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Introduction to Kentucky Budget System (KBUD)

Section 1 Introduction to KBUD

The Kentucky Budgeting (KBUD) system will be used to develop the 2018-2020 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 Office
of the State Budget Director/Governor’s Office for Policy and Management
(OSBD/GOPM) and the Legislative Research Commission (LRC). It will enable the
Commonwealth to provide the information required for submission contained in the
2018-2020 Branch Budget Request Manual (Budget Instructions). It is essential that
agencies read and understand the 2018-2020 Budget Instructions in order to complete
and submit their biennial budget request accurately, on-time, and in the correct format.
The 2018-2020 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
produce budget reports and information that consolidate Programs, Funds, Projects,
Expenditures, Revenues and other budgetary information within KBUD.

KBUD - Section 1 7/18/17 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
https://ebi41.ky.gov/BOE/Bl/logonNoSso.jsp. Each user requires a separate
EBI account to utilize the application. Contact the KBUD Administrator at
KBUDAdministrator@KY.GOV to request access instructions.

NOTE: Users can access both applications through compatible Web browsers
(Microsoft’s Internet Explorer, Google Chrome, or Mozilla Firefox). Only certain versions
of these browsers will work with KBUD or EBI. In addition, there are specific browser
settings such as Pop-up Blocker 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.

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)
Google Chrome Version 59

Mozilla Firefox ESR 24
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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 KBUD forms is
ultimately translated into budget totals on the budget request reports in EBI. In addition to
the budget request forms, the information entered into the dimension tables and the
FY16/FY17 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

- Agency Budget Request
Reports (KBUD Reports-EBI)
Dimension Tables (KBUD) Submitted to GOPM
-»-—- [ Pactzrmanc aiocarins | Careshaaans | Gucumars Harsgamars |
= |
FY16 & 17 Historical Data (eMARS to KBUD) :
.. / = \ History
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Baseline Budget Request

The 1820_A2-A3-A4-A5 Baseline Budget Request form is the primary form used to
produce your agency’s 1820 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 1820 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).

1820 Baseline Budget Request Form

1820 AZ-A3-A4-A5 AZ/83/84/45 Baseline Budget Request

The 1820_A2-A3-A4-A5 Baseline Budget Request form contains multiple tabs to perform
different functions. For example, the 1820_A2-A3-A4-A5 form 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

1820 A2-A3-A4-A5 Form with Multiple Tabs

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

Motify

Expand &ll | Collapse All

r - Budget Request Details m

Request Code: 6530 Name: 721B_PG
Form: 1820_A2-A3-A4-AS5
* Stage: [1-Agency Request [

r = Reason For Change

Reason Description:

r'= Budget Request Information

Legal Authority Citation::

r'= Dimensions m

Program: 721B_PG

Go to top of page
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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 2018-2020 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) Login to KBUD and navigate to the Budget Layout Selection Page to choose the
1820_A2-A3-A4-A5 Baseline Budget Request form
2) Create an instance of the 1820 A2-A3-A4-A5 Baseline Budget Request form for
each agency program
3) 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
0 A2/A3/A4/A5 Baseline Budget Request Form Tabs
= Edit Budget Request
A2/A3 Sources & Exp by Fund
A3 Expenditure Detalil
A5 Personnel
Document Management (Used to upload the Word document
containing the program description narrative)
4) Login to KBUD Reports (EBI) and navigate to the 18-20 Biennium folder to run
and/or print the necessary budget request reports
0 Run the baseline budget math check report (A1A2 Financial Record Math
Check) necessary for performing a math check on the baseline budget data
that was entered into KBUD
= If math check errors are indicated on the report, log into KBUD and
correct the errors by making the necessary changes in the form and
rerun the math check report to ensure the errors have been corrected
0 Run the baseline budget request reports for each program code necessary for
the official budget submission to GOPM and save a PDF version of each
report for the electronic submission to GOPM
= A1A2 Financial Record
= A3 Expenditure Detail
= A5 Personnel Summary

KBUD — Section 2 07/18/17 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 2018-2020 baseline budget in KBUD:

e The user should review and understand the LRC’s 2018-2020 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 1820 _A2-A3-
A4-A5 Baseline Budget Request form. The Full Actuarial Required Contribution
(ARC) will be included as part of the defined calculations for the 1820 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@Kky.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 1, KBUD Setup and Preferences.

KBUD — Section 2 07/18/17 Page 6



KBUD: Baseline Budget Request

Section 2.2.3 Login to KBUD and Navigate to the 1820 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.

Home Page

(=2 Budget Tasks

File Edit View Favorites Tools Help
5k Ky Office of State Budget Dir.. 2 (2 unread) - philrosell - Ya... 2 Welcome to AMS Advant... [ Goegle £ KBUD310 (2015) - Prod
Welcome, RV10040 Messages(0) [Home & | Help | Preferences | Reports | Edit Password | Logout

Reference Data Security Utilities Budget Tasks
TS T B

Advantage Performance Budgeting - Training >

i Formulate Budget Request | 2
J Z

Budget Tasks l

Categories Refresh Cache Page

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

e )
1 L Formulate Budget Reguest

Secute Uel

Refresh Cache Page

Go to top of page

javascripttriggerTransition('//Budgetl ayoutsSelection/Header')
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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 1820 _A2-A3-A4-A5 form
by clicking on the corresponding blue link. The Select Budget Request page will
appear.

Budget Layout Selection Page

Reference Data Budget Tasks

Advantage Performance Budgeting - KBUDNP > Budget Tasks > Budget Layout Selection "%

Budget Layout Selection

Code: Mame:

Layout Type:

Sort  Print

Code =!=

AZ/A3/A4/05 Baseline Budget Reguest

B2/B3/B4/B5 Additional Budget Request

1320 E FUND-RECEIFTS E Restricted Funds & Receipts Form

1820 & G Federal Assistance Form

1820 OFFBUD FUND Off Budget Funds

1820 CAPITAL FUND Capital Reguest by Fund Source

1320 CAPITAL EXPEND Capital Request Expenditures

1820 CAP IMPOMNOPBUD Capital Reguest - Impact on Operating Budget

e The Select Budget Request page will show all the instances of this specific form
(1820_A2-A3-A4-A5) you have created.

