |1618_CAPITAL_FUND Request Code: Stage: 2| Archive View: False[~] search
Layout Type: > Name:
Project: | ]
I Delete  Save Display 20 [v] Items  Sort.
[ Trcquest code hame T g

- NO ITEMS TO DISPLAY -
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From the Create Budget Request page, you will need to complete these four primary steps:

1. Fill in the Name textbox (Suggestion: make it meaningful, so you will know by its
name what program is contained in the form. Also you cannot reuse the exact
name of a previous created form. You will receive an error message if you do
reuse the name. It is the form name that makes it an unique instance of the
form)

2. Fill in the Project textbox. This form is created at the _BILL level, so we will use
670K_BILL_ 1618 as our Project code. There are two ways to fill in the textbox:
1) Type in the correct Project code, or 2) click on the blue Project link to pull up
a Project Search box, and complete the following three steps to select it from a

pick list:
= 2-1) Type in the first few digits of the Project code and * in the Code
textbox

= 2-2) Click the Search button
= 2-3) Click the Select button for the 670K_BILL 1618
3. Click the Save button, and the new form with all its appropriate tabs will be
created

Create Bud%et Re%uest Pa%e
3 Back

Create Budget Request

Expand All | Collapze All 1

- Budget Request Details m

Request Code: [‘= Mame: Farks Capital Fund ]

Form: 1618_CAPITAL_FUND

P Stage should always be set to 1 by the agencies.
* Stage: Lﬂ <

GOPM will move the forms to Stage 2 when needed.

|— - Budget Reguest Information

sssices ) 2 Project Search Page
Proi@k. 670K_BILL 1618 }Mﬂmces

Go to top of pag\

Project Search 2_1

Code: 670*

%En%

Display 20 [v] Items  Sort...

[ | I[Name  [Short Name Element Type

+# 670K_BILL_1618 Parks coa
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Section 6.2.5 Entering Budget Data in the 1618 CAPITAL_FUND Form

¢ Once the new form is created, you will be able to access the Budget Lines tab within the form. You
can follow these steps to review and manually adjust line information if necessary.

1. Click on the Budget Lines tab (NOTE: You can now see the Preloaded information
populated on your form in the 17FLREQCP and 18FLREQCP columns)

2. Click on any cell to change the data (NOTE: You cannot directly change the amounts in the
17FLREQCP and 18FLREQCP cells. However you can change the amounts by placing
adjustment amounts in columns FY 16-17 and FY 17-18)

3. Enter the adjusted amounts and click the Save button (NOTE: The adjustment amounts are
now reflected in the totals for the 17FLREQCP and 18FLREQCP columns). Continue this
process until you have updated all of the Fund/Project combinations. Once you have
finished, click the Save button

New 1618_CAPITAL_FUND Form for 670K_BILL_1618
[ AdemagexpuomRama ]

Save  Back 1

I ™
Edit Budget Requ?.stl Budget Lines | E}ncument Management

- Budget Reguest Summary m

Layout Code: 1618_CAPITAL_FUND | Type: Cenerc || Reguest Code: |1840 Request Name: Parks Capital Fund

Project: 670K_BILL_1618

Select Model:

Refresh  Zero Out  Update Preload Display Sub Total

MNew Line  Copy Line  Delete Line Export Audit Trail View Graph

Preloaded Data

E Budget Object I 17FLREQCP 18FLREQCP FY 15-16 PY 16-17 FY 17-18

1 BFBF B670K16C193 EXPBYFUND E| 1,400,000 1,400,000
O 2 BFBF B670K16C195 EXPBYFUND E 2,575,000 0
O 3 BFBF B70K16C156 EXPEYFUND E 1,000,000 2,000,000
O 4 BFBF B670K16C197 EXPBYFUND E 2,750,000 2,750,000
O 5 BFBF  670K16C
O 6 BFBF 670K16CH
&
O 7 BFBF B670K16C3
O 8 BFBF 670K16CH N
Edit Budget Request | Budget Lines | Document Management
O 9 BFBF B670K16C3
O 10 BFBF 670K16CH \
t 1L BFBF  670KISCR  _ 5idget Request Summary (3]
O 12 BFRF 670K16CH \
Totals Layout Code: 1618_CAPITAL_FUND  Type: Gene Jest Name: Parks Capital Fund

Totals Reflect the
Refresh  Zero Out  Update Preload |Display Sub AdJUSted Amounts

New Line | | Copy Line | Delets Line | Export Audit Trail View Graph | go | | yviewlas csv Ad I u Sted Am oun tS

| 200,000 -200,000 | 2

I T R T
[m] 1 BFBF 670K16C193 EXPBEYFUND E 1,600,000 1,200,000
a 2 BFBF 670K16C195 EXPBYFUND E B S,M [1]
[m] 3 BFBF 670K16C196 EXPEYFUND E 1,000,000 2,000,000

FY 15-16

17FLREQCP 18FLREQCP
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Section 6.2.6 Creating and Entering Budget Data in the 1618 CAPITAL_EXPEND Form

e Use the same process described in the previous section to create a new instance of a
1618_CAPITAL_EXPEND form for Program 670K_BILL_ 1618, Parks Capital. Once you create
the form, you will be able to view the preloaded detailed expenditure budget objects for each
project (NOTE: It is important to understand, the total amount of all the detailed expenditure
budget objects for a project on this form should equal the total Expenditures by Fund for that
same project entered on the previous Capital Fund form). You can follow these steps to review
and manually adjust the budget line information if necessary.

1. Click on the Budget Lines tab (NOTE: You can now see the Preloaded information
populated on your form in the 17FLREQCP and 18FLREQCP columns)

2. Click on any cell to change the data (NOTE: You cannot directly change the amounts in the
17FLREQCP and 18FLREQCP cells. However you can change the amounts by placing
adjustment amounts in columns FY 16-17 and FY 17-18)

3. Enter the adjusted amounts and click the Save button (NOTE: The adjustment amounts are
now reflected in the totals for the 17FLREQCP and 18FLREQCP columns). Continue this
process until you have updated all the Budget Object/Project combinations. Once you have
finished, click the Save button

New 1618 CAPITAL_EXPEND Form for 670K_BILL 1618
[ AdemsgexsroTRADNCT ]

Save Back 1

Edit Budget Requql Budget Lines |Ducument Management

- Budget Request Summary

Layout Code: 1618 CAPITAL EXPEMD Type: ﬂ Request Code: 1838 Request Name: Parks Capital
Project: 670K_BILL_1618

Refresh  Zero OQut  Update Preload  Display Sub Total: || Select Model: |[v]

Export Audit Trail View Graph ~_. ——

Preload ed Data
IEII
1 670K16C193 DES 105,000 105,000
2 670K16C193 CONS E [ 1,295,000 1,295,000 ]
3 670K16C194 CONS E 3,500,000 ‘ 0 0 0
4 670K16C195

O

O

m]

m} 5 670K16C195 sack

] 6 670K16C195

a 7 670K16C196 .
Edit Budget Request | Budget Lines | pDocument Managqment

m] 8 670K16C196

m}

m]

O

m]

New Line  Copy Line  Delete Line

9 670K16C197
10 670K16C197
11 670K16C198

12 670K16C198 Layout Code: 1618_CAPITAL_EXPEND Type: j\equest Code: 1838 Request Name: Parks Capital
Totals

- Budget Request Summary m

Totals Reflect the
Refresh  Zero Out  Update Preload  Dit AdJUStEd AmOUntS

Export Audit Trail View Grap

New Line = Copy Line Delete Line

Sort... Miew as CSWV

Adjusted Amounts
15FLREQCP

1,095,000 | 200,000 -200,000'

I e e

1 670K16C193 DES 105,000

2 670K16C193 CONS E 1,495,000
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Section 6.2.7 Creating and Entering Budget Data in the 1618 CAP_IMPONOPBUD
Form

e Use the same process described in the previous section to create a new instance of a

1618 CAP_IMPONOPBUD form for Program 670K_BILL_ 1618, Parks Capital Bud. Once you

create the form, you will be able to view the preloaded five year projections for the Impact and

Cost Elimination budget objects for each Fund/Budget Object/Project combination (NOTE: If

the Capital Project did not have an impact on operating budget, it will not be preloaded to the

form).You can follow these steps to review and manually adjust the budget line information if
necessary.

1. Click on the Budget Lines tab (NOTE: You can now see the Preloaded information
populated on your form in the IMPONOPBUD1, IMPONOPBUD2, IMPONOPBUD3,
IMPONOPBUDA4, and IMPONOPBUDS5 columns)

2. Click on any cell to change the data (NOTE: You cannot directly change the amounts in the
IMPONOPBUD1, IMPONOPBUD2, IMPONOPBUDS3, IMPONOPBUD4, and
IMPONOPBUDS cells. However you can change the amounts by placing adjustment
amounts in columns FY 1, FY 2, FY 3, FY 4, or FY 5)

3. Enter the adjusted amounts and click the Save button (NOTE: The adjustment amounts are
now reflected in the totals for IMPONOPBUD1, IMPONOPBUD2, IMPONOPBUD3,
IMPONOPBUDA4, and IMPONOPBUDS columns). Continue this process until you have
updated all the Fund/Budget Object/Project combinations. Once you have finished, click the
Save button

New 1618 CAP_IMPONOPBUD Form for 670K _BILL 1618

- Budget Request summary [)

Layout Code: 1618_CAP_IMPONOPBU Type: [v] Request Code: 1842 Request Name: Parks Capital Bud Stage: 2
Project: 670K_BILL_1618 Access Project

Refresh  Zero Out  Update Preload | Display Sub Total: Select Modal (1]

Export Audit Trail view Graph Prel Oad ed Data

ine  Copyline  Delets Line

(=] o obiea [] 2N
m] 10 670K16C205  COSTELIM E -65,000 -65,000 0 0 0
m] 2GNRL  670K16C204  IMPACT R 3,000 0 0 0 0
m] 3RSTD  670K16C205  IMPACT R 15,000 15,000 15,000 15,000 15,000
=]
Td
Save ack
a
Edit Budget Request | Budget Lines \
- Budget Request Summary [i) \.
Layout Code: 1618_CAP_IMPONOPBU Type: [v] Reque: T t | R fl t th tal Bud Ad t d A t
“ Totals Reflect the justed Amounts
Refresh  Zero Out  Update Preload  Display Sub Total: sel J
NewlLine CopylLine | | Delete Line = Export AuditTrail View Graph | sory yiew as csv
Summary

Budget Object IMPDNDPBUDI IMPONOPBUD2

10 670K16C205 COSTELIM
[m] 2 GNRL  670K16C204 IMPACT 3 8,000 ] 0 0 0 I

e Once the project dimensions have been updated and the Capital form has been
updated, the associated Project reports can be created and printed.
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Section 6.2.8 Login to KBUD Reports (EBI) to Access Capital Budget Request

Reports

In this section, we will login to SAP’s Enterprise Business Intelligence Version 4.1 (EBI 4.1)
which houses the KBUD Reports and navigate to the 16-18 Biennium folder to access the
necessary budget request reports. Reference Section 9, KBUD Reports, for more in depth

explanation of reports.

that the data entered directly into the KBUD forms and dimension tables are used to

populate KBUD reports.

Dimension (Project Maintenance)

Reports are the final output of the budget request process. It is important to understand

e e p—— Capital Budget Reporis
. I [or——r—T——r—— ey ey Ty ey e =y )
“om - : - — i e
- ey L g e Lo - -\.x‘ - vl Bramik, | mvwivn frsmak. gy [, Aty wnld Swvidage e - )
. - . v bt |, B el e g L plied L ] e
— Ty ey p T ey o = - L.
e ey . .}
Wi Frigd s -
hrpersiay  Eugmnn [LH-L [
—— ' P : : =
e BT A e ) - b=
- ot e o e By &
s — B Pramow 1 408 [=3-- smaam W= N
E = Tosial oy b Kl € et g 1y Do G | [ [ amasm [ “:'i;
. - T DR T Mind WA B Bl
e s [T & s e 2o el
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== s of Dimension Data |- __ R
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prestrey el i 4 |
B Poncw 1 740 300 L ;' -
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P
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e In this scenario, we will run the CBRO1 Project Summary Report for 670K_BILL 1618
to determine the Form Type (Construction, Equipment, Information Technology
System, or Lease) for each project. Based on the results of this report, we can
determine which other CBR reports are needed for this submission:

1. CBR-02, Capital Project Record

2. CBR-03, Capital Equipment Record

3. CBR-04, Capital Information Technology System Record
4. CBR-05, Real Property Lease Record

e There are two ways to access the login webpage to EBI 4.1 which contains KBUD
reports:
1. Either click on the Report link located in the KBUD application to access the
webpage, or
2. Open your web browser and enter the direct link to EBI 4.1 and paste it into the
URL: http://eas073vp-ws009:8080/BOE/BI

Welcome, MG10011  Messages(0) [Home ©' | Help | Preference: | Reports | Edit Password | Logout

Reference Data Security utilities Budget Tasks

Advantage Performance Budgeting - Training > Budget Tasks

Budget Tasks |

Categories

Dimensions - This contains links to the Dimensions the users can edit.

- I - » - — —— — —
Pages P Bl launch pad |

File Edit View Favorites Tools Help
Formulate Budget Request

Execute Query

f =~ B -0 m o~ Page~ Saley= Tock~ @@~ @] [N

Budaet Request Filter View
Advance Budget Request Stage

Refresh Cache Page

Go to top of page SAP BusinessObjects
Bl launch pad

¢
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3. Enter your eMARS User ID in the User Name textbox and your password
4. Click on the Log On button

SAP BusinessObjects
Bl launch pad

Enter your user information, and dick "Log On".
If you are unsure of your account information, contact your systam
administrator.

System: |EASO73VP-AP024:6400

User Narfie: |MGI0011 3
Passicfd: [essassnsrenes o

e The Home tab is the entry point into the EBI application. Once in the application,
navigate to the KBUD 1618 Agency Budget Preparation folders which contain all the
reports necessary for your budget submission.

1. Click the Documents tab

2. Click on the Folders bar at the bottom of the page to access the Public Folders

3. Expand all the Public Folders

4. Open the 16-18 Biennium folder under the Agency Budget Preparation folder.
The available reports will appear on the right side of the web page

Welcome: MGIOD11 | Applications  Preferences Help menuv | Log off

‘Welcome: MGI0011 | Applicati

¥l A1a m

1 212 Home | Documents |

¥ acd

ST E— -
B a5 ] My Documents | Title Type

=1 oo
il atad

w A3Ep I vwebinteligence
Inbaox ®

My Alerts Home || Documents

 i® subscribed Alerts = ) .
i View v New Organize Send More Actions ~ Details
@ personal Categories o i
~ My Rg My Documents
| W Welcome: MGI00LY | Agcheats
Eoldes ==
Wew = hew = Organie
ER— ¥ | ALA2 Francal fiscoed Web trehigence
e Public Foigers ¥ | ALY Francial Record Math Chack Wal: [rteligeree
MRS Frarcisl ¥ |A182 A3 x5 Recerds ek [reengencs
¥BUD ¥ A Ep A Detad Web Iréefagerce
A ¥ |23 Expandiure Do web Leaehgence
W | A5 Personnel Summary Wb Irtellgence
Ageriy Sudget Preparaton
¥ | BIEZ Fnancil Record Wb [reriigence
1032 Bl
* |83 Bpenditure Detad Web trecligence
LELY R ¥ | CET Francsl Record [T -
4 el ey ¥ | C1C2 Financl Record Math Check Wb teteligence
KB Trarang Manasls - wre Detad Web [reeligence
P — W | Caplal Linting mith Basetbosrisation Stabha s Trteliggere
¥ | Capeal Listing weh Shert Deserigeon Web Inteligence
2 Adeeelocnd sy Repts
[ l LI itk rtefigence
S CBEQ] - Cnbirnt Rark - Rian ot Cabirt beonl oy [ —
Search =
il ¥ o Wb Irtaligence
¥ o Weh Ineeiigeece
\\- =] } WWeb [rsefigence
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e In this scenario, we will run the CBRO1 Project Summary Report for 670K_BILL 1618
to determine the Form Type (Construction, Equipment, Information Technology
System, or Lease) for each project.

