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4. 2016-2018 KBUD Budget Preparation Manual

KBUD Technical Issues
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Operating Budget
1. 1618 Budget Prep Forms
2. New Off-Budget Fund Dimension, Form, and Report
3. Program Table Changes
4. Comma Separated Value (CSV) KBUD Upload Files
5. KBUD Search Features and Other Features
6. History Change Process
7. Personnel Runs Process/Schedule

Capital Budget
1. Capital Budget Information

Formal Budget Submission Process
1. Schedule
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Budget Instruction Informational Meeting:
Monday, August 24 – 1-4 pm – LRC Committee Room

KBUD Preparation Training Classes:
Refresher Classes - Transportation – Auditorium 

August 17 – 1-4 pm
August 27 – 1-4 pm

New User /Other Classes – State Office Building – Rm 130 
August 20 -21 – New User (Includes Capital Budget)
August 25-26 – New User (Includes Capital Budget)
September 1 – Boards (Includes Capital Budget)
September 4 – Universities (Includes Capital Budget)
September 11 – Capital ONLY Class
September 17-18 – New User (Includes Capital Budget)



KBUD Training Schedule
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KBUD Training Sign-Up Details 
 Contact Agency’s KELMS Instructor or Coordinator to 

Sign Up for Classes (Universities Excluded)
 Budget Instruction Informational Meeting on August 24 

(No KELMS Sign up Required)
 New User Training is limited due to seating (Restricted 

to New KBUD Users Only)
 New Users need to have an actual KBUD Account
 Email request to KBUDAdministrators@ky.gov for 

instructions
 Training also includes Capital Budget

 Capital Budget Class is for users who deal only with 
Capital Budgets



OSBD Budget Prep Contact Information
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Budget-Related Questions should be referred to your 
agency’s OSBD Budget Analyst
 Policies, procedures, developing budgets, interpreting 

the budget instructions, defined calculations, budget 
exceptions, schedules, etc.

 KBUD Technical Questions should be referred to the 
KBUD Administrator
 Any features/functionality of the application, browser 

issues, KBUD and/or KBUD Reporting (EBI) errors, 
accessibility, security, password resets, etc.



OSBD Budget Prep Contact Information
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OSBD Budget Analyst
 Contact by email or phone
 Agency assignments/email available on OSBD Website

 KBUD Administrator
 Email – KBUDAdministrator@ky.gov
 Phone – 564-1210



OSBD Website Resources
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OSBD Website
 Home Page: http://osbd.ky.gov
 Staff Assignments/Email Address: 

http://osbd.ky.gov/StaffAssignments/Pages/GOPM.aspx
 1618 Budget Prep Resources: 

http://osbd.ky.gov/Pages/KBUD-Information.aspx

 1618 Budget Prep Resources
 2016-2018 Branch Budget Request Manual (Budget 

Instructions)
 2016-2018 KBUD Budget Preparation Manual
 Budget Request Templates
 Aids to Calculations
 History Change Form Instructions



2016-2018 KBUD Budget Preparation Manual
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2016-2018 KBUD Budget Preparation Manual
 Contains detailed instructions with screenshots
 Ready by August 18 (Tentative)
 OSBD Website & email link to all KBUD users

 Table of Contents Overview
 Introduction to KBUD
 Baseline Budget Requests
 Restricted Fund & Grant Forms
 Additional Budget Requests
 Off-Budget Forms
 Capital Budget Requests
 History Change Form Instructions
 Formatted System Queries
 KBUD Reports



KBUD Technical Information
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Upgrade to Version 10.1.01 Occurred in March 2015
 Additional Functionality/Browser Compatibility
 No longer a single sign in to access reports
 Two Separate Passwords to Maintain

 Technical Requirements
 Browser Compatibility

 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 10.0 (for Windows 8 & 8.1; Desktop mode only)

 Microsoft Internet Explorer 11.0 (for Windows 7)
 Microsoft Internet Explorer 11.0 (for Windows 8 & 8.1; Desktop mode only)
 Mozilla Firefox ESR 24
 Apple Safari on Apple iPad with iOS 6.1 and 7.1

Not Compatible with eMARS Today – Will be Compatible with eMARS Upgrade (Sep 2015) 



KBUD Accessibility Issues
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Reminders for Internet Explorer Settings:
 Turn off/Disable Pop-up Blocker
 Set Internet Options to allow File Downloads
 Set Internet Options to allow menus to display correctly