Select Budget Request Page (1820 A2-A3-A4-A5 Form

Welcome, RvI0040  Skip Navigation Messages(0) [ Home Hh | Help | Preferences | Reports | Edit Password | Logout

Reference Data ~ [EEILLEAEHS

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

Select Budget Request

i}
Budget Request Selection Criteria
Layout TGO Request Stage: w | Archive 0wy
Code: | 1820_A2-A3-Ad-AS Code: View: False[™] | Search
Layout Name:
Typer | |Generic

"Header Filter

Program: &
|—Une Filter: ]
New Delete  Save Sort Print View as CSV

DT S S R R
il es530 721B_PG 721B_PG
O 6532 723B_PG InStanqu 723B_PG
Page 1 of 1 Show 20 rows per page View 1 - 2 of 2,

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 to Stage 3 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)

Welcome, MGI0011  Skip Navigation  Messages(0) [Home = | Help | Preferences | Reports | Edit Password | Loge

Select Budget Request
(Budget Request Selection Crit A
Layout oo Request Stage: |1-Agency Request ~| Archive ~
Code; EEEUESSRlllS) Code: [~ View: False|™| gearch
Layout [ _ Name:
Typer  |Generic [~
Header Filt
Lngram: 670 4 J
(L5 A C
L I = J
[Mew I Ed\lI View lDelete Si\/E] Sort  Print View as CSV
Summary =1 =1 |=]
(=] Feqves e S S - S
¥ 6337 Parks Administration Sea[- C h Res u | ts 670A_PG
O 6338 Resort Parks 670B_FG
O e339 Rec/Historic Parks I n Stan CES Of th e FO r m 670C_PG
O &340 Cafeterias 1 670D_PG
Paget | of i Show &l [™]rows per page View 1-4of 4
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Baseline Budget Request

Section 2.2.4 Creating the Baseline Budget Request Form

In this section, we will create an example of a baseline form for the Department of Public
Health (DPH), Department 728. In this first scenario, we will create the 1820 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
1820 _A2-A3-A4-A5 form.

Select Budget Request Page (1820 _A2-A3-A4-A5 Form)

Select Budget Request

Layout Code: |1820_A2-A3-A4-AS [v] archive View: False[~¥|  search

Layout Type: |Generic [¥] Name:

Header Filter |

"Eudget Request Selection Criteri

Program: 7
& Filtel
w

in

Delete  Szve  Sort Print View as CSV

Summary
O Request Code
i 8530 721B_PG
O 6532 7238_PG

Page 1 |of1

1
1

Show (20 [~ ] rows per page

721B_PG
723B_PG

Pr:x;m m

View 1 -2 0of 2
#

KBUD — Section 2 07/18/17
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Baseline Budget Re

quest

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)

Fill in the Legal Authority Citation

textbox

2.
3. 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, an
select it from a pick list:

d complete the following three steps to

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

textbox
= 3-2) Click the Search butto

n

= 3-3) Click the Select button for the appropriate program
4. Click the Save button, and the new form with all its appropriate tabs will be

created

Create Budget Request Page
4 Save | Back

Create Budget Request

Expand All | Collapse All

- Budget Request Details m 1

Ma m{ F2BA_PG ]

Request Code:

Form: 1820_AZ-A3-A4-A5

* Stage: 1-Agency ige !

jmma

GOPM will move the forms to Stage 2 when needed.

Stage should always be set to 1 by the agencies.

— Budget Reguest Informatien
i Legal Authority Citation:: KRS 211.180 |

_ — Dimensions [i] q
Program Search
Program: |728A_PG| x|
i Code: 728% 3_1 Name: Short Elemer
Name: Type:
Postable: [~] Parent
[50 to top of page Progra
-/ Dimension Reference Information
[ Department: &
- Financial Rollups Information
Type: & Group: &
[ 2 9
O -L
Sancel
Display (20 [v| items  Sort...
lcode | short Name _____[Element Type ___[Parent___|Depal
7 728A_PG General Health Support coA
Select & 728B_PG Women's Health COA
Select 4 728C_PG Prevention and Quality ITmprovement coa
Select 728D_PG Epidemiology and Health Planning coA
Select ' 7281_PG Maternal and Child Health COA
Select ' 728L_PG Laboratory Services CoA
< >
KBUD — Section 2 07/18/17 Page 11




Baseline Budget Request

Section 2.2.5 Entering Budget Data in the 1820_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 2018-2020 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, 1820 KBUD Budget Objects.xIsx). To use the search
feature for the Fund or the Budget Object 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 1820 A2-A3-A4-A5 Form for 728A PG

"é} Action was successful.
Save Back 1 5
I| Edit Budget quuest[ A2{A3 Sources & Exp by FundlAS Expenditure Detail |}5 Personnel | Document Management A2/A3 SO urces &
Motify
Expand All | Collapse all Save
~= Budget Request Details [1) l ﬂ au¢g5<aggest | A2/A3 Sources & Exp by Fund | A3 Expenditure Detail | AS Persannel | Document Management
Request Code: 6571
Form: 1820_A2-A3-A4-A5 - Budget Request Summary (i)
* Stage: 1-Agency Request ﬂ Layout Code:  [1820_A2-A3-Ad-AS Layout Name: | A2/A3/A4/AS Baseline Budget Request Type: | Generic [¥] Program 728A_PG
Request Code: 6571 Request Name: |7284_PG Stage: |1-Agency Request [V]

r = Reason For Change ———————————] ge@h Zero Out | Display Sub Total: ™

I New Line | Copy Line  Delete Line Export Import Audit Trail View Graph gort print yiew as CSv

Reason Description:

= T [ s [ ovisstobea [1
5] 1 0100 REGAPP

Totals | Favorites

DC FY 18-19

DC FY 19-20

(o))

r - Budget Request Information

Code Sh: me Element Type {
Ee o1
Legal Authority Citation:: KRS 211.180 Expand All | Collapse

Name:

Go to top of page s 3'2
) . - Financial Rollups Information
r= Dimensions (i) - e . y
Program: 728A_PG 2.2 -M Cancel |BUdget ObJeCt
Display Al [v] items  Sart...
Go to top of page SearCh Page
|_[Code | Ishort Name __ |

+ REGAPP Regular Appropriation Regular Appropri

Selet  # TOBACCO Tobacco Settlement - Phase 1 Tobacco Settlemd

State Salary & Ct
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KBUD also has the ability to import an Excel spreadsheet (XLS) 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.
2.

3.

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

Click the Delete Line button, and KBUD will mark the line for deletion by applying
the strikethrough format to each selected line (example: 8100)

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

=

Layout Code:
Request Code:

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

- Budget Request Summary m

1820_A2-A3-A4-A5 Layout Mame: AZ2/A3/A4/AS Baseline Budget Request Type: | Generic ﬂ Program 728A_PG

6571 Request Name: 728A_PG Stage: |1-Agency Request ﬂ

Refresh

Totals

Zero Out Display Sub Total: ]

New Line  Copy Line || Delete Line | Export Import Audit Trall View Grah Sort Print View as CSV

| Fund | Budget Object FY 17-18 FY 18-19 FY 19-20 DC FY 18-19 DC FY 19-20 [ ]
43045 4505, +4;505:000 15276800 385:300

W 16186  REGAPP -

Expand All | Collapse All

2

1] 0 0 1] I].