1. Double click on the CBR01 Renort to open up the report

2. Click on Question Mark icon to ensure the parameter/variable text box is
visible. This will allow you to enter the required parameter/variable

Enter the required parameter/variable into the Project Code text box. In this
scenario, we will enter the Project code 670K_BILL 1618

Once the proper parameter/variable is entered, the Run icon wiII be
enabled. Click the Run icon to run the report

If you want to print a paper copy, click the Printer icon and follow the
prompts to export the report to a PDF format. Open the PDF report in Adobe
Reader and use the print feature in Adobe Reader to print a paper copy

Documents | F Federsl Funds Summary

| & Fed Assist Op Bud Rec

I |

View

New - Organize ~ Send =

Wy Documents

Folders
=

Public Folders

"5 emars Financal

"I kewp

B Agency Budget Exscution
& Agency Budget Preparation

KBUD Training Manuals

0SBD Budget Preparation

"I Redeveloped Agency Reparts

More Actions ~

1 ¥ |CcBrOL
Comee

Details

Title 4

|
[[Home | Documents | cero1 = = i |

¥ | B1B2 Financial Recard
¥ | B3 Expenditure Detail
cord

¥ | c1c2 Finand
| c1cz Financial Record M:
¥ | c1c2_c3_c5 Records
| €3 Expenditure Detail
| Capital Listing with Rezut
¥ | Capital Listing with Short

Bt Rank - B

¥ | coroz
¥ coros
(¥ ceros

File | ProperE; |

Report Elements |

52l En B -

¥ |CBROS
¥ | CBRCPL Capital Prof
¥ | D_RestrictedFi

A@
JECt LS

[
o

Clx R X # e
(7 Advanced un

Enter Project Code:
670K_BILL_1618

-

_/B N ]

CBRO1 Report

(# &d

20762018 Kenhucky Branch Buagel
Capital Budget Hequest: Froject Summary Record
Al dullar amvounts rownded to nexd 31000

Capital Burget Record CRA-01

Governmaplal Beanch’ | Executive Branen
ourism, A and Hernsge Cabinet

ABPropristion: Parks

Agency: Toatiam, Arts and Heritsge Cabinet

FY 201640 FY 201611
Heque el

FY 201748

% | DCa182 Financial Record
¥ | DCB3 Expenditure Detail

| E Restricted Fund Record
¥ E_Rstd_Fund_Mathcheck
¥ |F Federal Funds Summary

I T —

% | P Cabinet Priority Ranking
¥ | P Priority Ranking

Total g Ruct
L

Teast Life Satery Syst

¥ | Reguest Coda - Serial Number Report

e After reviewing the CBRO1 Project Summary Report for 670K_BILL_1618, it was
determined that there were only Construction, Equipment, and Information Technology
projects on the report. Therefore only the following three additional reports need to be
created for the Capital Budget Request.

1. CBR-02, Capital Project Record
2. CBR-03, Capital Equipment Record
3. CBR-04, Capital Information Technology System Record
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In this scenario, we will run the CBRO02 Capital Project Report for Capital Construction

Project 670K16C207, Dale Hollow - Golf Course Slide & Bunker Repair. The CBR02
Report will need to be created for each of the Capital Construction projects.

1.
2.

Double click on the CBR02 Renort to open up the report

Click on Question Mark icon to ensure the parameter/variable text box is
visible. This will allow you to enter the required parameter/variable

Enter the required parameter/variable into the Project Code text box. In this
scenario, we will enter the Project code 670K16C207

Once the proper parameter/variable is entered, the Run icon wiII be

enabled. Click the Run icon to run the report
If you want to print a paper copy, click the Printer icon

and follow the

prompts to export the report to a PDF format. Open the PDF report in Adobe
Reader and use the print feature in Adobe Reader to print a paper copy

Documents | F Federsl Funds Summary

| & Fed Assist Op Bud Rec

View

New - Organize ~ Send =

Wy Documents

Folders
=

Public Folders

B

"5 emars Financal

"I kewp
2

Agency Budgat Bxscution
Agency Budget Preparation
10-12 Biennium
12-14 Biennium
14-16 Biennium
1618 Biennium
KBUD Training Manuals

0SBD Budget Preparation

"I Redeveloped Agency Reparts

More Actions ~

1 CBROJ - Cabinekt Rank -
¥ |CcBrOz

Details

Title 4

¥ | B1B2 Financial Recard
¥ | B3 Expenditure Detail

| c1c2 Financial | Record
¥ | c1cz Finandial Record
¥ | c1c2_c3_c5 Records
| €3 Expenditure Detail
¥ | Capital Listing with Rea
¥ | Capital Listing with Shor
¥ ceror

. ¥ [coros
(¥ ceros
¥ | ceros
¥ | corceL capital Frm;
¥ | D_Restricted

Web Intelligence -

5 | 7

4

Home | Documents CBR.DZF-EI'I']_E
fod @h Pa -

(¥ Advanced Run

jact Code:
@ &70K16C207

—
-

3

CBR02 Report

% | DCa182 Financial Record
¥ | DCB3 Expenditure Detail

| E Restricted Fund Record
¥ E_Rstd_Fund_Mathcheck
¥ |F Federal Funds Summary

I T —

% | P Cabinet Priority Ranking
¥ | P Priority Ranking

¥ | Reguest Coda - Serial Number Report

Capltal Budget Racord CBR-02

Brancn: Executiva Srancn

Ccabinat Tourlsm, ArfE and Harftage Cabinat

agenay: Tourlsm, ArfE and Herfage Cabingt
Appropriation:  Parks

Project Title:  Dale Hollow - Golf Course Sioe & Sunker Repair

KBUD Project Number: S7IK16C0207

Caplial Budget 31x-Year Capltal Flan
Eriarity Regquest 201E-18
Cabinst:
Agency:
PROJECT DOCUMENTATION
Location [County): Cumberiand
Reauthorization - Regular Capital Projsct: s tnl 3 currantly suincrized projact which |s being raquasted for reauthorization angicr
addtianal funding? NO
If (¥es, Addiional Funding) . pravide the following informatar:
New Total Project Coet: §1.300.00

60
7

Related to Previously Authorized Froject: 1 the project ls relat=d o or @ new phase of 2 project which was praviously autnorzed
please dentfy the project and action under which It wag authorized.

Caplial Froject Type:

Praojsct Description

Universities Only: Typa of Spacs

Froposed Heat/alr conditioning Fuel Type  Omer

Erevicus Requestis):  Has fhis ftem baen requastad In 3 prior blennlal budget requast’ Mo
It yes, lgeniify ihe DleAnumblenniz, e project ramesis); 2nd he CaoinstAgency.

PRCJECT BUDGET
Has tie project bean reviewsd by the Depariment for Faclitizs and Suppon Sarvices?

Fund Source FY 201518 FY 201817 FY 2017-18 Total
Bend Funds 1} o 0 1.200,000
Tatal Funds ) o o 1.800,000
Caost Elemants
Site Survey/Preparation [ 0 25,000
Project Design 1] 0 £5,000
Construction Costs o o 0 1.680,000
Tatal Coste 0 o o 1.800,000
Completion Dats: b2/ lang
Methad of Procursmant {Acquiztions Only): Furzhase
IMPACT ON OPERATING EUDGET FY1 Amount F¥2 amount FY3 amount FY4 Amount FY5 Amount
Fund Socurce
1} o 0 o [}
Taotal Costa L] o ] o 0
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¢ In this scenario, we will run the CBR03 Capital Project Report for Capital Equipment
Project 670K16C205, Golf Car and Equipment replacement. The CBR03 Report will
need to be created for each of the Capital Equipment projects.

1. Double click on the CBR03 Renport to open up the report

2. Click on Question Mark icon . to ensure the parameter/variable text box is
visible. This will allow you to enter the required parameter/variable

3. Enter the required parameter/variable into the Project Code text box. In this
scenario, we will enter the Project code 670K16C205

4. Once the proper parameter/variable is entered, the Run icon | = run |will be
enabled. Click the Run icon to run the report

5. If you want to print a paper copy, click the Printer icon E and follow the
prompts to export the report to a PDF format. Open the PDF report in Adobe
Reader and use the print feature in Adobe Reader to print a paper copy

| Home | Documents | Federal Funds Summary || & Fed assist Op Bud Rec

View * New v Organize = Send v More Actions ~ | Details

My Documents Title
Folders :
‘¥l | B1B2 Financial Record -
B B puske o Home || Documents | CBRO3 = = & ]
ublic Folders | | B3 Expenditure Detail —
MARS Financial ¥l | C1C2 Financial Record & — =) i
. (o]
@D % | 12 Finandial Record Web Intelligence ~ O [ E s II # i“- é - i C B R03 R rt
Agency Budgst Exscution ¥ |C1c2_C3_C5 Records -~ e p 0
= ¥ | C3 Expenditure Detail -t 4
Agency Budget Preparation - Capltal Budget Record CBR-03
¥l | Capital Listing with Reafl =— I Eranch- Exzcutive Bransh
10-12 Biennium G e v i |—| Advanced i) Run cabinet Tourlsm, AfE and Heriage Casinat
12-14 Biennium agency: TourlEm, AN and Hermage Caninat
¥l | cerot - ark
) Enter ualuels) for Project Code; | Approprstion arke
14-16 Biennium ¥ | CBROL - Cabinet Rank = - Equipment Title: ST Car &g EQUIPMENT rapiacament
16-18 Biennium ¥ cormp -2 &70K16C205 KBUD Projact Numbar: £70<12020%
l = Capitsl Budget Six-Year Capltal Pian
KBUD Training Manuals ; * |CBRO3 = Pricrity Raqueat 2016-18
058D Budget Preparation | w o cERot 3 Cabingt: =
¥ | coros (™) Agancy: 12
Redeveloped Agency Reports 5
¥l | CBRCPL Capital Profe EQUIPMENT DOCUMENTATION

¥ | D_RestrictedFundSumR] Location (County):  Muli-Caunty
Lacation (ADD):
Equipment Documentstion

AgditionalDesarption Justfization
¥l | E Restricted Fund Record The Deparimen of Parks has s2veral goif courses In which ma,:nr 53rE and squipment are mare 1han len years o, Those courses

N AMEUNE INGILGE MINEF3I MDUNG on Grayson Lake (35). PaRnyTiE Fores |
* | E_Rstd_Fund_Mathcheck (70}, Samen Avar (£5) and Yatasdle cOUrsS: Iit2 o galf care In commercial operation I 2ight years. Options
 purchzs new replacement cars. Agency fasis inat ore |an
fF22d tor replacement of et equpment hat hae outh

* | DCB1B2 Financial Record

| | DCB3 Expenditure Detail

est Int rssi

| |F Federal Funds Summary
e ralraay mawer & app'\:l:lmi Iy

E G Fed Assist Op Bud Record
525 nat o mention £ nine hos coursss.

n]' oo
¥l | P Cabinet Priority Ranking JUEH 10 r2plac ane gra=n mowsr 3n one fainwy mowsr 3t 3l e 5.0/ SoursSs would rn §345 000 Thess payments cannot o
¥ P Priority Ranking affarded In our curent aperational budgets. The Deparment cumently cwne all turf squipmant.

* | Request Code - Serial Number Report Prajest Budgat
n nousa estimate

Existing Facilty
Pragram Relocation
Phaeed Project

Previcus Requestja):  Has thiz Hem bean requzstzd In 2 prior blennlal budget requast’ Yee
It yes, lg=niify Ine DIENNAMDIENNIZ; M C3pIEl SQUIpMEnt NAMEs(s): 300 e CanevAgancy

Related to Previoualy Autnorized Project:  Iftha equipment | reiatad 1o 3 previously authorzed eguipment fem,
please ldzntify the project and acilen under which It was aulhorized.
EQUIFMENT BUDGET FY 2015-1€ FY 2015-17 FY 2017-13

‘Quantity of igentical Units:

Equipment Prica per Unit:

Fund Source q q q 7
FY 201516 FY 2016-17 FY 2017-18 Total
Rastrictad Funds o o a 1}
Bond Funds o 1,000,000 1,000,000 2,000,000
Total Funds o 1.000.000 1.000.000 2,000,000

Percent of Impact on Operating Budgst for Programmatic Expansas?
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Technology System Project 670K16C208, Cable Infrastructure Planning and
Implementation. The CBR04 Report will need to be created for each of the Capital
Information Technology System projects.

1.
2.

Double click on the CBR04
Click on Question Mark icon

Report to open up the report

visible. This will allow you to enter the required parameter/variable

scenario, we will enter the Project code 670K16C208

enabled. Click the Run icon to run the report

Documents | F Federal Funds Summary

|/ & Fed Assist Op Bud Rec

If you want to print a paper copy, click the Printer icon

Home || Documents | CBRO4
rd

a

View = New v Organize = Send v More Actions ~ Details
My Documents Title ~
Folders ¥ | B1B2 Finandial Record
E1 (51 public Folders
eMARS Financial
KBUD

W |ClC2 C3_C5 Records

Agency Budget Execution
¥ | C3 Expenditure Detail
Agency Budget Preparation
! | Capital Listing with Rea
10-12 Biennium i
W | Capital Listing with Shor

12-14 Biennium ¥ | CBROL

14-16 Biennium ¥ | CBROL - Cabinet Rank -

16-18 Biennium ¥ | cerm2
KEUD Training Manuals 220

058D Budget Preparation l # | CBRO+

¥ | ceaos

Redeveloped Agency Reports %
¥ | CBRECPL Capital Profe

| | D_RestrictedFundSumRg

Web Intelligence = | [ =

4
{7 Advanced Run

R P

E and follow the
prompts to export the report to a PDF format. Open the PDF report in Adobe
Reader and use the print feature in Adobe Reader to print a paper copy

CBRO04 Report

to ensure the parameter/variable text box is
Enter the required parameter/variable into the Project Code text box. In this

Once the proper parameter/variable is entered, the Run icon | = run |will be

In this scenario, we will run the CBR04 Capital Project Report for Capital Information

Capltal Budgst Record CBR-04

Eranch: Exacutive Branch
cabinet Tourism, Ars and Heritage Cabinet
Agency: Tourism, Arts and Hertage Cabinat

Enter Project Code-

&70K16C208

pRrop Farks
Equipment Titie:

KBUD Project Number: S7IK16C20%

= [nn oo
3 i

Pragram Relacation
Phaged Project

Universitiss Only: Primary Frogram Purposs
Previous Requeet(s):

¥ | DCB182 Finandial Record
| | DCB3 Expenditure Detail
¥ |E Restricted Fund Record
| E_Rstd_Fund_Mathcheck

W | F Federal Funds Summary

E G Fed Assist Op Bud Record

| | P Cabinet Priority Ranking

i | P Priority Ranking

' | Request Code - Serial Number Report

PROJECT BUDGET

Fund Source

Cable Infragtructure Planning and Implementation

Has this tem been requzsted In 2 prior blennial budget requast Mo
It ye=, Io=ntify the Dlsnniumbiennis; e project names(s); and he CaoinetiAgsncy.