Allow Downloads Menu Display

Popup Blocker



KBUD Accessibility Issues
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Reminders for Internet Explorer Settings:
 Compatibility View Settings Turned Off (Unchecked)
 Ensure ky.gov IS NOT in the Websites you’ve added to 

Compatibility View textbox

Unchecked

ky.gov should not
be in this textbox



KBUD Accessibility Issues
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User Accounts Locked
 Users are given 3 grace logins to change the password before the 

User ID is inactivated
 Self-Generated Password Reset will not work if the account is 

inactivated
 If your User ID is locked, you will need to contact the KBUD 

Administrators (KBUDAdministrator@ky.gov)

Forms Locked
 Occurs periodically when two people are attempting to modify the 

same form at the same time
 If your form is locked, you will need to contact the KBUD 

Administrators (KBUDAdministrator@ky.gov)



KBUD Accessibility Issues
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Other Issues
 Problem: KBUD displays as a blank screen
 Solution: Use the pure (short) link as your Favorite or 

Shortcut instead of the longer version
 https://kbud.ky.gov/
 https://kbud.ky.gov/performancebudgeting/authservic

e/login.jsp



KBUD Reporting (EBI) Accessibility Issues

15

Enterprise Business Intelligence (4.1)
 Java Runtime Environment (JRE) not required for standard users
 Correct version of JRE is required if you are an eMARS/KBUD 

report developer
 Link to Oracle’s Website/Version 7 Update 45:
 http://www.oracle.com/technetwork/java/javase/downloads/jav

a-archive-downloads-javase7-521261.html#sjre-7u45-oth-JPR
 Windows 32 Bit OS - jre-7u45-windows-i586.exe
 Windows 64 Bit OS - jre-7u45-windows-x64.exe



KBUD Reporting (EBI) Accessibility Issues
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Enterprise Business Intelligence (4.1)
 EBI Preferences/Settings

 JRE not required for HTML settings (no download required)
 JRE is required for Applet settings (download required)



KBUD Reporting (EBI) Accessibility Issues
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Enterprise Business Intelligence (4.1)
 Access EBI through the KBUD Report Link or
 Access EBI directly through the Web link
 http://eas073vp-ws009:8080/BOE/BI

 Navigation to KBUD’s 1618 Biennium Reports Folder



KBUD Reporting (EBI) Accessibility Issues
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KBUD Reporting (EBI) Other Issues
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KBUD Reporting
 Problem: Parameter/Variable Input Textbox is not visible
 Solution: Click the User Prompt Icon



KBUD Reporting (EBI) Other Issues

20

KBUD Reporting
 Problem: Run Icon        is not enabled (greyed out)
 Solution: Click the User Prompt Icon and enter a Value in 

the text box and click out of the text box



KBUD Reporting (EBI) Other Issues
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KBUD Reporting
 Problem: Cannot print out a paper copy of a report
 Solution: You cannot print out a paper copy of a report 

directly to a network printer, instead you have to export it to 
a PDF document, open the PDF document in Adobe 
Reader and print from the Reader application to a printer



KBUD Reporting (EBI) Other Issues
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KBUD Reporting
 Problem: Not sure what parameter/variable to use to run the 

report
 Solution(s): 1) Examples in KBUD Budget Manual, 2) Ask your 

Budget Analyst, or 3) Use the Advanced Search

1

2 3

4

6

5



1618 Budget Prep Forms
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Fewer Forms in 1618
 New KBUD functionality allowed for the consolidation of 

forms (12 standard forms down to 7 forms) through the use 
of tabs

A2/A3/A4/A5 Baseline Budget Request



1618 Budget Prep Forms
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One New Form/Dimension/Report
 Off Budget Funds Form (1618_OFFBUD_FUND)
 To collect off-budget fund budget data for 1618
 Each fund will require a separate form



Program Table Changes
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Any requests for updates to the Program Table should be 
made to the agency’s budget analyst for review and 
approval

Formatting Change to Function Codes listed on the      
1618 Full Program Consolidation
 1416 Format: Dept No & Function Code (129BCC0)
 1618 Format: Function Code (BCC0)