Page |1 of 1 Show 20 | % |rows per page

Go to top of page

e KBUD will confirm the deletion was successful

@ [ Action was successful. ]

Save Back

Layout Code:

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

- Budget Request Summary m

Request Code: 6571 Request Name: 728A_PG Stage: 1-Agency Reguest ﬂ

1820_A2-A3-A4-AS Layout Name:  A2Z/A3/A4/AS5 Baseline Budget Request Type: |Generic ﬂ Program 728A_PG

Refresh

Totals

Zero Out Display Sub Total: [

New Line | Copy Line  Delete Line

(= [ [ rori [wiviobea [[ e [ s | wsm | ocmiss | ocmon [

Export Import Audit Trail Sort  Print View as CSV

Line has been permanently deleted -

Page 1 of 1 Show 20 | ¥ |rows per page
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e 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
Excel 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 an Excel 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 Excel file and use the file to import the budget lines
into KBUD.

Excel file (all lines and columns formatted as text)

o B i L E E =
1[Fund Budget Object FY17-18 FY18-19 FY19-20 DCFY18-19 DCFY 19-20 ]_
2 (0100 REGAPP 27,051,100 27,051,100 27,051,100 293,100 537,700

3 0100 EXPBYFUND 27,051,100 27,051,100 27,051,100 293,100 537,700

1820 -Ad-
[ [ ]

Totals j

To use the Export feature, navigate to the desired tab and click on the blue
Export link. Follow the prompts to save the Excel file with a meaningful name
and in a location you will remember. You can open up the saved Excel file
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 REqu[sl I A2/A3 Sources & Exp by Fund | A3}xpand\tura Detail | AS Personnel | Document Management |

- Budget Request Summary [i)

Layout Code:  1820_A2-A3-A4-AS Layout Mame:  A2/A3/A4/AS Baseline Budget Request Type: |Generic [v] Program 728A_PG

Request Code: 6571 Request Name: 728A_PG Stage: |1-Agency Request [¥]

Refresh | zero out Display Sub Total: 4

MNew Line = Copy Line  Delete LmE AuditTrall  gort pring view as CSV

nm Budget Object n FY 17-18 FY 18-19 FY 19-20 DC FY 18-19 DC FY 19-20 .
Totals [ |

Page 1 of 1 Show 20 | % |rows per page
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Incorrect Format

Correct Format—T 0100 JXPBYFUND 27,051,100 27,051,100 27,051,100 293,100 537,700
4 10100 REGAPD. 0 231,700 273,400 0

3.

. 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 currency or
accounting format. To resolve this issue, highlight the affected column or cell,
change the Number format 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.

Home Page Layo o a Data R D op Add PDF Pro 10

- ¥ .
e @D Calibri -lu A A ®-  EewrepTet Text

Exy Copy -

B I U- M- &'A' EE=E EE= EMerge&CentEr' $-9% +» S

Paste
- ¥ Format Painter

Clipboard [F} Font ] Alignment [F} MNumber [
A2 - fa 100

A B C D E F G H 1 ] K
1 |Fund BudgetObject FY17-18 FY18-19 FY19-20 DCFY18-19 DCFY 19-20
b [100 kecare 27,051,100 27,051,100 27,051,100 293,100 537,700

Utilize numerical data for the five budget data columns and ensure those cells
are formatted in Excel text, general, or 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 the user
from entering non-rounded values, but the 2018-2020 Budget Instructions
request the values be rounded).

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 2018-2020 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, 1820 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
e 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
e Tobacco Settlement — Phase |
e Continuing Appropriation — Tobacco Settlement
e Reorganization Adjustments

KBUD — Section 2
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Restricted and Federal Funds ONLY
Balance Forward

Current Receipts

Non-Revenue Receipts

Fund Transfers

e Once you have populated your Excel worksheet with all budget lines and formatted it
correctly, save the file with a meaningful name and in a location where you will
remember to find it. Return to A2/A3 Sources & Exp by Fund tab in the
1820 A2-A3-A4-A5 form. To import the budget lines, follow these steps:

1. Click the blue Import link
A2/A3 Sources & Exp by Fund i 43 Expenditure Detail | A5 Personnel | Document Management

= Budget Request Summary [i]

Layout Code:  1820_AZ-A3-A4-AS Layout Name: | A2/A3/A4/AS Baseline Budget Request Type: |Generic [v] Program 728A_PG
Request Code: 6571 Request Name: |728A_PG Stage: |1-Agency Request [¥]

Refresh | | Zero out| Display Sub Total: (4 1

New Line  Copy Line  Delete Line EXBO ' udit Trail | oot print View as CSY

(= T [ [otranes [ s [~ [ s [ s [ scven ]
Totals [ |

Page 1 | of1 Show 20 |V |rows per page

2. Click the Browse button

Expand All | Collapse All

- Import Data File

2
[

Cancel  Upload

3. Navigate to the Excel file location, and click on the file name
4. Click the Open button

) Choase File to Upkoad
) | ko v Rosell, Phillip (OSBD) » Downloads b FYI6LS DPH Budget Prep Files - [é Il

Urganue = Mew lulder

Marne

~5-NARRATIVE 16-18 FINAL. deo<x

C ey
i Music -
Pictures 3 o =
E ph 4] 161B0PH-TZRA-ALAG.cxv
I idecs

B Fusell, Phillyp (05HD)

(L 161ADPH - TIRA-AS.cow

File nasmes 1R1800H- F2HA- AZA3AS.c90 Lawes
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5. Click the Upload button

Expand All | Collapse all

- Import Data File

File: C:\Users'phillip.rosell\Downloads\FY1618 DPH Budget Prep Files\l  Browse...

Cancel | Upload 5

e 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.

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

e If the import is successful, you will receive the “Action was successful’ message,
and the budget lines will be visible. Click the Save button to finalize the changes to
the tab and complete the import process.

@ [ Action was suc:c:essful.]