Percent of Inpact on Oparating Budgat for Programmatic Expensas?

FY 2015-18 FY 201617 FY 2017-13 Total
Bond Funds o 3,000,000 5,000,000 8.000,000
Total Funds 0 2,000,000 5,000,000 8.000,000
Cast Elemants
Frofessionalimplementation Senvices o 200,000 o 200,000
Hardware - Vendor Supplied o 2,300,000 4,900,000 7.700.000
Total Costs 0 2,000,000 4,900,000 7.500,000
Method of Frogurement (Acquiztions Only): Furshase
IMPACT ON OPERATING BUDGET
campletion Date: D5/ 2048 F¥i FY2 FY3 Fr4 FY5
Amaunt Amaunt Amount Amount Amaunt
Fund Source
o 0 0 o o
Total Costs o (] ] o o
Cost Elements
i) 0 1] i) i)
Total Costs o 0 0 o o

You should now have the understanding on how to use KBUD and EBI (KBUD

Reports) to create the necessay electronic and paper copies of the Capital Budget
Requests reports required for your budget submission.
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Section 7 Off Budget Fund Form

Section 7.1 Budget Form Overview

The KBUD dimension table and budget form used to create your Off Budget Fund
Requests are the Off Budget Fund Maintenance Dimension and the

1618 OFFBUD_FUND, Off Budget Funds form. These two tools along with a FY14
and FY15 History load into KBUD are all the components necessary to produce the
Off-Budget Fund Record Report. The narrative data entered in the Off Budget
dimension table along with the numerical budget data entered on the agency’s

1618 OFFBUD_FUND forms are ultimately translated into informative budget request
reports. These reports are the final output used by agencies to submit their formal

budget request to GOPM.

Dimension (Off Budget Fund Maintenance)

o - MDUONS > Bodget Tasks » Dimensions > OF Budget Fund Maintenance > £t OF Budgat Fund

sl o et et | Off-Budget Fund Record Report

2016-2018 Kentucky Branch Budget
Operating Budget Request: Off-Budget Fund Record
All requested columns rounded te nearest $100

\ OPERATING BUDGET OFF-BUDGET FUND RECORD

Governmental Branch: Executive Branch
Cabinet: Finance and Administration Appr

Agency: Finance and Administration
iati eneral Admini ion

I. FUND SOURCE DATA
Fund Mame: Fire & Tomado Fund

O eMARS Fund Cods: 3802 . .
\ Legal Authority Gitation: KRS 222 2222 Dimension Data
O Busget Funds Descrgbon: N
Restricted Uses (Yes/Mo): Yes

Il. OFF BUDGET FUNDS DESCRIPTION:
This fund is used to help with fire and tormado disasters

Requested Requests

lil. OFF-BUDGET FUNDS Actual Actual idgeted
BUDGETS SUMMARY FY 2013 -14 FY 2014 -1 FY 2015 - 16 FY 2016-17  FY2017-18
" (A) Resources:
Go 1 100 o# paca
Balance Forward (Off Budget) 1,119,357 1,926,205 2,749,000 3,549,000 1,348,000
Gumrent Receipts (Off Budget) 21755513 14753 957 14,800,000 14,800,000 14,500,000
Mon-Revenue Receipts (Off Budget) -2,840,470 4,447 438 4,500,000 4,500,000 4,500,000
Total Resources 19,934,400 21,127,600 22,049,000 22,349,000 20,649,000
(B) Expenditures:
Expenditures (Off Budget) 18,008,196 18,378,631 18,500,000 21,500,000 20,000,000
Total Expenditures 18,008,196 18,378,631 18,500,000 21,500,000 20,000,000 /
- _

2 ——
1618 OFFBUD_FUND Form Historical Budget Totals
Edit Budget Request | off Budget Funds i Document Management | Data

- Budget Request Summary m

Layout Code: 1618_OFFBUD_FUND Type: ﬂ Request Code: 1709 Request Name: Fire & Torna und

Off Budget Fund: 3802-1618

i Select Model: | [v]

Refresh  Zero Out  Display Sub Total:

Export Import Audit Trail View Graph Sort... View as CSV

New Line | Copy Line | Delete Line

FY 16-17 FY 17-18

FY 15-16

1] v [ oot oves ]

1,349,000

m] 1 OBALFOR R 2,749,000 3,549,000
a 2 OCURREC R 14,800,000 14,800,000 14,800,000 N umeric al

o 3 ONONREV R 4,500,000 4,500,000 4,500,000

ml 4 OEXPENDITURES E 18,500,000 21,500,000 20,000,000 Bu d g et Data

3,549,000 1,349,000

Totals
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The 2016-2018 Budget Instructions requires agencies to complete an
Off Budget Fund Budget Request the Appropriation Unit Level, to record each Off
Budget Account assigned to an agency.

In KBUD, the 1618 OFFBUD_FUND form will be used to produce your agency’s Off
Budget Fund Budget Request.

Off Budget Fund Budget Request Form

[E] 1518 OFFBUD FUND Off Budget Funds

The 1618 OFFBUD_FUND Budget Request form contains multiple tabs:
e Edit Budget Request
e Off Budget Funds
e Document Management (NOT USED)

1618 OFFBUD FUND Form with Multiple Tabs

Edit Budget Request I Off Budget Funds | Document Management |

Notify

Expand All | Collapse All

- — Budget Request Details m

Request Code: 1709 * Name: Fire & Tornado Fund
Farm: 1618 OFFEBUD_FUND
* Stage: .ﬂ

r - Reason For Change

Reaszon Description:

|- - Budget Request Information

- Dimensicns m

Off Budget Fund: 3802-1618
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Section 7.2 Creating an Off Budget Fund Budget Request

This section includes an overview of the Off Budget Fund Budget Request creation
process along with the detailed instructions to create an Off Budget Fund Budget
Request required by the 2016-2018 Budget Instructions.

Section 7.2.1 Process Overview

The following is a summarized description of the steps involved in the process to
create an Off Budget Fund in order to help users understand the flow of the detailed
instructions:

1) Login to KBUD and navigate to the Off Budget Fund Maintenance Dimension
table to update the information to one of the pre-defined Off Budget Fund
dimensions

2) Navigate to the Budget Layout Selection Page to choose the
1618 _OFFBUD_FUND Budget Request form

3) Create an instance of the 1618 OFFBUD_FUND Budget Request form for an
ABR

4) Manually enter the appropriate budget lines (data) into the Off Budget Funds tab

5) Login to KBUD Reports (EBI) and navigate to the 16-18 Biennium folder to run
and/or print the necessary Off Budget Fund budget request report necessary for
official budget submission to GOPM
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Section 7.2.2 Login to KBUD and Navigate to the Off Budget Fund
Dimension Table and Update the Dimension

e Open your browser and enter the URL for the KBUD application into the
browser’s address bar: https://kbud.ky.gov/.

e Enter your KBUD user ID and password.
e From the Home page, follow these steps:
1. Click the Dimensions link

2. Click on the Off Budget Fund Maintenance Link. The Off Budget Fund
Maintenance page will appear.

Home Page

Reference Data Security Utilities Budget Task:

Advantage Performance Budgeting - Training > Budget Ta

Budget Tasks
Categories
1 [ Dimensions - This contai+ links to the Dimensions the users can edit.
Pages
Formulate Budget Request Dimensions
Security Utilities Budget Tasks
Advantage Performance Budgeting - Training = Budget Tasks = Dimensions
Dimensions
Go to top of page Pages

Rectricted Fund Maintenance

2 Off Budget Fund Maintenance ]

ABH Maintenance

Grant Maintenance

Off Budget Fund

Project Maintenance .
Maintenance

Gao to top of page

Advantage Performance Budgeting - KBUDNP = Budget ensions > Off Budget Fund Maintenance -

Off Budget Fund Maintenance

Code: [3802* Name: Search

Edit Sawve View Display 20 [¥] Items  Sort.

B oo Juee |

__g] 3802-1618 Fire & Tornada Fund
Expand All | Collapse Al
= Information [i]

*Code: 3802-1618

Name: Fire & Tornado Fund

Go to top of page
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KBUD:

From the Dimension Off Budget Fund Maintenance page, you can search and view all
the Off Budget Fund codes by leaving the Code and Name textboxes empty and
clicking the Search button. This will bring back all the Off Budget Funds available
based on your security. You can also narrow your search for a specific Off Budget

Fund by following these steps:

1. Enter the Off Budget Fund’s Code in the Code textbox

2. Click the Search button to search for the Off Budget Fund (If no records
are returned, you need to redefine your search

3. Check the checkbox next to the record you want to edit

4. Click the Edit button and the Edit Off Budget Fund Dimension will appear

Off Budget Fund Maintenance

Reference Data Security Utilities Budget

Advantage Performance Budgeting - KBUDNP = Budget Tasks = Dimensions = Off Budget Fund Maintenance A

Off Budget Fund Maintenance

Code: |3802* Name|

Edit | Save View Display 20 [v]Items  Sort..

Flfooce

3 T 3802-1618 Fire & Tornado |
o

Expand All | Collapse All

|,_ Information m

=

* Code: |3802-1618

Name: Fire & Tornado Fund

Go to top of page

5. Update any of the Off Budget Fund information not greyed out
6. Click the Save button and you should receive the Action was successful

message.

@ Action was successful.

e Repeat the previous process to update each of the agency’s Off Budget Fund.
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Section 7.2.3 Navigate to the Budget Layout Page to choose the
1618 OFFBUD_FUND Budget Request Form

e From the Home page, you can navigate to the KBUD forms in two ways:

1. Click the Formulate Budget Request link under the Pages heading, or
2. Click on the Budget Tasks on the menu bar and select Formulate Budget
Request. The Budget Layout Selection page will appear.

e B)| & nttp://kbud310np state ky.us/trainl/Controller o~ G ﬁ * 3

@ Budget Tasks

File Edit View Favorites Tools Help

9% Ky Office of State Budget Dir.. 2] (2 unread) - philrosell - Ya.. & Welcome to AMS Advant... Google 2 KBUD310 (2015) - Prod
Welcome, RVI0040 Messages(0) [ Home k= | Help | Preferences | Reports | Edit Password | Logout

Reference Data Security Utilities Budget Tasks

Advantage Performance Budgeting - Training = rﬁ
| Formulate Budget Request ‘ A
Budget Tasks l Execute Query J
Categories Refresh Cache Page

Dimensions - This contains links to the Dimensions the users can edit.

1 =
\

[ Formulste Budget Request J

Execute Query

Refresh Cache Page

Go to top of page

#100% -

javascriptitriggerTransition(’//BudgetLayoutsSelection/Header)
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¢ From the Budget Layout Selection page, you will see all the KBUD forms that
available for your use. In this case, you want to choose the
1618 OFFBUD_FUND form by clicking on the corresponding blue link. The
Select Budget Request page will appear.

Budget Layout Selection Page

Reference Data Security Utilities Budget Tasks

Advantage Performance Budgeting - Training > Budget Tasks > Budget Layout Selection >

Budget Layout Selection
Code: | Name:
Layout Type:

Display 20 Items  Sort...

Item Page: 1 2

Search

E] 1618 A2-A3-A4-AS A2/A3/A4/AS Baseline Budget Request
LE] 1618 OFFBUD FUND Off Budget Funds
1E] 1618 CAPITAL EXPEND Capital Reguest Expenditures
& 1618 CAPITAL FUND Capital Reguest by Fund Source
& 1618 CAP IMPONCPBUD Capital Reguest - Impact on Operating Budget
& 1618 E FUND-RECEIFTS E Restricted Funds & Receipts Form
E 1618 G G Federal Assistance Form

e Please keep in mind, the Select Budget Request page will display all the
instances of this specific form (1618 OFFBUD_FUND) you have created.
However, when the page initially loads up, there will be NO ITEMS TO
DISPLAY, even if you have previously created an instance of the form. This is
normal until you either create a new form or do a search for a previously created
form.

Select Budget Request Page (1618 OFFBUD FUND Form

Welcome, MGI0011  Messages(0) [Home '@ | Help | Preferences | Reports | §

Reference Data Security Utilities Budget

Advantage Performance Budgeting - Training > Budget Tasks > Formulate Budget Request > Select Budget Request
Select Budget Request
Layout Code: |1618_OFFBUD_FUND Request Code: Stage: Archive View: |False[v| search
Layout Type: |Generic Name:
Off Budaet Fund: &
MNew Delete  Save Display 100[~] Items  Sort..
- NO ITEMS TO DISPLAY -
< 7
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From the Select Budget Request page, you can do all of the following functions:
1. Use the Search feature to search for previous created forms
= Search all by leaving all textboxes blank and clicking the Search
button and all instances of the form will appear
= Search by Request Code, Name, or Off Budget Fund by typing in
the information in the textboxes and clicking the Search button (* is
the wildcard) and the instances that match your parameters will
appear (NOTE: Once a form moves past Stage 2 in the KBUD
process, agencies will no longer see this form in their search
results)
2. Use the New feature to create a new instance of this specific form
= Click the New button and the Create Budget Request page will
appear to allow you to create a new instance of the form
3. Use the Edit feature to edit an existing instance of this specific form
= Click the checkbox of the form instance you wish to edit, click the
Edit button and the form will appear in the edit mode
4. Use the View feature to only view (no editing) an existing instance of this
specific form
= Click the checkbox of the form instance you wish to view, click the
View button and the form will appear in the view mode
5. Use the Delete/Save feature to delete an existing instance of this specific
form
= Click the checkbox(es) of the form(s) instances you wish to delete,
click the Delete button to mark the form(s) for deletion, click the
Save button to finalize the deletion of the form(s), and they will be
permanently deleted (NOTE: You cannot delete a form if there
are active budget lines within the form. You will receive an error
message. You have to first edit the form and delete all budget lines
within all tabs and then perform the deletion procedure)

Welcome, MGJ0011  Messages(0) [ Home = | Help

Reference Data Security Utilities Budget Tasks

Advantage Performance Budgeting - KBUDNP > Budget Tasks > Formulate Budget Request > Select Budget Request

Select Budget Request 1
Layout Code: |1618_OFFBUD_FUND Request Code: Stage: | [w] Archive view: False[v] scaren
Layout Type: [~] Name:
4 5 Off Budaget Fund: I
[ﬂewlgdit ]&\EW] [ Delate 5§ve] Display (20 [V] 1tems  Sart...
ioge ot tudgetrana
[E1R 1709 Fire & Tomado Fund (INSTANCES O e Form 3802-1618
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Section 7.2.4 Creating the Off Budget Fund Budget Request Form

In this section, we will continue from the previous section to create an Off Budget Fund
Budget Request Form for Off Budget fund 3802, Fire & Tornado Fund.

e From the Select Budget Request page, click the New button. The Create Budget
Request page will appear and allow you to create a new instance of the
1618 OFFBUD_FUND form.