1416 Format 1618 Format



Comma Separated Value (CSV) 
KBUD Upload Files

 The use of CSV Files is a convenient method to upload multiple 
lines of budget data within a form versus manually entering 
data line by line
 KBUD’s import feature will not work unless the CSV is formatted 

with the correct headers
1. Navigate to the desired Form/Tab
2. Use the Export feature to create a blank CSV File with the 

correct headers
3. Add the necessary budget data to the CSV File

• Ensure leading zeros from objects like “0100” are not 
dropped “100”

• Use the Number format on dollar amounts,                  
not Accounting or Currency (Will cause errors)

4. Import the CSV File with budget data into the correct 
Form/Tab



Comma Separated Value (CSV) 
KBUD Upload Files
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Export to create CSV File with Headers Import budget data using CSV File with Headers

Add 
budget data

A3 Expenditure Detail Tab
A3 Expenditure Detail Tab



Comma Separated Value (CSV) 
KBUD Upload Files
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KBUD Search Features
KBUD’s Search Features have changed within the forms 

 1416 Forms used a small magnifying glass icon next to the cell to 
display the search page for available codes

 1618 Forms do not have a search icon
1. Click directly in the cell to activate the cell and then right mouse 

click to view the Search link for the codes
2. Click on the Search link to display the search page for the codes
3. Type the entire code or use the * as a wildcard (E*) or leave the 

textbox blank to return all available codes and click Search
1416 Search

Feature
1618 Search

Feature

1

2

3



Other KBUD Features
KBUD’s Calculator Feature has changed within the forms 

 1416 Forms used a small calculator icon next to the cell to display the 
built-in calculator feature

 1618 Forms do not have a calculator icon
1. Click directly in the cell to activate the cell and then right mouse 

click to display the calculator
1416 Calculator

Feature
1618 Calculator

Feature

1



Other KBUD Features
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Refresh Cache Page
 Resets the KBUD system
 Refreshes the data link between the application and the database
 Perform this action anytime without affecting the data entered as long as 

you Save the information first
 Perform this action when you are not seeing the data you are expecting



Other KBUD Features
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Saving Changes: Continue or Back Buttons
 Changes were made on the previous page and were not saved
 Back button will allow you to go back to the previous page and click the 

Save button on the previous page, so you do not lose your changes
 Continue button will discard any of the previous changes made



History Change Process

FY14 & FY15 History has been loaded to KBUD
1. History change requests need to accomplished by the 

agencies through their budget analyst 
2. Agencies should use the 1618 Historical Change Request 

Form (Excel Spreadsheet)
 Located on OSBD’s 1618 Budget Prep Resources 

Webpage:
 http://osbd.ky.gov/Pages/KBUD-Information.aspx

3. Highly recommend agencies to start with history changes 
as they begin their 1618 budget preparation



History Change Process
Some reasons an agency would request a history change:

 The need to move General Fund (Regular Appropriation) amounts 
because the budget request program does not correspond to the 
allotment structure in eMARS (OSBD will make these history changes)

 Appropriations changes due to reorganizations.
 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.  



History Change Process
Entries on the history change form:
 All entries need to net to zero (math checker on the form)
 Enter values down to the penny
 Example: Spreading Federal Fund Current Receipts to several 

programs/subprograms because the drawdowns were deposited 
into one fund/function account. 

Math Checker



Personnel Runs Process/Schedule

Personnel Run Information
 Details will be provided at Budget Instruction Informational meeting on 

August 24, 2015 at 1:30pm in Room 154 of the Capitol Annex  



Capital Budget Information
Capital Project Data from Six Year Plan
 The Capital Project information was preloaded into KBUD 

from the Capital Planning system (2016-2022 Capital 
Projects)

 KBUD used Version 3 data from the Capital Planning 
System which corresponds to the June 27 deadline

 If agencies made updates to projects in the Capital 
Planning System after June 27, agencies will need to make 
those same updates in KBUD

 KBUD changes from last biennium
 Fewer fields on the dimension form
 Impact on Budget data was preloaded for all types of 

projects (1416 – only IT projects had the impact data)



Formal Budget Submission/Schedule
Submission Format and Quantities
 Budget Request Format and Copies
 1 Printed Copy to OSBD with Official Letter
 3 Printed Copies to LRC
 1 Electronic Copy to OSBD
 1 Electronic Copy to LRC

 A-6 Budgeted Position Record
 1 Electronic Copy to OSBD
 1 Electronic Copy to LRC

 Further instructions will be provided on submitting final 
version of budget request in searchable PDF format

 Schedule
 Budget Requests due to OSBD/LRC by November 1



39

Questions ?