Save | Back

1
Edit Budget Request | A2/A3 Sources & Exp by Fund | A3 Expenditure Detail | AS Personnel | Document Management

- Budget Request Summary @

Layout Code: 1820_AZ2-A3-A4-AS Layout Mame: AZ/A3/A4/AS5 Baseline Budget Request Type: |Generic |[%

Request Code: 6571 Request Mame: 728A_PG Stage: |1-Agency Request ﬂ

Refresh Zero gut | Display Sub Total: R4

Export Import Audit Trail View Grach  sor¢ print View as CSV

MNew Line Copy Line Delete Line

nmm Budget Object Fr 17-18 Fr 18-19 Fr 19-20 DC FY 18-19 DC FY 19-20 |

O 10100  REGAPP R 12,303,800 12,955,400 12,955,400 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

O 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
O 61300  BALFOR R 682,300 540,000 270,000

O 71300  CURREC R 49,041,200 33,826,500 33,826,500

O 81300  EXPBYFUND E 40,267,300 22,996,600 22,996,600

O 91300  NONREV R -3,816,200 -11,100,300 -11,100,300

O 10 0100  SALCOMP R 51,600
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e To complete the 1820 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 Excel import files to upload the budget lines,
please be aware of these differences. You will need to modify the Excel 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 2018-2020 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:
= 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)
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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

Back

[——
Edit Budget Request I A2/A3 Sources & Exp by Fund|| A3 Expenditure Detail |Ja5 Personnel | Document Management

- Budget Request Summary m

Layout Code: | 1820_AZ-A3-A4-A5 Layout Name:  A2/A3/A4/AS Baseline Budget Reguest Type: | Generic ﬂ

Request Code: 6571 Request Name: 728A_PG Stage: 1-Agency Request

Refresh | Zero Out Display Sub Total: ¥

New Line  Copy Line  Delete Line Export Import Audit Trail View Graph Sort Print View as C5W

(@ [ [owdiomes [[ o | mon | e [ ocren | wonow ]
m| 1 E111 E 2,755,400 2,779,900 2,779,300 61,300 204,000
O 2 E121 E 189,300 195,100 200,000 3,800 13,100
m| 3 E122 E 1,002,000 1,010,000 1,010,000 186,300 270,100
m| 4 E122 E 0 231,700 273,400 0 0
m| 5 E123 E 431,100 431,100 431,100 10,200 23,200
O 6 E123 E 0 4,500 6,400 0 0
O 7 E124 E 600 600 600 100 100
m| 8 E131 E 131,000 131,000 131,000 31,000 31,000
m| 9 E132 E 26,900 26,900 26,300 1,300 1,300
| 10 E140M E 3,578,300 3,578,900 3,578,300
m| 11 E150M E 4,364,000 4,364,000 4,364,000
O 12 E210M E 500 400 400
m| 13 E222 E 500 400 400
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e 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 18-19 and 19-20, 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 2018. (NOTE: For
Defined Calculations Requests, the number of personnel positions is not applicable).

e 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.

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 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

Save Fack

—_—
Edit Budget Request | A2/A3 Sources & Exp by Fund | A3 Expenditure Detail ' A5 Personnel lDocument Management

- Budget Request Summary m

Layout Code:  1820_A2-A3-A4-A5 Layout Mame: A2/A3/A4/A5 Baseline Budget Request

Generic [¥]

1-Agency Request ﬂ

Type: Program

Request Code: 6571 Regquest Name: 728A_PG Stage:

Refresh  Zero Out Display Sub Taotal: ¥

New Line  Copy Line  Delete Line Exeort Import Audit Trall View Graph

Sort  Print Miew as CSV

1 FULLTIME
2 FULLTIME
3 PARTTIME
4 PARTTIME
5 GFPOS

6 RESPOS

7 OTHERPOS

ooooooo

Totals

RFILLED
RVACANT
RFILLED
RVACANT
EOD

EOD
RFILLED

nm Budget Object FY 15-16 FY 16-17 FY 17-18 FY 18-19 FY 19-20 DC FY 18-19 DC FY 19-20 .
38 43 48 48

36
5
3 3 2 4 4
2
3,401,615 3,387,923 4,305,400 4,343,400 4,348,100
57,676 57,444 73,000 73,300 73,500
1 1 1 1 1

257,500
4,800

501,400
9,100

510,500 .

3,459,251 3,445,325 4,378,347 4,416,647 4,421,547 262,300

Page 1 of 1 Show 20 | |rows per page
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e The final step to complete the 1820 _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 2018-2020 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.

2018-2020 Baseline Budget Record A4 (Program Narrative)

2018-2020 KENTUCKY BRANCH BUDGET
Baseline Budget Request: Program Narrative/Documentation Record

OPERATING BUDGET REPORT A4 Agency: Health & Family Services
Appropriation Unit: Public Health
Program/Service Unit: General Health Support
Governmental Branch: Executive ‘Sub Program:
Cabinet/Function: 53 Health & Family Services Posting Unit: SAD
Baseline Services

I. PERFORMANCE/RESULTS Actual ctual

DOCUMENTATION EY 201516 201617 EY 2017-18 EY 201818 FY 2019-20
{a) Sub-Program/Unit Funding §24666523 §37,549,191  $48522800  $39,540700 338,540,700

(b) Total Quantitative Data/Tests

Il. PROGRAM NARRATIVE

The mission of the Department for Public Health (DPH) is to imprave the health and safety of people in Kentucky
through Prevention, Promotion and Protection. In accordance with KRS 211.180, 211.190, and 212.240 fhe

e To upload your program narrative file into the Document Management tab, follow
these steps:

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 Open button

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

Click the Save button to finalize the attachment

oOuhswNE

Document Management

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

Add Document

KBUD
Upload Tool

Expand All | Collapse All

- Upload Document

Expand All | Collapse All
Centent: C:\Users\phillip.rosell\Downloads\FY1618 DPH Budget Prep Files\ WlndOWS
Cancel | Upload 5 F||e UQ|0ad
4 Choone File 1o Uipload (=2
—— — — - .
o I e L T =

18

Document Management o |

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

6

Add Document Display All ﬂ Items Sort...