Select Budget Request Page (1618 OFFBUD FUND Form

Welcome, MGI0011  Messages(0) [Home &) | Help | Preferences | Reports | f

Reference Data Security Utilities Budge

Advantage Performance Budgeting - Training > Budget Formulate Budget Request > Select Budget Request
Select Budget Request
Layout Code: |1618_OFFBUD_FUND Request Code: Stage: |1[v| Archive View: False[v]| Search
Layout Type: |Generic Mame:

Off Budget Fund: +#
Delete  Save Display 100[~] Items  Sort..
I T S S

- NO ITEMS TO DISPLAY -
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Off Budget Fund Form

From the Create Budget Request page, you will need to complete these four primary

steps:

1. Fill in the Name textbox (Suggestion: make it meaningful, so you will
know by its name what program is contained in the form. Also you cannot
reuse the exact name of a previous created form. You will receive an
error message if you do reuse the name. It is the form name that makes it
an unique instance of the form)

2. Fillin the Off Budget Fund textbox There are two ways to fill in the
textbox: 1) Type in the correct Off Budget Fund code, or 2) click on the
blue Off Budget Fund link to pull up a Off Budget Fund Search box, and
complete the following three steps to select it from a pick list:

= 2-1) Type in the first few digits of the Off Budget Fund code and *
in the Code textbox

= 2-2) Click the Search button

= 2-3) Click the Select button for the 3802-1618
3. Click the Save button, and the new form with all its appropriate tabs will
be created

Create Budget Request Page

Eack

Create Budget Request

Expand All | Collapse All

- Budget Request Details m

1

Request Code:

Form: 1618_OFFBUD_FUND

[ * MName: Fire & Tornado Fund ]

dl
* Stage: 1]

|— - Budget Request Information

-/ Dimensions m 2

Off Buggget Fund: B802-1618

N

Go to top of pagx

Stage should always be set to 1 by the agencies.
GOPM will move the forms to Stage 2 when needed.

Off Budget Fund Search Page

Select |+ 3802-1618

Off Budget Fund Search
Short
Name:

ﬂ Parent

off
Budget
Fund:

Display 20 [v] Items  Sort..

| [Code  [Name  [ShortName ______|Flement Type

Fire & Tornado Fund COoA

=
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Off Budget Fund Form

Section 7.2.5

Entering Budget Data in the 1618 OFFBUD_FUND Form

e Once the new form is created, you will be able to access all the necessary tabs within the
form. You can follow these steps to manually add line-by-line information to each tab.
1. Click on the Off Budget Funds tab (NOTE: You can now add your Sources of Funds

2.

and Expenditure budget objects and budget data)
Click the New Line button to add a new blank line (NOTE: Continue to add new

blank lines for each line of budget data you need to enter for this Off Budget Fund.

Enter a separate budget line for each budget object required by the 2016-2018
Budget Instructions)

3. Enter the appropriate budget data on the line. To use the search feature for the

Budget Obiject cells, follow these steps:

= 3-1) Right mouse click in the cell and click the blue Search link

= 3-2) From the Budget Object Search page, either use the search fields to
refine your search results or leave all the fields blank to see all the available
codes

= 3-3) Click the Search button to execute the search or Cancel to cancel the search

= 3-4) Click the Select button of the desired code, and it will populate the cell

button

Once you have finished entering all your budget lines for this tab, click the Save

New 1618 OFFBUD_ FUND Form for 3802-1618

Save Back

1

\

Edit Budget Request

Notify
Expand All | Collapse All

- - Budget Regquest Details m

Reguest Code: 1709
Form:

B

* Stage:

T
Off Budget Funds | Document Management

Off Budget Funds Tab

1618_OFFBUD_FUND

/] =
Edit BudgetRequest | Off Budget Funds | Document Management

r-= Reason For Change

Reason Description:

Layout Code: 1618 OFFBUD_FUND Type: Reguest Code: 1709

[+]

- Budget Request Summary m
’r Off Budget Fund: 3802-1618

zerg Out  Display Sub Total: Select Model: | [v]

2

Copy Line  Delete Line  £200rt Import Audit Trail View Graph

Refresh

|— - Budget Request Information

I

IEI Budget Object Search
m] 1 OBALFOR R

= Dimensions m

[m] 2 OCURREC R o
O J— o Hama: Typa:

4 E
Off Budget Fund: 3802-1618 3 [ -
Totals Favorites
Short
Code Name
IGo to top of page Expand 4 Esamce

~n A1
Go to top of paga\j_l

¢ oaarFon

Balance Forward (04 Budget)

Select Balarce Farward (O Bud Form)  Revenue

coa

Select ¥ OOURREC Current Recs (08 Budget) Revenue

Select & CHONREV

=

NanRmunnus fac (S Bud)
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e Continue this same process until you have completed the form.

e Ensure the necessary budget lines include budget data for each budget object.
You can reference the budget object types by going to OSBD’s Website,
http://osbd.ky.gov/Pages/KBUD-Information.aspx, and viewing a list of all
applicable budget objects.

Edit Budget Request | Off Budget Funds | Document Management

- Budget Request Summary m

Layout Code: 1618 _OFFBUD_FUND Type: Generic
Off Budget Fund: 3802-1618

Request Code: 1709 Request Name: Fire & Tornado Fund

Dizplay Sub Total

Refresh  Zero Out Select Model:

Export Import Audit Trail View Graph

MNew Line  Copy Line  Delete Line Sort... View as CSVW

O OBALFOR. R 2,749,000 3,549,000 1,349,000

O ] OCURREC R 14,800,000 14,800,000 14,800,000

O ONONREV R 4,500,000 4,500,000 4,500,000

O 4 OEXPENDITURES) E 18,500,000 21,500,000 20,000,000
Totals -3,549,000 1,349,000 —549,000.

Show 20 rows per page

Page 1 of 1

¢ Once the dimension has been updated and the 1618 OFFBUD_FUND form has
been completed for each Off Budget Fund, the associated reports can be
created and printed.
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Section 7.2.6 Login to KBUD Reports (EBI) to Access Off Budget Fund

Reports

In this section, we will login to SAP’s Enterprise Business Intelligence Version 4.1 (EBI
4.1) which houses the KBUD Reports and navigate to the 16-18 Biennium folder to

access the necessary budget request reports. Reference Section 9, KBUD Reports, for
more in depth explanation of reports.

Reports are the final output of the budget request process. It is important to

understand that the data entered directly into the KBUD forms and dimension
tables are used to populate KBUD reports. For example, compare the dimension
table we updated and the 1618 OFFBUD_FUND form we created in the
previous sections for Off Budget Fund 3802 to the Off-Budget Fund Record
Report. You can directly trace the dimension data to the data heading on the
report. You can also trace the form’s budget data amounts to the budget totals

on the report.

Dimension (Off Budget Fund Maint

enance)

Bt R o8 Dualielrog - FTULR + Dualied i » Dmwirar's = O Toailiel o] Wi 1 U Bt "ol

O Wb Pl | (cmat maeazamat
Off-Budget Fund Record Report
Rl 1 | e
O i P 1l TG 200 Mantuciy Brasch Budget
Chperatng Budgel Srguesl: O Budget Furs Brsord
Cal AN requested columnn rousded 83 mearesd 3400
?\_..-- g —\ CFTRATING BUCGET OFF IUDGET FUMD RECCRD
Mgt Geoweinmaental Brasch: Evecuties Beanch Agency: Firgend 4rs] Admann e
i Cabinet: Fimance snd Adminins J (rarial L aii b las
L FUMD SOURCE DATA
‘“ Fund e Fire & Tomae Fusl
ShASACE Fursd Code 2000 . .
--____"‘"—-—______ Legal damhorty Clalion: WS 333 2355 DImEhSIOﬁ Data
s i L (YaRtio] Tee
B OFF BUDGET FudDd DE JORPTION:
Thh Bt 5 e 13 Pl mill B ] maedy Doy
WL OFF-BUDGET FUND S Actusl Actusl tnd Foquavied Hegues
\ / BUCCET S ST FY find .o FY FOA B W AL FY208-1T  FYMM7.18
S —— [A) Bescurcen:
i Forwrd {05 Duigat] (RIS ) 1506205 3,563 000 249,000
Tt R g OF Bt FETHERID B TE) T ] ol ) a3
ot Riwiins Pt epns (07 Budie -2 ) AT oL a 400 03 & 500 3
Tooisi Rasoasic s L FLATT TRBEHLB L
1] Expragitures:
PN | B 18,200, 798 N 1500500 0200250
Total Expancitures 15,008,186 1IN 500,000 mmsf/]
1E1B_DFFBUD_FUND Form Historical Budget Totals
Data

Edit Budpet Request | O Dudget Fands | Document Mansgement |

Budget Request Summary I]]
Loyt Code  1618_OFFBLID_FUND Typee w]
Off Budoet Fund: 3803-1628

Befresh  ZersOut Dy Sub Totals| || Select Model: [ ]

Hew Line  Copy Line  Dejete Line Lipart imend Awdd Tral View G

P 15-16 FY 16-17

[E] e | Budget Object ||
1 QRALFOR
2 OCURREC
3 CHONREV
4 CEXPIMNDITURES

3,549,000
14,800,000
4, 500,000
31,900,000

g
&
=
[-

Request Code: 1709

o

Sgit... liew ag C5)

1,348,000
14,800,000
4,500,000

- LS, 000

Totah -3, 545,000

Numerical
Budget Data

Request Hame: Fire & Tomadefu
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Off Budget Fund Form

Reference Data

In this scenario, we will run the Off Budget Fund Record report for Off Budget

Fund 3802 required for your budget submission.

Required Off Budget Fund Report

1. Off-Budget Fund Record Report (Run this report for each individual Fund)
Supportive ABR Report

(NONE)

There are two ways to access the login webpage to EBI 4.1 which contains
KBUD reports:

the webpage, or

1. Either click on the Report link located in the KBUD application to access

2. Open your web browser and enter the direct link to EBI 4.1 and paste it

into the URL: http://eas073vp-ws009:8080/BOE/BI

Security Utilities

Welcome, MG10011 Messages(0) [ Home & | Help | Preference: | Reports | Edit Password | Logout
Budget Tasks
Advantage Performance Budgeting - Training > Budget Tasks 3
Budget Tasks |
Categories —
Dimensions - This contains links to the Dimensions the edit. 2_ - I =
0 /B0
|- » — — — —_—
Pages
File Edit View Favorites Took Help
Formulate Budaet Request 3
= Poge= Saley= Tock= @@= S [N
Execute Query
Budget Reguest Filter View
Advance Budget Request Stage
Refresh Cache Pag
o to top of page SAP BusinessObjects
Bl launch pad
Enter your user informatinn, and dick " og On”.
-
isgon |
—
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3. Enter your eMARS User ID in the User Name textbox and your password

4. Click on the Log On button

SAP BusinessObjects
Bl launch pad

Enter your user information, and dick "Log On".
If you are unsure of your account information, contact your systam
administrator.

System: |EASO73VP-AP024:6400

User Narfie: |MGI0011 3
Passicfd: [essassnsrenes o

e The Home tab is the entry point into the EBI application. Once in the application,
navigate to the KBUD 1618 Agency Budget Preparation folders which contain all

the reports necessary for your budget submission.
1. Click the Documents tab

2. Click on the Folders bar at the bottom of the page to access the Public

Folders
3. Expand all the Public Folders

4. Open the 16-18 Biennium folder under the Agency Budget Preparation
folder. The available reports will appear on the right side of the web page

S

Welcome: MGJ0O11 | Applications»  Preferences  Help menu~v

Log off

[ = MyRec

Y sand

) a142 7| Home | Documents

Welcome: MGJOD11 | Apglicati

Bl cicz A

View New rgani = More Actions Details
Blaorl B
PN ?ocuments | Title ~ Type
3 a | 7 T
P asepl: I cwebinteligence
& 1nbox B
m”g My Alerts Home | Documents
(12 g ubscribed Alerts 2 = 5
H View * New Organize Send More Actions ~ Details
B Personal Categories — -
| = My Recq My Documents elenme:
ki lcaD 4 Welcome: MGI00L1 | acpheats
P - rancal fiozord Web trehigence
E Public Foigers ¥ | ALY Francial Record Math Chack Wal: [rteligeree
MRS Frarcisl ¥ |A182 A3 x5 Recerds ek TeeeBigence
¥BUD ¥ A Ep A Detad Web Iréefagerce
F— ¥ |43 Bpendere Detal Web mmeligence
W | A5 Personnel Summary Wb Irtellgence
Ageriy Sudget Preparaton
¥ | BIEZ Fnancil Record Web [reriigence
1032 Binrwirn
* |83 Bpenditure Detad Web treeligence
LELY R ¥ | CET Francsl Record [T -
4 el S ¥ | C1C2 Financl Record Math Check Wb Inseligence
KB Trarng Mansk * Web Inteligence
550 Budgat Prepsration 2 Wb begabiomicn
v Wb Ineeiigence
2 Rdevrioped gency feports i
- Wieh Leteligence
[:‘”‘"s CBEQ] - Cnbirnt Rark - Rian ot Cabirt beonl oy s Trteliggees
Search * a1
e ¥ ooz e Irtaligence
¥ o Weh Ineeiigeece
E \\- [ } ek treelgence
~———

KBUD — Section 7

08/10/15

Page 135




Off Budget Fund Form

e In this scenario, we will run and print the Off-Budget Fund Record Report for the
3802-1618. You will need to repeat this process for each Off Budget Fund.

1. Double click on the Off-Budget Record Report to open up the report

= Run |will

E and follow the

Off-Budget Fund
Record Report

Cabamer: Finanee and

TV16-2018 Kentucky Beanch Budget
Opevating Dudget Request: Of-Budget Fand Record
Al feguested columns roundad to nearest §100

OPERATING BUDGET OFF BUDGET FUND RECOHD

Fascutees Aranch

Agency: Finance snd Administration

2. Click on Question Mark icon | ?/| to ensure the parameter/variable text
box is visible. This will allow you to enter the required parameter/variable
3. Enter the required parameter/variable into the Off-Budget Fund Code text
box. In this scenario, we will enter the Off-Budget code 3802-1618
4. Once the proper parameter/variable is entered, the Run icon |
be enabled. Click the Run icon to run the report
5. If you want to print a paper copy, click the Printer icon
prompts to export the report to a PDF format. Open the PDF report in
Adobe Reader and use the print feature in Adobe Reader to print a paper
copy
View = Mew = Organize ~ Send - Mere Adions - | Delails m Off-Budget Fund Rec... . X
My Documents Title =
;ﬂhﬂs ¥ corcpLceptal Propct s Web Intelligence ~ | [ 2= [ 5,}5 P L
Public Folders ¥ | D_RestrictedFundSumRecof
B EMARS Finandial ¥ |DCB1B2 Fin:nciacllk.acord E_El
Bl pac ¥ | Dces expenditure Detail | DJ Advanced Run
=] KEUD ¥ | E Restricted Fund Record IEE 3
g et Precaration %) | E_Rstd_Fund_Mathcheck Enter Off-Budget Fund Code: Gowmmnmanta | Aranch:
; Aga";ﬂ Eg " B | F Federal Funds summany | [~ [3502-1515 ]
ennium B G Fed Assist op Bud Record = L FUND SOURCE DATA
12-1¢ v 1 [ o runt s )
14-16 Biennium ¥ | P Cabinet Priority Ranking 2

3l

3}

Budget Execution

KEUD Training Manuals
B+ gsep Budgst Praparation
LM

Redaveloped Agency Reports

W OFF BUDGET FUNDS DESCRIFTION:
This fued el with 5

e teariadds dnaatens

B OFF-UUDGLT FUNDS Actusl Actual Uudgeted Fequested  Heaueated
BUDGETS SUMMARY FYaona 14 FYHMA-15  Fy 006. 8 YE-17 FY AT .18
2748000 4,000 148,000
14.800000 14200050 14,800,000

2840470 LTS 4,500 500 4,500,000 4,520,000

18534 400 1,437,800 2,048,200 22.840,000 20,545,000

m
mure: 1008, 15 83788 18,500,000 1,400,000 20,000,000
tal Lxpena 10,008,155 WIEEN 18,500,900 21.500,000 20,000,000

e You should now have the understanding on how to use KBUD and EBI (KBUD
Reports) to create the necessay electronic and paper copies of the Off Budget
Budget Requests report required for your budget submission.
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History Changes

Section 8 History Changes

Section 8.1 History Change Overview

The historical data reflected in 2016-2018 Baseline Reports include the FY 2013-14 and FY
2014-15 Actual columns. The display of this historical data on the Baseline Reports is required
by the budget instructions and is a helpful reference for creating the Baseline Budget Request
for FY17 and FY18. The revenue and expenditure data used to populate these columns are
transferred electronically from eMARS and loaded into KBUD. This historical data is loaded into
the appropriate KBUD Program code exactly as it was posted in the eMARS Financial System.
In KBUD, the source of funds could have been allotted for a specific program, but the actual
expenditures may have occurred under a different program for various reasons. When this
occurs, a source of funds and/or expenditure adjustment to each of the affected KBUD
Programs’ historical data is required to ensure the actual amounts are truly reflected on the
Baseline Reports for the budgeted programs. Therefore, it is highly recommended to complete
all the necessary History Changes prior to beginning work on the Baseline Budget Request.

eMARS Database

— Transactions

FENESEEREEEEE

FY14 & FY15 Hist Dat " e
IS1O ry ata OPERATING BUDGET RECORD A1/A2 H | StO ry ency: Finance and Administration
it d Support Services
Load to KBUD Database Governmental Branch: Exccutive Branch Unit: Focilty Developmant and Effeiency
Cabinet: Finance and Administr D a
e ata o
e - — e fFv 201312 FY 201418 FY 20151¢ FY 201617 FY 201718
n e p- F Actual Actual Budgeted
, x ; . SOURCE OF FUNDS
F o rasa General Fund
e w3 Wi snenm g Regular Appro 6,215,300 5,618,900 0 0 0
. * 5 - i e = State C 22,400 0 0 0 0
Total G 6237.700 5.618.900 [ [ [
= Restricted Fund!
224 Balance Forwar 0 1,360,727 0 ] ]
o= @ 2610 2,127,254 0 0 0
Total Restricted Funds 1632618 3.487.982 [ 0 0
TOTAL SOURCE OF FUNDS 7,870,318 9,106,882 0 0 0
: EXPENDITURES BY CLASS
o s . Personnel Costs 4495106 4,524,447 0 L] ]
; s p 5 s Cperating Expenses 426,594 467,485 0 0 0
e i = s TOTAL EXPENDITURES BY CLASS 4,921,700 5,291,932 0 0 0
. s EXPENDITURES BY FUND SOURCE
: o e e ; General Fund 3,269,081 3,164,678 0 L] ]
4 poge : A “ Restricted Funds 1632619 2,127,254 0 0 0
. p TOTAL EXPENDITURES BY FUND \4,921,700 5,201,032 J 0 0 0
e s . \S =
4 b p . _ EXPENDITURES BY UNIT
- - - o 0 0 ] 1]
TOTAL EXPENDITURES BY UNIT 0 0 0 0 0
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e In the example below, before the history change is made, Program 785DFCX_PG does
not have any General Fund Appropriations (Source of Funds) in historical years FY14 or
FY15, yet the historical data does show General Fund Expenditures by Fund. Since you

cannot

have more expenditures than revenue, an adjustment to the history is required.

Once the proper history change has been made, the General Fund Expenditures by Fund

OPERATING BUDGET RECORD A1/A2 Agency: Finance and Administration H
. Appropriation: Facilities and Support Services Aft er H I Sto ry Ch an g e
Governmental Bm.nch: Executive anch. i . Program/Service Unit: C issioner's O T TS et COTTTE TOUTOE (O EaTES 3 100
Cabinet: Finance and Administration Sub Program: OPERATING BUDGET RECORD A1/A2 Agency: Finance and Administration
. . ) Appropriation: Facilities and Support Services
Posting Unit: Governmental Branch: Executive Branch ProgramiService Unit: Commissicner's Office
FY 201314 FY 2014-1¢ FY 20415-1¢ Fi Cabinet: Finance and Administration Sub Program:
Actual Actual Budgeted R Posting Unit:
SOURCE OF FUNDS FY 2013-1¢ FY 2014-1¢ FY 2015-1€ FY 201617 FY 2017-18
iati Actual Actual Budgeted Requested Requested
No General Fund Appropriation ] SOURCE OF FURDS uesie
Restricted Funds g eneral Fund
Balance Forward [1] [1] [1] egular Appropriation e -134 a
Non-Revenue Receipts 515475 £75.501 0 Total General Fund ® 15 134 ) ] 2
Total Restricted Funds 515,475 678,501 [ Restricted Funds
Balance Forward o o o o o
TOTAL SOURCE OF FUI CO m ar e 515,475 678,501 0 Nen-Revenue Receipts 515,475 £73.501 o 1] 0
EXPENDITURES BY CLhoy p Total Restricted Funds C EAR 475 678,501 [ 0 0
Personnel Costs 418,642 472,913 o roraL source or runs O 1M p are,, p— 0 0 o
Operating Expenses 96,907 205 454 (1] EXPENDITURES BY CLASS
TOTAL EXPENDITURES BY CLASS 515,550 678,367 0 Personnel Coste 118642 2913 9 0 o
EXPENDITURES BY FUND SOURCE Operating Expenses 96,907 205 454 i) ] 0
General Fund T3 -134 l [1] TOTAL EXPENDITURES BY CLASS 515,550 678,367 o 0 0
estricied Funds EIEE YT 675,001 [

TOTAL EXPENDITURES BY FUND 515,650 678,367 0 General Fund 75 138 o o 0

Resiricted Funds 915,475 675,501 o o 0

EXPENDITURES BY UNIT TOTAL EXPENDITURES BY FUND 515,550 678,367 0 0 0
0 0 0

TOTAL EXPENDITURES BY UNIT 0 0 0 EXPENDITURES BY UNIT . . . 0 .

TOTAL EXPENDITURES BY UNIT 0 0 0 0 0

e If changes must be made to your historical information, the changes will be
accomplished by GOPM staff on the KBUD Historical Change forms. Before requesting
any changes in historical data, consult with your GOPM Analyst to confirm that the

historical changes are necessary. An Excel spreadsheet template is available on the

OSBD

website (http://osbd.ky.gov/Pages/KBUD-Information.aspx), and it can be used to

identify the necessary changes in historical data.

e Listed
1.

4.

below are the most common reasons to accomplish a historical change:

The need to move General Fund (Regular Appropriation) amounts because the
budget request program does not correspond to the allotment structure in eMARS.
(Working on a central fix).

The need to spread a Balance Forward to several programs/subprograms since
the amount landed in one fund/function account. The need to spread Federal Fund
Current Receipts to several programs/subprograms because the drawdowns were
deposited into one fund/function account.

Payroll costs that were recorded in E154 or E169 that now need to be reflected in
the payroll expenditure codes (E111 — E124) to accurately display the salary and
fringe benefit expenditures by the E111 — E124 object codes. Otherwise, the
History Change process is not intended to change expenditures and revenue
codes, or other KBUD objects.

The need to make a change because of a re-organization has occurred.
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Section 8.1.1 Process Overview
The following is a summarized description of the steps involved in the process to necessary to
make Historical changes:

e Login to KBUD Reports (EBI) and navigate to the 16-18 Biennium folder to run and/or
Baseline budget request reports for each Program at the PG level

e Review the two historical year columns to ensure the Source of Funds total amounts for
each fund are equal to and/or greater than the Expenditures by Fund total amounts

e If a historical change is required, contact the agency OSBD Budget Analyst to confirm the
change is required

e |If the historical change is approved, fill out the Excel spreadsheet template named 1618
Historical Change Request with the proper adjustments
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Section 8.2 Login to KBUD Reports (EBI) and Run the Baseline Reports

In this section, we will login to SAP’s Enterprise Business Intelligence Version 4.1 (EBI 4.1)
which houses the KBUD Reports and navigate to the 16-18 Biennium folder to access the
necessary baseline budget request reports to review the the FY14 and FY15 History. In this
scenario, we will run the baseline reports A1A2 Financial Record Report for the following
programs and validate the need for a historical change:

785DFCX_PG - Commissioner's Office
785DFRX_PG - Real Property

785DFOX_PG - Building and Mechanical Services
785DFDX_PG - Facility Development and Efficiency

There are two ways to access the login webpage to EBI 4.1 which contains KBUD
reports:
1. Either click on the Report link located in the KBUD application to access the
webpage, or
2. Open your web browser and enter the direct link to EBI 4.1 and paste it into the
URL: http://eas073vp-ws009:8080/BOE/BI

Welcome, MGJ0011  Messages(0) [Home £ | Help | Preference: | Reports | Edit Password | Logout

Budget Tasks

Go to top of page

+ 8l launch pad |-
File Edit View Faortes Tools Help

it ~ B =17 mh = Pagew Salety~ Took~ @@~ Sl [N
Execute Query e el =

Formulate Budget Request

Budget Reguest Filter View
Advance Budget Request Stage

Refresh Cache Page

SAP BusinessObjects
Bl launch pad

Enter your user information, and dick "Log On®,

¢
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3.
4.

Enter your eMARS User ID in the User Name textbox and your password
Click on the Log On button

SAP BusinessObjects
Bl launch pad

Enter your user information, and dick "Log On".
If you are unsure of your account informatien, contact your system
administrator.

System: |EASD73VP-AP024:6400 3

User Narfe: |MGI0011
Passvcfd: eesnssennenee o

e The Home tab is the entry point into the EBI application. Once in the application, navigate
to the KBUD 1618 Agency Budget Preparation folders which contain all the reports
necessary for your budget submission.

1

2.
3.
4.

Click the Documents tab

Click on the Folders bar at the bottom of the page to access the Public Folders
Expand all the Public Folders

Open the 16-18 Biennium folder under the Agency Budget Preparation folder. The
available reports will appear on the right side of the web page

Welcome: MGIOO11 | pplications  Preferences Help menuv | Log off

My A w Welcome: MGJ0011 |  Applicati
(]
% 214 Home | Documents |
)
- View ~ New ~ Organi More Actions Details
¥ a L
[3) a1 My Documents Title Type
i ™ oo
nid =
o H 5] mweblntelligence
LRk (i
E o D
H @Mme Home || Documents
12 Subscribed Alerts = 2
H View * New Organize end More Actions ~ Details
B Personal Categories i =
My Documents
My R i W Welcome: MGI00L1 | sgphats
Wew = hew = Organie
ER— - ransl Reced Web nseligence
Public Foigers ¥ | ALY Francial Record Math Chack Wal: [rteligeree
MRS Frarcisl r 3_&5 Records ek [reengencs
¥BUD ¥ A Ep A Detad Web Iréefagerce
F— ¥ | 83 Bpendire Dend Web mmeligence
W | A5 Personnel Summary Wb Irtellgence
Ageriy Sudget Preparaton
¥ | BIEZ Fnancil Record Web [reriigence
1032 Binrwirn
* |83 Bpenditure Detad Web treeligence
LELY R ¥ | CET Francsl Record ks Irtafiggeren
4 el ey ¥ | C1C2 Financl Record Math Check Wb teteligence
KB Trarang Manasl e 0 e Dot Web [reeligence
P — W | Caplal Linting mith Basetbosrisation Stabha Wl [rtaliggercs
¥ | Capeal Listing weh Shert Deserigeon Wb Ineeiigence
2 B e
¥ R e Lot .
[:‘”‘“s CBEQ] - Cnbirnt Rark - Rian ot Cabirt beonl oy s Trteliggees
— > 01 1
—— ¥ ooz Wb Intaligencs
¥ o Weh Ineeiigeece
%‘ \\- B4 ) Web tmseligence
~———
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e Torunthe A1A2 Financial Record Report, complete the following steps:
1. Double click on the A1A2 Financial Record report to open up the report

2. Click on Question Mark icon

visible. This will allow you to enter the required parameter/variable
3. Enter the required parameter/variable into the text box. In the first report, we will
use program code 785DFCX_PG
4. Once the proper parameter/variable is entered, the Run icon | = run |will be
enabled. Click the Run icon to run and display the report

i’
| Home | Documents | A142 Financial Record

View = New = Organize -~ Send Mora Actions ~

My Documents
Folders
B[] public Folders
"5 emaRs Finandial
| Fas

= keup

= Agency Budget Preparation

! 10-12 Biennium
12-14 Biennium
14-16 Biennium

= 16-18 Biennium

|| #| | A142 Financial Record 1

Details

Title ~

#| | A1A2 Financial Record Math Check

SApd

Home | Documents | A1A2 Financial Record =+ = |

Welcomd

ZH- 88 Fs-n-|[oc o

Web Intelligence = | [

[ Track ~ 'J Drill ~ % Fiter Bar [ Fraeze

5 Outline

2016-2018 Kentucky Branch Budget
Baseline Budget Request: Financial Rec

All requested columns rounded to nearest|

OPERATING BUDGET RECORD A1/A2 Agency: Fin
Appropriation: Fac|

Governmental Brfncr:: Execuwe F.Lrancn_ : . Program/Service Unit: Cos

to ensure the Enter Program Code textbox is

OPERATING BUDGET RECORD A1/A2

Governmental Branch: Executive Branch
Cabinet: Finance and Administration

Agency: Finance and Administration
Appropriation: Facilities and Support Services

Program/Service Unit: Commissioner's Office

Sub Program:

Posting Unit:
FY 2013-1¢ FY 2014-1% FY 2015-1¢ FY 2016-17 FY 2017-18
Actual Actual Budgeted Requested Requested
SOURCE OF FUNDS
Restricted Funds
Balance Forward a 1] o o 1]
Mon-Revenue Receipts 51547 678,50 1] 1] 1]
Total Restricted Funds 515,475 678,501 0 0 0
TOTAL SOURCE OF FUNDS 515,475 678,501 0 0 0
EXPENDITURES BY CLASS
Perzonnel Costs 413842 472913 o o o
Operating Expenses 96,907 205,454 o o o
TOTAL EXPENDITURES BY CLASS 515,550 678,367 0 0 0
EXPENDITURES BY FUND SOURCE
General Fund 75 -134 a a a
Resfricted Funds 515475 673,501 a a a
TOTAL EXPENDITURES BY FUND 515,650 678,367 0 0 0
EXPENDITURES BY UNIT
1] 1] 1] 1] 1]
TOTAL EXPENDITURES BY UNIT 0 0 0 0 0
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e Repeat the process to run the report for the other three programs. You should
notice that three (785DFCX_PG, 785DFRX_PG, and 785DFOX_PG) of the four
programs show that their General Fund Expenditures by Fund totals are greater

than their General Fund Source of Funds totals, which indicates an adjustment is

necessary because you cannot expend more than you receive. The fourth

program (785DFDX_PG) has a larger than normal Sources of Fund total as
compared to its Expenditures by Fund total. We will use this program to reduce
its General Fund appropriations and spread it to the other three programs.