Content Type

SA-NARRATIVE 16-18 FINAL.docx application/wnd.cpenxmiformats-officedocument.wordprocessingml.document

Expand All | Collapse All 5
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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 18-20 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 1820 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

2] Budget Object |" [ | DCFris-19 DCFY19-20 | |
O b 0100 REGAFPP R 12,903,800 22,448,200 16,802,800 92,600 306,000
0 51,500 . .
O 1Q_0100 SALCOMP B .\ A1A2 F|nanc|a|
O [8 0100 EXPEYFUND E 6,955,400 22,448,200 16,802,800 ] 92,600 306,000
O Y X Record Report
O 11200 BALFOR R 1
O 2 1200 CURREC R 5 0418-2020 Kentucky Branch Budget
Basehge Budget Request: Financial Record
O 3 1200 EXPBYFUND E 51 All requegd columns rounded to nearest $100
O OPERAJING BUDGET RECORD A1/A2 Agency: Public Health
Appropriation: Public Health
O 4 1300 BALFOR R G Governmagtal Bra.nc h: Executive Brant.:h ) mi/Service Unit: General Health Support
O = 1300 CURREC R 49,04 Cabinet: Health and Family Services Sub Program:
O 7 1300  NONREV R -9,31 gting Unit:
FY 2015-16 FY 2617 FY 201718  FY 2018-19 FY 2019-20
a 6 1300 EXPBYFUND E 40,29 Actual Actu Budgeted Requested Requested
Totals 6,54 SOURCE OF FUNDS
ral F
Rsgular Appropnation 12,803,500 0 12,803,500 22,443 200 16,802 .8-:.‘-3]
State Salary and Gm;ensauu&:a‘m ] 51,600 0 51,600 ] 0
Total General Fund 12,955,400 0 12,955,400 22,448,200 16.802,800
Restricted Fund
Balance Forward 0 0 652,300 270,000 270,000
Cumrent Receipts 15,209,218 0 45.841.200 33,626,900 33,626,900
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]
Cumrent Receipts 695,519 0 503,600 485700 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
XPEND RES BY FUND SOURCE
12,267 452 1] 5,955,400 22,443,200 16,802,800 ]
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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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 1820_A2-A3-A4-A5 Form)

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

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

reports:

Reference Data

1. Either click on the Report link located in the KBUD application to access the
webpage, or open your web browser and enter the direct link to EBI 4.1 and
paste it into the URL: https://ebi41.ky.gov/BOE/Bl/logonNoSso.jsp

Welcome, MG10011  Messages{0) [Home =1 | Help | Preferences | Reports

Edit Password | Logout

Security Utilities Budget Tasks

Advantage Perform

ance Budgeting - Training > Budget Tasks

Budget Tasks

Go to top of page

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

Formulate Budget Request
Execute Query

Budget Request Filter View
Advance Budget Request Stage

Refresh Cache Page
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Baseline Budget Request

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

SAP BusinessObjects

Bl launch pad

Enter your user information, and dlick "Log On".
If you are unsure of your account information, contact your system

administrator,

User Name: |MGI0011

Password: essssssssssssssl

Authentication: | Enterprise

SAD4

]
—

Help

e The Home tab is the entry point into the EBI application. Once in the application,
navigate to the KBUD 1820 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 18-20 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

% 214 Home | Documents |
Bl AL

View = New * Organ
B cu

) a4 My Documents

] e
wl Ald i
W A3 |

[ ~webIntelligence:
7 B nbox

- By lerts

12 Subscribed Alerts

2 Personal Categories

=2

iy

Type

sApg

[ | ot |

Organize

View * New

B ————m |

rannal Tersed
ALAT Francial Rocert] Math Chack

35 Records

Al Exp A Detad

3 Expendinre Detal

45 Parsannel Surmany

B1E Financal Record

B3 Expenditure Detad

CIET Frumncial Racerrd

C1C2 Firanasl Rstord Math Chack.

CIC2_C3_C5 Recors

Capieal Listing wieh Shert Deserigeon
[- =]

a2

TYYYNCYY Yoo eowos

[s=5E
= =4

3

Eapital Listing with Rasthorization Status

CEEQY - Cnbirsst Rk - Run it Cibiret levond iy

/

Type

\Web rtefigence
Wk Irteliggrrs
Web Ireeligence
Web Iréefagerce
Web teligence
Wb Irtellgence
Web Ireeligence
Web trecligence
Wb letaligerce
Web Inteligence
‘el Irteligerce.
Web [rteligence
s Trteliggere
Web Inesfigence
itk rtefigence
Wb Trteliggers
Web Ireeligence
Weh Ineeiigeece
WWeb [rsefigence

Welcome: MGIOOLY | Accheats

N—
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Baseline Budget Request

When the budget data has been completely entered into the 1820 _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 2015-16, FY 2016-
17, FY 2017-18, FY 2018-19, and FY 2019-20. Once the program passes the math
check, we will save and print the required baseline reports for the budget
submission).

1.

2.

Completed 1820 _A2-A3-A4-A5 Form

b Bt | A BY Bt

L T [ ——

Double click on the A1A2 Financial Record Math Check 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 1820_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

EEREERERL

il
o
e
ey
e
rreiegarcy
e ]

rreegarcy

3' [ ,':'M = ] 2018-2020 Kentucky Branch Budget
- = Banoing Bedget Hegeest: Financiel Record
Al requewied coumm rounded fo reareat §100
CETRATING DUDGET RECORD A1AT A H H
202 Npraion A1A2 Financial Record
Cogrvaai revaprtal T ara s — Uit
Capiner T st o Math Check Report
L
Acsual e ——
SOUECE OF FumD s
[e—
q E e Fragres ke 20182020 Kentucky Branch
. Aabina htgat Baaee
TOTAL SOURCE OF FUNMDS a -
LT
EXFINOSTURE S B CLASS i — i~
; e s et ey Brsiren -
IOTAL EXFENCITRRES BY CLASE ] Pyt
TYRTEW TR TYRLW TR TWEATAT
pa T et e e
Ml Mlean SPRTE .
LR A = L= P
0 MMM e e R
- R T [T T
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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
Cabinet: Health and Family Services

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

Sub Program:
Postina Unit:
FY 2015-16 FY 2016-17 FY 201718 FY 201819 FY 2019-20
Actual Actual Budgeted Requested Requested

SOURCE OF FUNDS
General Fund

Regular Appropriation 12,903,800 27,052,300 27,051,100 22445200 16,602,600
State Salary and Compensation Allocatior 51,600 [H] [H] (1] (1]
Other a -1,547,428 o o o

Total General Fund 12.955.400 25,504,872 27.051.100 22,448,200 16,802,800
Federal Fund

Balance Forward 13474 11815 2,038 [} [}
Current Receipts 695,519 473,733 503,600 495 70 345,30

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 33,826,900 33,826,900 33,826,900
Mon-Revenue Receipts 4,169,633 £124752 G550 -10,630,300 11,100,300