785DFCX_PG

OPERATING BUDGET RECORD A1/A2

Governmental Branch: Executive Branch

Program/Service Unit: C

Agency: Fi
Appropriation: F;

Cabinet: Finance and Administration Sub Program:
Posting Unit:
FY 2013-1¢ FY 2014-1%
Actual Actual

SOURCE OF FUNDS

Restricted Funds

Governmental Branch: Executive Branch

Balance Forward a a
MNon-Revenue Receipts 515,475 E78,5M
Total Restricted Funds 515,475 678,501
TOTAL SOURCE OF FU CO m p are sisars 678,501
EXPENDITURES BY CLASS
Personnel Costs 418,642 472,913
Opersting Expenses 96,907 205,454
TOTAL EXPENDITURES BY CLASS 515,550 678,367
General Fund 75 134
Restricted Funds 515,475 678,501
TOTAL EXPENDITURES BY FUND 515,550 B78,367
EXPENDITURES BY UNIT

OPERATING BUDGET RECORD A1/A2 Agency: Fi

Appropriation: Fal

Program/Service Unit: B

Cabinet: Finance and Administration Sub Program:
Posting Unit:
FY 2013-1¢ FY 2014-1¢
Actual Actual

SOURCE OF FUNDS
Restricted Funds \ 4

Balance Forward 14,586,406 14,263,007
Cument Receipts 35,975,463 35,413,557
MNon-Revenue Receipts -2,259.067 -2,059 432
Fund Transfers -2,000,000 a
Total Restricted Funds 47.305,8602 47.622,132
TOTAL SOURCE OF FUNDS 47,305,802 47,622,132
EXPENDITURES BY CLASS
Personnel Costs “1.326 357 14 785 656
Operating Expenses Co m p ar‘ e 3,634,949 14,442 2680
Grants Loans Benefits o -254
Debt Service 034,000 274,000
Capital Qutlay 2,097,489 5,826,304
Construction 1] 10,128
TOTAL EXPENDITURES BY CLASS 33,042,795 35,338,134
General Fund 1,551,941 1.180.457 )
Restricted Funds 21,190,554 24157 67T
TOTAL EXPENDITURES BY FUND 33,042,795 35,338,134

785DFOX_PG

OPERATING BUDGET RECORD A1/A2

Governmental Branch: Executive Branch

Program/Service Unit:

Agency:
Appropriation:

Cabinet: Finance and Administration Sub Program
Posting Unit:
FY 2013-1¢ FY 2014-1%
Actual Actual

SOURCE OF FUNDS

( )

2

1]

0

TOTAL SOURCE OF FUNDS 0 0
EXPENDITURES BY CL Ny
Personnel Costs CO m p are iprass 1,204,068
Operating Expenses 59,118 59,067
TOTAL EXPENDITURES BY CLASS 1,096,603 1,213,135
General Fund 1,086 503 1.273.135)
TOTAL EXPENDITURES BY FUND 1,096,603 1,273,135
EXPENDITURES BY UNIT
0 0

TOTAL EXPENDITURES BY UNIT 0 0

OPERATING BUDGET RECORD A1/A2 Agency: H

Governmental Branch: Executive Branch

Appropriation: A

Program/Service Unit: H

Cabinet: Finance and Administration Sub Program:
Posting Unit:
FY 2013-1¢ FY 2014-1¢
Actual Actual
r
General Fund
Regular Appropriation 6,215,300 5,615,900
Gl Salaly ang Compensauon ANoCeaor A0 1]
Total General Fund 6,237,700 5,618,900
Restricted Funds
Balance Forward 1] 1,360.727
Mon-Revenue Receipt: 1,632,619 2127254
Total Restricted Fum CO m p ar e 1.632,618 3,487,982
TOTAL SOURCE OF FUND3 7,870,318 9,106,882
EXPENDITURES BY CLASS
Personnel Costs 4,495,106 4,824 447
Operating Expenses 426,594 467 485
TOTAL EXPENDITURES BY CLASS 4,921,700 5,291,932
l General Fund 3.269.081 3.154.6?5
Restricted Funds 1,632.619 2127254
TOTAL EXPENDITURES BY FUND 4,921,700 5,291,932
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Once you have contacted your agency’s OSBD analyst and it is confirm the historical
change is required, you should fill out the Excel spreadsheet template named 1618
Historical Change Request to record the proper adjustments. Based on our previous
reports, the correct adjustments are shown below (NOTE: The Net Change Amt will
always need to equal zero).

1618 Historical Change Request

Bl 22w xl~|ajnlslw|n |2

A B [ )] E F G H [ J K L W
2016-2018 KBUD History Change Request Form Net Change Amt
A2/A3 Sources & Expenditures by Fund 0.00
From To
Program Program
Dept| Code Fund Object FY 1314 FY 1415 Dept Code Fund Object FY 13-14 FY 1415

TBSA 0100|REGAPP -74.70 134 43 785 [78ADFCX 0100|REGAPP T4.70 -134.43

TB5A 0100[REGAPP -1.096.603.06 -1.273.134.83 785 |785DFRX 0100[REGAPP 1.096.603.06 1.273.134.83

T85A 0100|REGAPP -1.851.941.00 -1.180.457 48 785 [78ADFOX 0100|REGAPP 1.851,941.00 1,180,457 48

You will need to apply the following criteria to all of the 1618 Historical Change Request
Forms (A2/A3 Sources and Expenditures by Fund, A3 Expenditure Detail, E Restricted
Funds Form and E Restricted Receipts Form).

1. Columns under the “From” and “To” Section:
= Program Code should be the function code from the program table (i.e.
AAO00) when making changes to all expenditures and restricted and
federal fund revenues with the exception of the beginning balances.
= Program Code is the “ PG” or “_SP” code when making changes to
beginning balances.
= Fund Code on the A Forms is the Fund Type code (i.e. 0100, 1200, 1300,
6350, etc.).
2. Object codes:
= A2/A3 Form — any of the objects found on the A1 — A2 budget form (i.e.
REGAPP, BALFOR, CURREC, etc.)
= A3 Form - individual expenditure codes (i.e. E111, E169, E254, etc.)
» E Restricted Funds Form — any of the objects found on the summary and
expenditures portion of the E Form (i.e. EBALFOR, ECUREXS, etc.)
= E Restricted Receipts Form — any of the individual revenue codes found
on the E Form (i.e. R404, N112, etc.)

3. Please note the fiscal year columns. The first FY column is for FY 13-14 and the
second is for FY 14-15. Enter any dollar amounts here that need to be changed,
either positive or negative.

4. Please enter values down to the penny.

5. The “From” and “To” sections must balance to zero. For example, if $10,000 is
being moved “From” an Object in AAOO, that same amount must be moved to
somewhere in the “To” section. For each individual entry on the form, either the
“From” side of the form will be negative and the “To” side will be positive or the
“From” side of the form will be positive and the “To” side will be negative, thus a
zero balance for each individual entry.
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e Once the template is completed according to the criteria above, email it to the
OSBD Budget Analyst. OSBD staff will apply the approved changes through a
KBUD Historical Form. Once the change has been accomplished, the FY14 and
FY15 Source of Funds and Expenditures by Fund should be balanced in the
Baseline Reports (see the Before and After Historical Change Reports below).

A B C D E F H I J K L W
1 2016-2018 KBUD History Change Request Form Net Change Amt
2 A2/A3 Sources & Expenditures by Fund 0.00
3 From To
4 Program Program
5 Dept] Code Fund Object FY 1314 FY 1415 Dept | Code Fund Object FY 1314 FY 1415
6 | 785 |7TBSA 0100|REGAPP -14.70 134.43 785 [785DFCX 0100|REGAPP 74.70 -134.43
T | 785 |T85A 0100|REGAPP -1,096,603.06 -1.273,134.83 785 |[785DFRX 0100|REGAPP 1,096,603.06 1,273,134.83
G | 785 |TB5A 0100|REGAPP -1.851.941.00 -1.180.457 .48 785 [7BADFOX 0100|REGAPP 1.651.941.00 1.180.457.48
9
10
1
12
z
Before Historical Change After Historical Change
OPERATING BUDGET RECORD A1IAZ = Apemys F OPERATING BUDGET RECORD A1/A2 Agency: H
Approge ; I Appropriation: F
Cacrapt Fh.mh: E Frarch ms“w::::: & Governmental Bra.nch.: E.)(ecutive Branch. . . Program.fggrvi?:eumt: I
Catanet:  Finance snd Adeinisfrafion Subi Program: Cabinet: Finance and Administration sub Program:
Posting Unit; Posting Unit:
FY B 3-1 Fr 20418 FY 2013-1¢ FY 2014-1%
Ll T ] Achial Actual Actual
SOUREE OF PUMDY SOURCE OF FUNDS
I Pt
Regular Appropristion 75 -134
Houtricted Funds d . 75 474
Biplars e Forwmes 0 Q
PMan-Revesse Redeph E15 4TS BTE Restricted Funds
Toipd Regricted Fisndy E15ATE LTE RG] Balance Forward o o
Mon-Revenue Receipts 515,475 678,501
roras source of ol S QITIDANE 5154 P850 -
—— Total Restricted Funds 515,475 678,501
EXPENCATURES BY CLASS P Compare
Parsontal Lol drhaa AL TOTAL SOURCE OF FUNDS 515,550 678,367
Operatng Expaiiss S ST 205 452
TOTAL EXPENDITURE § BY CLASS SAE.550 78,367 EXPENDITURES BY CLASS
Personnel Costs 415,642 472913
Gesrersd Fimd 75 KT | Operafing Expenses 96,907 205,454
ey ey TiTin TR TOTAL EXPENDITURES BY CLASS 515,550 678,367
TOTAL EXPEMCITLRE S OV FURD Ll &TEIAT EXPENDITURES BY FUND SOURC
(General Fund : 75 EE |
ENPERINTURE S BY UMIT Restricted Funds S15 475 €78,501
TOTAL EXPENDITURES BY FUND 515,550 678,367
Before Historical Change After Historical Change
OPERATIMNG BUDGET RECORD & 143 Agency: OPERATING BUDGET RECORD A1/A2 Agency|
Appropriation: Appropriation|
Gowernmental Branch:  Executive Branch Frograe Service Unit: Governmental Branch: Executive Branch Program!ggrvi?:e Unit
Cabinet:  Finance snd Adminkytration Sub Program: Cabinet: Finance and Administration s
. ub Progran
Pealing "'I““' Posting Unit
e Mt FY 2013.1¢ FYV 201418
SOURCE OF FUMDS Actual Actual
SOURCE OF FUNDS
[ a o I General Fund
'] 1] Regular Appropriation 1,096,603 1,273,135
Total General Fund 1,096,603 1,273,135
TOTAL SOURCE OF FUNDS -] ]
1
EXFENDITURES BY CL TOTAL SOURCE OF FUNDS 1,096,603 1,273,135
Personnal Coaty C DITIFIEFE 1,037 485 12T EXPENDITURES BY C C
Cperating Expenses I 5018 58047 Personnel Costs om p are 1,037 485 1,204,068
TOTAL EXPERDTURES BY CLASS 1,086,803 1373135 Operating Expenses 5a.118 £9.067
.I TOTAL EXPENDITURES BY CLA 1,096,603 1,273,135
Gl Fund 1,098 03 273,115
— EXPENDITURES BY FUND SOU
¥ T, 5
TOTAL EXPERDTURES BY TUND 1 Tl TS0 General Fund F# 1,096,603 1.2?3.131]
TOTAL EXPENDITURES BY FUND 1,096,603 1,273,135
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Before Historical Change

OPERATING BUDGET RECORD A10A2 Agenicy: Fal

Girvemimentsl Branch! Execulive Branch FrogramService Uit Baf

Cabmet: Finanoe sl ADMasismranion P —
Posting Un:
FY Hri 34 FY Hifd-qt
Al Actusl
SOURCE OF FUND§
Wi Furds »
Balan ¢ Forem 14, 558 408 i 23 poT
Cusent Racapty 3 T8 4 35 40k 55T
Hor.Revenis Reiepiy 2 I8 06T Sl R ke
Fued Trafiders 2500508 a
Toptal Resirichesd Fundy ATREMZ LIF F ALY
TOTAL SOHARCE OF FURGS AT A BT AT ST
EXFENCNTURE S BY CLASS
Parorined Cowti E 4,308 357 i, TS e
Cguprpting Loparsty A LU bl ]
sty Lo Benedns Ompare & 254
Gt Gerace T 200G LTE000
Capitsl Cutisy 2067 485 5 EDE 20
Coringion " LR
TOTAL EXPERINTURES 8Y CLASS T3, T 36338104
| L=l HOaTLIHL S Loy UKD BUAIED ]
Garsgral Fund 1 R4 B 1180 687 |
Reeatrc e Fuanda LIRS T HARTENT
TOTAL EEPERINTURE S BY FURD HIAT TR LM

Before Historical Change

e

After Historical Change

OPERATING BUDGET RECORD A1/AZ

Governmental Branch: Executive Branch
Cabinet: Finance and Administration

Agen
Appropriati

Program/Service Un|

OPERATING BUDGET RECORD A1AT Agency:
~ . Appiopriation; F
it P ant Admnisiaion, P12 S4evice Uk
L inance a nistration Gy e
Poating Ui
[ F TEET] FY 200414
Actual Actual
6215300 E618, 5-);‘]

- = g o
Tl Genetal Faed ST SEILI00
Restricied Funds
Balane Forwaed < 1,380,727
Han-Revenus Resspti 1632 819 2137254
Tal Bentrised Fum C GmpErE LEXLE1R 14T
TOTAL SDURCE OF FUNDS T.ETS 318 8,108 853
EXPEMINTURLS BY CLASS
Pereanns] Cosls £ 455 10 4 H24 847
Operating Experaes 426 554 5T &5
TOTAL EXPENDITURE S BY CLASS 45011700 5281930
Lagsampl Py pdrc sl pAL L] l.'--'d
Feniric b Funds 1R el
TOTAL EXPENDITURE 5 BY FUND 45331, 700 5251832

Sub Progr{
Posting U
FY 2013-1¢ FY 2014-1¢
Actual Actual
035
General Fund
Regular Appropriation 1,851,941 1,180, 45
\_ Total General Fund PY 1.851.941 1.180.45
Restricted Funds
Balance Forward 14,586 406 14,263,007
Cumrent Receipts 35,975 483 35,418,557
Mon-Revenus Receipts -2,261,077 -2,059,432
Fund Transfers -2.000,000 [1]
Total Restricted Funds 47,303,791 47.622.132
Compare
TOTAL SOURCE OF FUNDS 49,155,732 45,502,590
EXPENDITURES BY CLASS
Personnel Costs 14,326,357 14,785,696
Operating Expenzes 15,634 949 14 442 260
Grants Loans Bensfits 1] -254
Debt Service 934,000 274,000
Capital Qutlay 2,097,429 5,826,304
Construction 1] 10,128
TOTAL EXPENDITURES BY CLASS 33,042,795 35,338,134
General Fund 1,651,941 1,180,457 )
Restricted Funds 31,190,854 24157 67T
TOTAL EXPENDITURES BY FUND 33,042,795 35,338,134
After Historical Change
OPERATING BUDGET RECORD A1/A2 Agency
i Appropriation:
Governmental Bra_nc h: E_J(ecutlve Branch_ . . Program/Service Unit:
Cabinet: Finance and Administration Sub Progran]
Posting Unit:
FY 2013-1¢ FY 2014-1¢
Actual Actual
SOURCE OF FUNDS
General Fund
Regular Appropriation 3.266.681 3.165,442 ]
State Salary and Compensation All%aticr 22,400 [H]
Total General Fund 3.289.081 3.165.4432
Resfricted Funds
Balance Forward 1} 1,360,727
Men-Revenus Receipts 1,632,619 2,127,254
Total Restricted Func 1.632,618 3.487,982
~— Compare
TOTAL SOURCE OF FUNDS 4,921,700 6,653,424
EXPENDITURES BY CLASS
Personnel Costs 4,485 108 4,824 447
Operating Expenses 426,554 457 485
TOTAL EXPENDITURES BY CLASE 4,921,700 5,291,932
EXPENDITURES BY FUND SOU*
General Fund 3.289.081 2,164,678 l
Restricted Funds 1,632,618 2127254
TOTAL EXPENDITURES BY FUND 4,921,700 5,291,932

¢ Once the History Changes have been applied, you can ensure you have accurate
historical references to begin work on the Baseline Budget Request.
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Section 9 KBUD Reports

Section 9.1 Reports Overview

The budget request reports are the final output used by agencies to submit their formal
budget request to GOPM. It's very important to understand the relationship between
KBUD's dimension tables and forms to their associated reports. Knowing how to map KBUD
data to reports will be extremely helpful for troubleshooting incorrect budget totals on
reports. The illustration below should assist you in understanding these important
relationships.

Budget Forms (KBUD)

T ey pro—— il e |

D e ety e e —— |

4 s R | ATYAD Srurcns & €20 iy P | 1 o | 4 P | St Hasagamant

—- ——--Budget Data

Tt | B i ] PSS

- Agency Budget Request
Reports (KBUD Reports-EBI)
Dimension Tables (KBUD) Submitted to GOPM
T — |

ctarmarce Asccanins | Conasbtatans | Gscimars Masagamars |

L T e e ——

FY14 & 15 History (eMARS to KBUD)
e History

Data
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KBUD Reports are hosted in a Web-based application named Enterprise Business
Intelligence (EBI) developed by the vendor SAP. The application is also referred to as
Business Objects. KBUD uses EBI Version 4.1 as its platform. EBI is used by standard
users to run pre-developed reports, and it is used by report developers to modify current
reports and develop new ones. To log into EBI, each user has to have a separate EBI
account setup by KY’s Commonwealth Office of Technology (COT). Once an EBI account is
established, users can request permission to access KBUD Reports by submitting a KBUD
Security Form to the KBUDAdministrator@Kky.gov.

e Link to KBUD Reports (EBI 4.1) - http://eas073vp-ws009:8080/BOE/BI

Once logged into EBI, KBUD has several folders with hundreds of reports. Many of the
folders are maintained for historical reasons, and most people will never have a need to
access those older reports. KBUD reports are organized into two different folder structures:
1) Agency Budget Preparation, and 2) Agency Budget Execution.

e The Commonwealth has a formal budget preparation process that is accomplished
prior to the new biennium and is referred to as Budget Preparation. Therefore, there
are specific reports developed for this process. The Agency Budget Preparation
folders are labeled with each specific Biennium. These folders house the reports
necessary for each Agency to produce their Biennial Operating and Capital Budget
Request. Although these reports are only used on a Biennial basis, they are
extremely important in supporting the Biennial Budget Preparation process.

e Once a biennial budget is enacted through KY’s legislative process, there is an
official appropriation and allotment process required for each fiscal year. This is
referred to as Budget Execution. To support Budget Execution, there are unique
budget actions and reports required for each FY, so there is an associated FY folder
which contains those reports. These reports are used at the beginning of the FY to
submit the initial allocations, and they are also used throughout the FY to perform
appropriation and/or allotment modifications.

SAD4

View * New ~ Organize * 5Sen More Actions = Details

M}t Documents Title =

Folders 1416BudgetPreparationManual

=
i Public Folders 2014 Budgat Execution Training Manual

=

&MARS Financial | 2016 Budget Execution Training Manual

B [ aup
& Agency Budgat Execution
" 20m
2012
2013
"I 2014
2015
2016
Agency Budget Preparation
10-12 Biennium

12-14 Biennium

14-16 Biennium

16-18 Biennium
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Section 9.2 Biennial Budget Preparation Reports Overview

There are many reports available for the biennial budget prep process, and it may be hard to
understand their purpose if you do not understand their relationship to one another.

e A Reports are referred to as the Baseline Reports and are associated with data
entered on the A Forms in KBUD.
= A1A2 Report is the Summary Report for Baseline Source of Funds and
Expenditures by Fund
= A3 Expenditure Detail Report
= A5 Personnel Summary Report

e B Reports are referred to as the Additional Budget Request Reports, which include
both the defined calculations from the A Forms and any additional budget requests
submitted on the B Forms in KBUD.

= B1B2 Report is the Summary Report for Baseline Source of Funds and
Expenditures by Fund

= B3 Expenditure Detail Report

= B5 Personnel Summary Report

e C Reports are referred to as the Combined Reports because they include the
baseline totals and the defined calculations from the A Forms and the totals for the
Additional Budget Requests from the B Forms. Maybe an easy way to think of this is
like a math equation (A + B = C)

= C1C2 Report is the Summary Rollup Report for Baseline Source of Funds and
Expenditures by Fund

= C3 Expenditure Detail Report is the Detail Rollup Report

= C5 Personnel Summary Rollup Report

e The D Report is the Summary Report for all Restricted Funds (Ran at the Bill Level)
e The E Report is the Individual Restricted Fund Report (Ran at the Fund Level)

e The F Report is the Summary Report for all Federal Grants (Ran at the Bill Level)
e The G Report is the Individual Federal Grant Report (Ran at the Grant Level)
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Another important consideration for budget preparation and submission is the Program
Consolidation Levels, which is a hierarchical structure used to rollup up information into
meaningful program levels.

Program Consolidation Levels

r= Consolidation Level m
1st Level
’V” Lewvel Code: 1 Description: Commeonwealth of Kentucky
2nd Level
’V Level Code: 2 Description: Branch of Government
3rd Level
’VLE\JEI Code: 3 Description: Cabinet
4th Level
’V Level Code: 4 Description: | Combined Appropriations
5th Level
{Level Code: 5 Description: Appropriations
6th Level
’VLEVE| Code: 6 Description: |Allotments
7th Level
’VLE\«'EI Code: 7 Description: |Sub-Programs
8th Level
’V Level Code: 8 Description: |Posting Units

Here is an example of six different levels of consolidation. Biennial budget are required to be
submitted at the Bill or Appropriation Unit Level. In this example below, the budget request
would be submitted at the 552H_BILL level and would include the two programs under the
bill level.

/_LJ_ISTATE - Commonwealth of Kentucky - Program - \\

_ [ EXEC - Executive Branch - Program -

+ @EU - Tourism, Arts and Heritage - Program -
¥ @ 50_CMAP - Tourism, &rts and Heritage - Program -
- L[} 552H_BILL - Kentucky Center for the Arts - Program -

El 552E_PG - Kentucky Center for the Arts - Program -

\\ @ 5525_PG - Governor's School for the Arts - Program _—//

So if you were submitting a budget request for 552H_BILL, the actual report submission
would involve submitting a full compliment of reports (A + B = C) for all three programs
below, and the two lower levels should roll up to the BILL Level.

- L[} 552H_BILL - Kentucky Center for the Arts - Program -

El 552E_PG - Kentucky Center for the Arts - Program -

El 5525_PG - Governor's School for the Arts - Program A
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Section 9.3 Accessing EBl14.1

e There are two ways to access the login webpage to EBI 4.1 which contains KBUD

reports:

1. Either click on the Report link located in the KBUD application to access the
webpage, or

2. Open your web browser and enter the direct link to EBI 4.1 and paste it into
the URL: http://eas073vp-ws009:8080/BOE/BI

Welcome, MGI0011 ~ Messages(0) [Home B! | Help | Preferen

ice: | | Reports | Edit Passwors ogou

Reference Data Security Utilities Budget Tasks
Advantage Performance Budgeting - Training > Budget Tasks .
Budget Tasks GQ P e -0 RO ]
T T - 2
Fie Qdt View faostm ook belp
Dimensions - This contains links to the Dimensions the users can edit. 5-8 = - Pagew Sabwy= Teche @e 8 N
Pages
Formulate Budget Request
Execute Query i
Execute Quer | SAP BusinessObjects
Budaget Request Filter View 8l launch pad
Advance Budget Request Stage Eatry youst ey imbrmatuss, snd dck “Lag On
Refresh Cache Page
Go to top of page
umon
<ADd
B

3. Enter your eMARS User ID in the User Name textbox and your password
4. Click on the Log On button

SAP BusinessObjects
Bl launch pad

Enter your user information, and dick "Log On".
If you sure of yo count information, contact your system

If you are un:
administrator.

System: |EASO73VP-APD24:6400

User Narfe: |MGI0011 3
Fasswold: fesesssssesnne o

The Home tab is the entry point into the EBI application. Once in the application,
navigate to the KBUD 1618 Agency Budget Preparation folders which contain all the
reports necessary for your budget submission.

1. Click the Documents tab

2. Click on the Folders bar at the bottom of the page to access the Public Folders

3. Expand all the Public Folders

4. Open the 16-18 Biennium folder under the Agency Budget Preparation folder.

The available reports will appear on the right side of the web page
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Home

Documents

Viglcome: MGJOO11 | Applications > Preferences Helpmenuv | Log off | |

v My
w Welcome: MGI0D11 | Apglicati
1 avaz (]
31 4122 F) | Home | Documents
PICIC A ew © New - Organize - Send - More Actio Details
#l aa2
5 a3 g | Docmen [ [ntles | Type |
- -
[2 ~weblntelligence
@ Inbax m
@ My Alerts Home || Documents
B8 subcribed Alerts -
View * New Organize Send More Actions ~ | Details
B Personal Categories
My Documents
l<ApD 4 Vieleome: MGI0011 | pcphent]
blic Folder
Detais
[ e \ Trpe
¥ | ALA2 Francial flesoed \Web Intefigence
W ALAD Fancisl Record Math Chack. Wab [nteligerce
W ALA? AT AS Records Weh [nteligence
T ¥ A g Al Detad Web iréefigerce
B agerey et Exvacition ¥ | A3 Expendinre Detad [ v—
& 5 Persannel Summary Wieb Inneligence
| Ageray Budget Preparstion £
¥ | BLIEQ Financial Record Web [reeligence
0-12 Rasrwiurs
¥ | B3 Expenciturs Detad Wek teeeligence
LT AR W | C1ET Francisl Racoed [T -
4 SPTSII ¥ | CaC Fnancal Racord Math Chack Wb teseligence
¥ IO CS Reconds Web irteligerce
S KBug Traweng Marsls * O Bpendecre Dol Weeh Drreiigerce
= W | Capial Listing with Bmsutborization Stats. el Troliggerc s
4 *  Capial Listing with Short Descripson Weh [ntefigence
Aederioped Aoency Reoorts
( — 2 Ll e lseligence.
%J— P | CBROY - Catinet Rark - Run ot Catirat bevsl ordy [ —
¥ Rz \Weh Irdaligence
L) Weh [maefigence
E \v B4 } Web Imeeligence
A —
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Section 9.4 Running Reports

[rome | Documens|

eMARS Financial (testing purposes only)

KBUD
Agency Budget Execution
Agency Budget Preparation
10-12 Biennium
12-14 Biennium
14-16 Biennium

16-13 Biennium

View ~ MNew v Organize ~ Send ~ More Adtions ~ | Details

My Documents Title » |
-
=" [0 public Folders A1A2 Financial Record Math Check

A1AZ A3 AS Records

A3 Exp All Detail

A3 Expenditure Detail

A5 Parsonnel Summary

B1B2 Financial Record

B3 Expenditure Detail

C1C2 Financial Record

C1C2 Financial Record Math Chack

RO R R R R

C1C2_C3_C5 Records

The easiest method to open a report is to double click on the title of the report.

Most, if not all reports, require some type of parameter or variable to run the query. If

the User Prompt Input textbox is not showing, click on the Question Mark Icon to
display the User Prompt Input textbox.

Home [Donmentsumzﬁnancialkzmrd £ w8 ]
Web Intelligence DNEE- | S PL-=- ) | @ v || [ Track - F Diill -~ % Filter Bar [T F & Outline
|
B Print
‘ﬂ A1A2 Financial Record ~ 2016-2018 Kentucky Branch Budget
=g Baseline Budget Request: Financial Record
— ~ General All requested columns rounded to nearest $100
=) Type: Web Intelligence docum OPERATING BUDGET RECORD A1/A2 Agency:
= Author:  NIXDO30 Documents " A1A2 Financial Record = + & 1
Creation  September 21, 2009 6:1 = — - = =
diater 04:00 Web Intelligence [} - S|P s - )« i v | | [ Track - 3§ Drll » 3 Flter Bar j“ F BH Outline
Locale: English {United States)
Description:
Oﬂ Advanced Run
, Enter value(s) for Program Code:
Keywords: [ 2016-2018 Kentucky Branch Budget
B Baseline Budget Request: Financial Record
= All requested columns rounded fo nearest §100
ey ~ OPERATING BUDGET RECORD A1/A2 Agency:
Last refresh August 11, 2015 3| u | Appropriation:
diste: 04:00 Governmentalcﬂr:.nc?. Program/Service Unit:
abinet:
Last modified:  August 14, 2015 4: Sub Program:
04:00 Posting Unit:
Last modified bhoh FY 2013-1¢ FY 2014-1¢ FY 2015-1¢ FY 2016-17
by: o Actual Actual Budgeted Requested
Durstonof SOURCE OF FUNDS
vious refresh:
ore [1] o
~ Document Options 0 0 0 0
Refresh on off
TOTAL SOURCE OF FUNDS 0 0 0 0
EXPENDITURES BY CLASS
o o o a
TOTAL EXPENDITURES BY CLASS 0 0 0 0
EXPENDITURES BY FUND SOURCE
1] o o a
TOTAL EXPENDITURES BY FUND 0 0 0 0
EXPENDITURES BY UNIT
o o o a
TOTAL EXPENDITURES BY UNIT ] 0 0 0
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e If the Runicon is not enabled (greyed out), enter a value in the parameter/variable
User Prompt Input textbox, and click out of the textbox. The Run icon should now be
enabled.

m Documents | A1A2 Financial Record - = |

Web Inteligence (+/ |01 o (2] ~ | S [ #0 2 ~ 09 +| 0 o | @ -] B Tack + T oril ~ 7 Alter Bar [ Freeze - G Outtine

7 Advanced D..r

Enter value(s) for Program Code:

2016-2018 Kentucky Branch Budget

= Baseline Budget Request: Financial Record

= All requested columns rounded to nearest $100
DEERATIMC RUDCET DECODDASAS A -

2] Home | Documents | A1A2 Financial Record @

WebInteligence - |1 = B - | S b | 80 & - =0 - ) o | @@ - || Track - J Dril - W Fiter Bar [T Freeze - ) Outline

User Prompt Input -

|
& Advancedl =] qn
Enter value(s) for Program Code:
7285 2016-2018 Kentucky Branch Budget
=g Baseline Budget Request: Financial Record
All requested columns rounded f arest $100
= OPERATING BUDGET RECORD A1/AZ Ag
1) Appr
Governmental Branch: ProgramiService Unit;
Cabinet: Sub Program:
Posting Unit:
FY 2013-1¢ FY 2014-1¢ FY 2015-1¢ FY 2016-17
Actual Actual Budgeted
SOURCE OF FUNDS
0 1] 0 1]
[} ] [} ]
TOTAL SOURCE OF FUNDS [} 0 [} 0
EXPENDITURES BY CLASS
] [ ] 0
TOTAL EXPENDITURES BY CLASS 0 0 0 0
EXPENDITURES BY FUND SOURCE
] 0 ] 0
TOTAL EXPENDITURES BY FUND 0 0 0 0
EXPENDITURES BY UNIT
] 0 ] 0
TOTAL EXPENDITURES BY UNIT 0 0 0 0

e The User Prompt Input textbox will accept any kind of parameter/variable (good or bad),
so the Run icon being enabled is not an indication of whether the parameter/variable will
work with the query. If you run the query and receive the error below, you have either
entered a bad value and therefore no records were returned, or you entered a good
value, and there were no records that matched your value. The best course of action is
to redefine your query parameter by using the Advanced Search feature.