Total Restricted Funds 11.701.893 . 266,600 23.266.600 22,396,600
TOTAL SOURCE OF FUNDS 35,366,286 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 17,916,583 27,566,126 43,100,038 38.277.300 32,445 600
Capital Outlay a 225,000) o o o
TOTAL EXPENDITURES BY CLASS 24,666,523 34,646,02 50,553,338 45,940,500 40,144,700
EXPENDITURES BY FUND SOURCE
General Fund 12,267 482 24774072 27,051,100 22445200 16,602,600
Federal Fund 697,178 483,515 B5-558 495,700 345,300
Resiricted Funds 11,701,853 9,383,434} 22,996,600 22,896,600
TOTAL EXPENDITURES BY FUND 24,686,523 34,646,02 50,553,336 45,940,500 40,144,700

Total Sources of
Restricted Funds

Total Restricted

Fund Expenditures

FY 201516 FY 201617 FY 201718 FY 201819 FY 2019-20
MATH CHECK SECTION Actual Actual Budgeted Requested Requested
Restricted Fund Carry Forward
Restricted Fund Total 11,701,893 9353436 23266 500 22 596,600
Restricted Fund Expenditures by Fund 11,701,858 §353.436 S=ane 22 996 B 22 996 A
Should Never Be Negative Las S SFE-
Carry Forward Check # 040 i 270,000 270,000
Should = Z [] [] ] []
ould=sere Math Check Purpose What to Do If Math
Federal Pund Carry Porward These three line Check Fails
Faderal Fund Total 708,993 490,553 505,638 495,700 345,300 PRTY—
Federal Fund Expenditures by Fund BA7.173 438,515 05638 49571 3453 amounts 5h0U|_d If the expenditures
Should Never Be Negative jr=n 3= 5 2 5 > never be negatlve by fund source
Carry Forward Check # 11815 2,038 o ‘ because exceed the source of
Should = Zero ] o 0 o ) .
expenditures cannot fund totals, adjust
Total Funds Check H
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 24866.52 3464502 0553338 45 240 51 4014471 funds. In other the 1820_A2-A3-A4-
Should Never Be Negative Jesmss = 273335 =333 WOI’dS, you cannot A5 Form/A2—A3 tab.
Expenditure Check .
Total Expenditures by Class 24,666,523 34,645,023 50,553,338 45,940,500 40,144,700 spend more than Either Revenues
Total Expenditures by Fund 24,666,523 34,648,023 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. or expendltures by
fund decreased. If
this occurs in the
two History columns,
FY 15-16 or FY 16-17,
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)

FY16

OPERATING BUDGET RECORD A1/A2 Agency: Public Health
. Appropriation: Public Health
Governmental Bm_m::h.: Executive Bm"‘_’h ; Program/Service Unit: General Health Support
Cabinet: Health and Family Services Sub Program:
Pnstinn [Inif:
FY 2015-16 FY 201617 FY 201718 FY 2018-19 FY 2019-20
Actual Actual Budgeted Requested Requested
SOURCE OF FUNDS
General Fund
Regular Appropristion 12,803 300 27,052,300 27,051,100 22,445 200 16,302,800
State Sslary and Compensation Allocatior 51,600 0 0 0 4]
Cther 0 1,547 428 1] a o
Total General Fund 12.955,400 25.504,872 27.054,100 22.448.200 16.802,800
Federal Fund
Balance Forward 13,474 11,815 2,038 o o
Current Receipts £95519 473,738 503,600 485700 345,300
Total Federal Fund 708,993 490,553 505638 495,700 345,300
Restricted Funds
Balance Forward 682,313 040 o - 270,000
Current Receipts 15.209.218 15,508,188 22,626,500 358 22,626,500
Nen-Revenus Reteipts -4,159.538 £,124.792 -10,560.300 10,530,300 -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 50,823,338 46,210,500 40,144,700
EXPENDITURES BY CLASS
Persannel Costs 5477817 6,747,541 7,222,400 7,262,100 7,320,700
Operating Expenses 272,013 87357 230,900 401,100 374,400
Grants Loans Benefits 17,916,593 27,586,126 43,100,038 38,277,300 32,449,500
Capital Qutlay 0 225,000 o [ o
TOTAL EXPENDITURES BY CLASS 24,666,523 34,646,023 50,663,338 45,940,500 40,144,700
EXPENDITURES BY FUND SOURCE
Genersl Fund 12,267 452 24,774,072 27,051,100 22,445 200 16,302,500
Federal Fund £97.178 488,515 505,638 485,700 345,300
Restricted Funds 11.701.353 9,333.435 22,998,600 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
Year End Balance after Total Expenditures are
deducted from Total Sources of Funds FY 17 Balance Forward
MATH CHECK SECTION FY 201516 FY 20761 FY 201718 Y 201819 FY 2019-20
Actual Actual Budgeted Requested Requested
Restricted Fund Carry Forward
Restricted Fund Total 11,701,393 9,283,438 23,266,600 23,266.600 22,996,600
Restricted Fund Expenditures by Fund 11,701,853 5,353,438 22855 600 22 598 600 22 595,600 Math Check Purpose What to Do If Math
Should Never Be Negative 040 7] 270000 | 270,000 3] . T ————
Carry Forward Check & 040 0 270000 | 270,000 These two line Check Fails
Should = Zero [ I L 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: FY18 1820_A2-A3-A4-A5
Fund Source Total 25 365,285 35,378,861 50,823,338 46210 500 40,144,700 Year End Balance Eorm/A2-A3 tab
Total Expenditures by Fund 24 666,523 34,646,023 50,553,338 45 540 500 40,144,700 . L
Should Never Be Negative £99.763 732,838 270,000 270,000 0 should equal FY19 If this occurs in the
Expenditure Check Balance Forward). two History columns,
Total Expenditures by Class 24666523 34646,023 50.553,338 45,940,500 40,144,700
Total Expenditures by Fund 24,666,523 34,646,023 50,553,338 45,940,500 40,144,700 FY 15-16 or FY 16-17,
Should - Zero [ 0 [ 0 [ you may need to
General Fund Revenues - Expenditures || contact yOUI’ OSBD
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:
In this example, the check ensures Total Expenditures did not exceed its
Total Source of Funds for all funds combined in each FY

1.

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:
Pasting lInit:
FY 2015-16 FY 201617 FY 201718 FY 2013-19 FY 2019-20
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 50,663,338 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
FY18 Total FY 18 Total Expenditures
Sources of Funds By Funds
MATH CHECK SECTION FY 2015-16 FY 201617 FY 201718 FY 201819 FY 2019-20
Actual Actual Budgeted Requested Requested
Restricted Fund Carry Forward
Restricted Fund Total 11,701,383 5,383,435 23,266,600 23 266 600 22,996,600
Restricted Fund Expenditures by Fund 11,701,853 9,383,436 22,996,600 22,996,600 22,996,600
Should Never Be Negative 040 o 270,000 270,000 o
Carry Forward Check # 040 o 270,000 270,000
Should = Zero ] (1] 1] (1]
Federal Fund Carry Forward
Federal Fund Total 708,993 490,553 505,633 495,700 345,300
Federal Fund Expenditures by Fund 697,179 483,515 505,633 495,700 345,300
Should Never Be Negative 11,815 2038 a (1] 0
Carry Forward Check # 11,815 2,033 0 [1]
Should = Zero Q L ) L
Total Funds Check
Fund Source Total 25,366,286 35,373,861 46,210,500 40144700
2 . 454840 5 t

Total Expenditures by Fund

Math Check Purpose

These line amounts
should never be

What to Do If Math
Check Fails
If the expenditures
by fund source
exceed the source of

Should Never Be Negative £09.785: 132,838 270,000 270,000 g .
Expenditure Check X negative because fund totals, adjust
T b by e pomen  weem  smmem gsam @m0 T el expenditures the budget datain
Should = Zero 0 0 0 0 0 cannot exceed the the 1820_A2-A3-A4-
General Fund Revenues - Expenditures total sources of A5 Form/A2-A3 tab.
funds. In other Either Revenues
words, you cannot need to be_ increased
spend more than or expenditures by
what you receive in fund decreased. If
revenues. this occurs in the
two History columns,
FY 15-16 or FY 16-17,
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

Math Check Purpose
This line ensures the
Total Expenditures
by Class equals the
Expenditures by
Fund.

What to Do If Math
Check Fails

If these two totals do
not match, either
adjust the
EXPFYFUND budget
data in the 1820_A2-
A3-A4-A5 Form/A2-
A3 tab, or adjust the
expenditure detail
budget data in the
1820 _A2-A3-A4-A5
Form/A3 Expenditure
Detail tab.

Sub Pregram:
Postino_Unit:
FY 201516 FY 201617 FY 201718 FY 201819 FY 2019-20
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 |~ 50,553,338 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 l 50,553,338|_| 45,940,500 40,144,700
FY18 Total Expenditures FY 18 Total Expenditures
By Class By Funds
MATH CHECK SECTION FY 201516 FY 2016-1] FY 201718 FY 201319 FY 2013-20
Actual Actual Budgeted Requested Requested
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 o 0 0 0
Total Funds Check
Fund Source Total 25,366,286 35,378,861 50,823,338 46,210,500 40,144,700
Total Expenditures by Fund 24,666,523 34,646,023 50,553,338 45,940,500 40,144,700
Should Never Be Negative 693 763 732,838 270,000 270,000 o
Expenditure Check
Total Expenditures by Class 24,668,523 34,648,023 45,940,500 40,144 700
Total Expenditures by Fund 24,666,523 34648,023 50,553,338 )— 45,940,500 40,144 700
Should = Zero [ [] 0 [i] 0 0 )
General Fund Revenues - Expenditures
KBUD — Section 2 07/18/17
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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
1.
2.
3.

4.

help you quickly determine where to make the necessary adjustments.

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 1820_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 1820 A2-A3-A4-A5 Form

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

o= Busdgnt R

........ v )

Layout Code:  1820_A2-A3-A4-A5  Type

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

ek tetaligercs

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

| A3 Exp AN Detail £ =

‘Web Intelligence =

B & 4

=] b | L - o -

Enter value(s) for Program Code:
7284_pg

i

J

WORKING PAPERS 2018-2020 Kentucky Branch Budget

All requested columns rounded to nearest $100

Operating Budget A-3 All Detail Agency: Public Health
Appropriation: Public Health

Program/Service Unit: General Health Support
Sub Program:

A3 Exp All
Detail Report

Governmental Branch: Executive Branch
Cabinet: Health and Family Services

[ Home | Documents | 43 Exp All Detai

| A3 Exp All Detail = =

web Intelligence ~ = S|P E 0« [ Tra y Dril lter Bar 7] Free & outlin
EXPENI —
= —
TOTA (¥ Advanced | & Run
EXPEN %S Enter value(s) for Program Code:
- 2018-2020 Kentucky Branch Budget
o | [2eaps WORKING PAPERS v o
& _ All requested columns rounded to nearest $100
) Operating Budget A-3 All Detail Agency: Public Health
Total g (°)] _ Appropriation: Public Health
Govemnmental Branch: Executive Branch ProgramiService Unit: General Health Support
Cabinet: Health and Family Services Sub Program:
Posting Unit:
FY 201516 FY 201617 FY 201718 FY 2018-19 FY 201920
Actual Actual Budgeted
EXPENUIIURES BY FUND SUURCE
Federal Fund 697,178 488,515 505,638 485,700 345,300
General Fund 12,267,492 24774072 27,051,100 22,448,200 16,802,300
Restricted Fund 11,701,853 9,383 436 22,995,600 22,995,600 22,996,600
TOTAL EXPENDITURES BY FUND 24,666,523 34,646,023 50,563,338 45,940,500 40.444.700
EXPENDITURE CATEGORY
E111  E111 Regular Salaries & -
Wages 2,663,796 2493777 2,427,500 2,448,600 2,483,500
E112  Seasonal Salaries & Wages 0 2,500 0 0 [
E115 Overtime 1,829 2,386 0 0 [
E119 Comp Time (Block 50
Payments Onily) 7.088 1529 0 0 [
E120 Deceased Employees Salaries
& Wages 0 380 0 0 [
E121 E121Employers FICA 182,706 171,469 164,800 168,300 168,700
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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 ~ = = 0 o | @ | |[ZTrack - J 0nl - Fp Fiter Bar [ Freeze + 65 Outline
i

(7 Advanced | & Run

B2 | enter value(s) for Program Code:

o WORKING PAPERS 20162020 Kentucky Branch Budget A3 Expenditure Detail Tab

All requested columns roundsd to nearest $100 || Edit Budget Request | A2/A3 Sources & Exp by Fund | A3 Expenditure Detail

Operating Budget A-3 All Detail Agency: Public Health
Appropriation: Public Health

Program/Service Unit: General Health Support
Sub Program:

(2)
— Governmental Branch: Executive Branch
Cabinet: Health and Family Services

Posting Unit:

- Budget Request Summary m

FY 201516 FY 201647  FY 201718 FY 201819
Actual Actual Budgeted R

EXPENDITURES BY FUND SOURCE Layout Code: 1520_A2-A3-A4-AS Type: | Reqguest Code:
Federal Fund 697173 488,515 505538 435,700
General Fund 12,267,482 24,774,072 27,051,100 22,445,200 Program:
Restricted Fund 11,701,853 9,383,436 22,996.600 22,996,500
TOTAL EXPENDITURES BY FUND 24666523 34,646,023 50653,338 45,940,500
EXPENDITURE CATEGORY .
N - H H il
E111  E111 Regular Salariss & Refresh  Zero Out  Display Sub Total Select Model J