Home | Documents | A1AZ Finamcial Record .

Wieh [nneligence * H- SR OE-ax 0 = B Trd ) DAl v Vi Pite Ber ] Outhne

}J'; Enter value(s) lor Program Code:
e 2016.2018 Kensucky Branch Buiget

! Baseine Budget fiequest: Finaneial Record
All requested columng rounded 1o nearest 5100

OPERATING BUDGET RECORD A1IAZ

Covemmendal Aranch:
Cabinet:
Fr 20130 Fraomaat Py anen Py Zier
Achaal Actual ucgated _ Mequasted
SOURCE OF FUNDS
Retrieving Data o
2
0 1o data 1 retreve In
TOTAL SOURCE OF FUNDS Header o
Dot
FXPEWDITURES RY CLASS . A
TOTAL EXPENDITURES BY CLASS o
FXPENDITURES BY FUND SOURCE -
|
TOTAL EXPENDITURES BY FUND 0
EXPENINTURES BY LT
TOTAL EXPENDITURES BY LNIT o o 0 o
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e To use the Advanced Search Feature, follow these steps:
1. Click the Advanced icon
2. Enter a value in the Search box, using a wildcard may be helpful. In this case,
| used 728* as the program code
Click the binoculars icon to perform your wildcard search
Select the best value from list returned
Click the Right arrow key to move the Record over to the selection box
Click the OK button to close the Search box and the selected value will be
returned
Click the Run icon to run the report with new parameter/variable value

o 0hsw

™~

Home | Documents | A1AZ Finamisl Record .

Web Ieneligance = B an fa-a-| o « | B Tredk + g Dl * Vi Filter B ] Outhns

1 2016-2018 Kentueky Aranch Buriget
1 Baseline Budget Request: Financial Record
All requested columng rounded 1o nearest 5100
OPERATING BUDGET RECORD ALIAZ Agency:

Prompts o) %

~  * Enter valug(s) for Program Code: 7285_BILL 7285 _EILL

Refrech Vol

Program Code Program 1 | <

4 POCNE o
l 7285 BILL Public He: l
= Ublic Heq

August 19, 2015 12:59:03 PM GMT-

2= @,

* Required prompts

e EBI also has a feature to allow multiple parameters/variables in a single User Prompt
Input textbox. The multiple values need to be separated by semi-colons (Example:
728A _PG;728B_PG). This will run the report separately for both inputs. You can
navigate to the second report by clicking on the page advance at the bottom right
side of the screen.

Home | Cocuments | ALAZ Financial Record

Vs Inkeligence - T EHEL I = | Tk - 3 Oell - Wy Fiber Bar &5 Outine

GPERATING DUDGET RECORD AfIAZ

Governmantal ranch; Luscutive Uranch
Cabinet: Mealth and Family Services

FY 209718
Requested
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Section 9.5 Printing Reports

If you need to print a paper copy of the report, EBI cannot print to a local or network
printer. To print a paper copy, use the Export tool and/or the Print feature to export
the report to PDF. Once is created as a PDF document, open up Adobe Reader and
use the print feature within the application to print to a local or network printer.

toma | Dotumants | OFf-Budge? Tund Ree... .

e Irteligence = 4 K Ehﬁ E -
Faam

st Dosturmsnt &5 ¥ nce raoort Blken

g b FOF Opebraing Mladg Erquey
Al reguesied columna

) - w Track = o Dol = s Filer Bar

gt L

Acdaprdd
Espart D B C50 . Escl 2007
CT-1618 Hree Eiged
Goreen v [anh
T Archieg e and Admanintratisn

=]
3 Enber OF-Badged Fund Code
MOGET FUND RECORD

-

Test
L FURND BMMRCE DATA
Fusd lieme.  Fe & Tomads Furd
SR Fard Code: 3800

Restried Lses {VeaRiod ve

W OFF BUDGET FUNDS DE SCRIPTION:
it ol i iesiec] 1 ety Wil fine 8] 100 chaaalers

WL OFF-BUDGET FUNDS Armial
BUIDCETS il FY Hil . id
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Attachment 1: KBUD Setup and Preferences
KBUD Setup

Internet Browser Requirements

The following is a list of supported web browsers that are compatible with the current version
of KBUD.

Microsoft Internet Explorer 8.0 (for Windows XP)

Microsoft Internet Explorer 9.0 (for Windows 7)

Microsoft Internet Explorer 10.0 (for Windows 7)

Microsoft Internet Explorer 11.0 (for Windows 7)

Microsoft Internet Explorer 10.0 (for Windows 8 and 8.1; Desktop mode only)
Microsoft Internet Explorer 11.0 (for Windows 8 and 8.1; Desktop mode only)
Mozilla Firefox ESR 24

Apple Safari on Apple iPad with iOS 6.1 and 7.1

To check the Microsoft Internet Explorer version, click the Tools button 2 and select About
Internet Explorer.

n B

Print

File

Zoom (100%)
Safety

+You Search Images Maps Play YouTube News Gmail Drive Calendar More -

View downloads
Manage add-ons
F12 developer tools

Go to pinned sites

Internet options

About Internet Explorer
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About Internet Explorer =

Internet
Explorer10

o Q920017183
'—W ¥ 5

Product ID:

KEJ\.“':\EQ'AJJ
-00003- 48459

"’" i Iristall riew versions autamatically

& 2012 Microsaft Corporation. All nghts resenved,

| Close

To check the Mozilla Firefox version, click on Help and select About Mozilla Firefox.
File Edit View History Bookmarks Tools Itieip

f_\- T C 2y (2P htps Help Contents F1
- For Internet Explorer Users

2. Most Visited P Getting Started =, Latest Release Notes

"'l iGoogle I_ Beport Broken Web Site...
Report Web Forgery...

%+ Downloading Firefox 3.6.18...

” About Mozilla Firefox

[ it
|-About Mozilla Finefox g

efox ESR
@

[EherETor Updates nrumutu

You are currently on tl'lt esr update chanmel,

Firefou is designed by hMoplis, o glofal cemmunity
m:-rln:im} together to keep the Web open, public snd
accesnible to all.

| Sound nteresting? Get invobond

Ligenging Infoarmation mi-Lser Rights Py Poligy
I E=
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Pop-Up Blocker

Pop-up blocker must be disabled in order for the web page to function properly. To disable the
pop-up blocker in Internet Explorer, click the Tools button :2¢ and select Internet options.
Select the Privacy tab and unselect Turn on Pop-up Blocker.

Internet Opticns l M

General | Security | Privacy | Content | Connections I Programs | Advancedl

Settings

Select a setting for the Internet zone.,
Medium

- Blocks third-party cookies that do not have a compact

privacy palicy

- Blocks third-party cookies that save information that can
— be used to contact you without your explicit consent

- Restricts first-party cookies that save information that

can be used to contact you without your implidt consent

l Sites ] l Import ] l Advanced ] Default
Location

A Eﬁ:;z;lllou'ggoegsibes to request your
Pop-up Blocker i

[ Turn on Pop-up Blocker Settings
I

Disable toolbars and extensions when InPrivate Browsing starts

[ OK ” Cancel ] Apply

To disable the pop-up blocker in Mozilla Firefox, select Tools/Options/Content. Uncheck the
Block pop-up windows box and select the <OK> button.

Options _|
[ [a) P
= =] =4 = K
U =I5 m] % == E= B
Main Tabs Content  aApplications  Privacy  Security  Advanced

[ Block pop-up windows

Load images automatically
Enable JavaScript

Enable Java

Fonts & Colors

Default font: | Times Mew Roman v sizer [18 | [advanced |

Languages

“hoose your preferred language For displaving pages
[ ok ][ comeel | [ meb
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Internet Explorer Security Setting to Enable Menu Display

KBUD uses windows to display menu options. In order to fully display the complete list of
menu options within a window, users may need to change the security setting to allow script-
initiated windows without size or position constraints. Not all users may have access to make
these changes. If your agency does not allow changes to your internet options, you will need
to contact your Desktop Support to request that these changes be made. The following
instructions are written for Internet Explorer 10.

Scroll to the Miscellaneous section. Select the Enable button for the “Allow script-initiated
windows without size or position constraints.”

Once you have changed this setting, select the <OK> button, and you will be returned to the
Internet Options page.Select the <OK> button to close the Internet Options window.
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Login

Open your web browser. In the URL field, enter the web address for KBUD:
http://kbud.ky.gov. To add this URL to your favorites, go to Favorites/Add to Favorites.

/~ Login - Windows Internet Explorer

Hw - |g, http: /fkbud b govef

File Edit Miew Fawvorites  Tools  Help

% Add a Favorite

[ Add a Favornite
Add thiz webpage as a favorite. To access your

favarites, vizit the Favarites Center.

M arme: | KBUD |

Create in: |$2 Favvaorites V| [ Mew Falder ]

|  #dd || cancel |

This will take you to the KBUD login screen as shown below:

s
-
—

User ID:
Password:

Forgot vour password?

©2001, 2014 CGl Technologies and
Solutions Inc.

All Rightz Reserved.

U D | Kentucky Budgeting System

©100% v
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In the User Name field, enter your User ID which is your Employee ID (eMARS ID), or for
University users, enter your separately assigned ID (example: UK1). Tab to the Password field
and enter your password. Select the <Login> button.

Password Criteria

Appropriate password security is very important. Having a password that is unique and not
easily guessed is the best way to ensure the secrecy of your password. The following are the
guidelines for KBUD passwords:

Passwords will expire every 30 days

Passwords must be at least 7 characters in length

Passwords must contain a Lower Case Character, a Number and a Special character
Passwords cannot be reused with a 12 month period

Users will be given 3 grace logins to change the password before the User ID is
revoked and the user will not be allowed to login

e If your User ID is locked you will need to contact the KBUD Administrators
(KBUDAdministrator@ky.gov)

Change Password

Password Has Expired

When your password has expired, the following screen will be displayed. Enter your current
password in the Password field. In the New Password field a new password will need to be
created using the criteria above. Repeat the new password in the Verify Password field and
select the <Change Password> button. Do not select the <Cancel> button as this will lock
you out of the system.

==y

I & Login Warning: Currently legging in under a grace Login. This is your |ast grace login. Flease change your passwerd now.
Change Password G

Change Password

Warning : If the cancel button is pressed, you will be logged out of the application and loclked out of the system.

Expand &ll | Cellapse &l

-l Change Your Password m

Password: I New Password: |

Verify Password: |

Go to top of page

If your password is successfully changed, you will see the following message:

-’é;} Faszsword changed successfully.
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Change Password Before It Expires

Passwords will expire every 30 days. When your password is getting ready to expire you will
receive the following message:

& Login Warning: Your password is getting ready to expire. You have 2 logins remaining under your current password.

To change your password before it has expired, select the “Edit Password” link from the
Navigation bar.

Reference Data SBFS Projection/Allocation Security Utilities Budget Tasks Dashboards Integration Bookmarks

z KBI_TD |Kentucky Budgeting System Welcome, MNI0OG2 Messages(0) [ Home = | Help | Preferences | infoAdvantage | Edit Password | Logout
B

KBUD > Budget Tasks

Enter your current password in the Password field. In the New Password field, a new
password will need to be created using the password criteria above. Repeat the new password
in the Verify Password field and select the <Save> button.

Forgotten Password or Password Reset

If you have forgotten your password or need your password reset, from the KBUD login screen
select the “Forgot your password?” link.

)

User ID:
Password:

Forgot vour password?

E2001, 2014 CGl Technologies and
Solutions Inc.

AllRights Reserved.

#100% ~

KBUD — Attachment 1 08/24/15 Page A-7
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The KBUD login screen will take you to a password reset screen. You will need to enter your
User ID.

I To have your password reset, pleaze enter your user ID

User |
ID:

o

@2001, 2014 CGI Technologies and
Solutions Inc.

All Rights Reserved

/——-—-—'
K U D | Kentucky Budgeting System

#100% -

The KBUD system will automatically generate a new password and send it to you email
address that is stored within KBUD.

= | . - @ . |“rfonnancebudgetrng Forgotten Password Generated Response - Message (Plain Tmﬂ’ “ . : Ll_lg
F|I MMe ge Deu oper & 0
3 . - &
Ignore a 2 al\ﬂeetmg ‘-EJ Move to: 7 Tﬁl @Rules f_,JMark Unread a& éﬁ Find Q{
@ To Manager - ‘—] @ OneMote Categorize ~ Related =
- Delete Reply Reply Forward # - . Maove Translate Zoom
& Junk ply Ale o s (&4 Team E-mail i - [ Adions = | ¥ Follow Up ~ - W Select~
Delete Respond Quick Steps ] Maove Tags ] Editing Zoom
From: kbudadministrator @ky.gov Sent:  Fri 2/13/2015 11:02 AM
To: Rosell, Phillip (OSBD)
Co
Subject: Performancebudgeting: Forgotten Password Generated Response
) . s ) ) £a
The password for the userid associated with this email address has been changed using a password reset request at 2015-02-13 N

16:02:04.172. If this action was not initiated by you, please contact your system administrator immediately and report this situation.

First Mame: Phillip
Last Name: Rosell
New Password: I#6W5,e

The password for the user id associated with this email address has been changed. If you have problems signing in, please contact your
system administrator for assistance.

If you are still having difficulty with your password or you do not receive the email resetting
your password, contact the KBUD Administrators (KBUDAdministrator@ky.gov).
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Preferences

The “Preferences” feature allows you to customize the KBUD application. “Preferences” can
be accessed from the Navigation bar.

Welcome, RWI0040 Messages(0) [ Home h | Help | Preferences | Reports | Edit Fassword | Ln:rgn:rut

The first tab — Styles will allow you to change the appearance of KBUD (default and simple
schemes).

Reference Data Security Utilities Budget T.

Adwvantage Performance Budgeting - Training = Budget Ta Refresh Cache Page = Styles

Styles | Bookmarks | Usability Settings

Save  Cancel

Expand All | Collapse All

r= Themes
* Choose a Theme:

r = Help m

Display Information Help: [

The second tab — Bookmarks will allow you to create easy access shortcuts to application
pages within the KBUD application. You can use the Rank and Label functions to name the

shortcut and to order them in a preferred order.
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Styles I Bookmarks | Usability Settings |

Save Cancel

Bookmarks Label: IEcckmarks|

Display | 10 % | Items

I R

- NO ITEMS TO DISPLAY -

]

“Rank: |

Label: |

The third tab — Usability Settings allows you to set certain options within the application.
Certain settings on this page have already been set by the KBUD Administrators for you.

e Expert User — allows you to move from one data entry field to another data entry field
by using the tab key. (This option has already been selected for you.)

e Auto Tab — will automatically tab to the next data entry field when the current data entry
field is full. For example, if a data entry field will hold 9 characters and you enter
“Halloween,” as soon as you complete entering the word, the cursor will automatically
move to the next data entry field without using the tab key.

e Expand Section — will expand all sections on a screen when the screen is first
displayed.

e StartPage — will determine what the first screen will be when you login to the
application. (This option has already been selected for you.)
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| Styles | Bookmarks I Usability Settings

Save Cancel

Expand All | Collap=se &ll

— = ExpertlUser
Expert User Option: |

Return to Top

= Autc Tab m
Enable Auta Tab: [

Return to Top

— = Ewxpand Section m

Expand Section Cption: [

Beturn to Top

— = StartPage m

Start Page Name: |Categor',f Fages

Return to Top

Reset Start Page

Go to top of page
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