Wages 2,663,786 2483777 2,448,600
E112 Seasonal Salaries & Wages o 2,500 o P 2 i
. 1508 P s 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 Employess 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 W‘ 2,428,000
O 2 E121 = 2427500|
O 3 E122 E
D e ol [ e [ [
D so " | 0 [0 e [ [
= p—— " | ] [ ] e [
Ol e 2 | B |
o olE2a1 £ | || ( H QISture ICanceIl
O 10 E251 E 10U Lrruu
O 11 EBO1 E 13,000 13,000
O 12 EBD2 E 7,000 7,000
Totals 50,553,338 45,940,500
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Baseline Budget Request

¢ 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 Fimancial Recoed .
r— | FRTE T
T adwarced | 2 Run
5 | Ler Program Code: 0102020 Kentucky Branch Bodget .
T84 PG Baveline Budget Request: Expenditure Detail Summary Recond 3 d
. e b e e S0 A3 Expenditure
OPERATING BUDGET RECORD A ) i ln!mi mw rl“m: .
PO 3 e al
o e e suppor Detail Report
2L i MSaris liie
Home | Documents | A3 Expenditure Detail -/
Web Inteligence = 2 = L RN
T Advanced Fun
ES | Enter vabur(s) far Progran Code: Booget
P TIRA_PG Basetine Budgel Heguest: Lapenditure Detail Summary Hecord

CPERATING BUDGET RECORD A J

Governmental Branch: Evecutive Branch
Cabiner: Healtn and Family Services

FY2MEAE  FYZMEAT  FY 2748 FY 201818 Rk
Achssl Achas Uudgeted Bagueyied Fegseyied
EXPENDITURES BY FUND SOURCE
Ganersi Funa T 0511 2 448,31 16,802,800
Festricied Fund " 5303436 22,596,600 2 556,60 #5601
rrrrrr nd 488515 05 832 485,100 245,300
EXPENDITURE CATEGORY ersonne
Bersonnel Cost
1o Rear e 6 oot e aewm zansme  cmsen 24 Summary Report
Mome | Documents | A% Personnel Summary 2 3
Web Inkeligerce = -] S 0% | &7 iy
e d | T |
Export Data to C5V Excel 2007
=

OPERATING BUDGET R

Gevemmental Branch: — ..o oo
Cabinet: Henlth and Family Se

Pessonnel Budyet FY 2015-16 FY 201617 FY 2017-18 FY 2018-19 FY 2019-20
by Source of Funds Actual Actual Budgeted Requested Requested
4 £ 43 43 43
M 36 43 43 43
Part Time Posdtion:
Filled
Tonl Part Time Positions 7 2 E E El
Olhrer Pasit
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
requests are the Restricted Fund Maintenance Dimension and the

1820 E_FUND-RECEIPTS budget request form. These two tools along with historical
data load for FY16 and FY17 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 1820 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 O
Expand &l | Collapes A1l

Governmental Branch: Executive Branch Agency: Tourism, Arts and Heritage Cabinet
= Restricted Fund tnformation (1] — Cabinet: Tourism, Arts and Heritage Appropriation: Fish and Wildlife Resources
Cabinet
Cude: 1345-1820
Name: Fees in Lieu of Stream Miigation Fund
Legal hutherity Citatan: ¥RS150.255 E R d F d R d R
T = Summry of Res estricte un ecor eport
estrncted Uses?;

Balance Forward

tricted funds thal set asde lo assist with the o
These affset funds

warn clean up in KY's most Cugent Becainis Fuisting (5 Fomn) 4470527 SZoE7 750 42 00R 700 52851 & SE851 6]
i i \ I. 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) FY2015-16  FY2016-17  FY207-16  FY2018-19  FY2019-20
E CASH Cash 11,442,400 8550170 -10,000000  -20,000000  -20,000.000
Operating Transfer from
N10C  Capital Projects Fund 128,712 1,473,358 [} 0 0
Operating Transfer from

N113  Agency Revenue Fund 7,057 [1] a [1]

General Services to Other
R436  State Agencies

500040

1820 _E_FUND-RECEIPTS Form o R m Historical .%: Form
1

IV. RESTRICTED FUNDS Dat a Budgstec Data

Edit Budget Request | E Restricted Funds I E Restricted Receipts | Document Management BUDGETS SUMMARY FY 2017 -©
(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 56,946,278 70,108,405 37,199,592 37,199,592 37,199,592

Layout Code: 1820_E_FUND-RECEIF Type: [~] Request Code: 18

(B) Expenditures:
Restricted Fund:  j3as-1870 o [] a [1] [1]
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

q 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 }% pg =0

rt... Wiew as CSV

Summary

] e vt obec [
m]

1 EBALFOR R

FY 17-18
37,199,592

37,199,592 37,199,592

[} 2 ECUREXS R 10,000,000 20,000,000 20,000,000
[} 3 ENONREV R -10,000,000 -20,000,000 -20,000,000
Totals -37,199,592 -37,199,592 -37,199,592
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The 2018-2020 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 separate
record in the Restricted Fund Maintenance dimension table and a separate

E Restricted Funds & Receipts Form. The 1820 E_FUND-RECEIPTS form will be
used to produce your agency’s budget request.

1820 E Restricted Funds & Receipts Form

1320 E FUND-RECEIPTS E Restricted Funds & Receipts Form

The 1820 _E_FUND-RECEIPTS form contains two tabs to perform different functions.
For example, the 1820 _E_FUND-RECEIPTS form 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
¢ E Restricted Receipts
o Information in this tab will include the receipt detail information
e Document Management (NOT USED)

1820 E FUND-RECEIPTS Form with Multiple Tabs

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

Motify
Expand All | Collapse All
- = Budget Request Details

Request Code: 1814 *MName: Fees in Lieu of Stream Mitigation Fund
Form: 1820_E_FUND-RECEIF

* Stage: Eﬂ

r = Reason For Change

Reason Description:

[ - Budget Request Information

- Dimensions m

Restricted Fund: 1343-1820
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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 2018-2020 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
1820 E_FUND-RECEIPTS Budget Request form
Create an instance of the 1820 _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
0 1820 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 18-20 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
= D_RestrictedFundSumRecord (All Restricted Funds)
= E Restricted Fund Record (Individual Restricted Funds)
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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 | Cimensions - This contail% links to the Dimensions the users can edit.
Pages
Formulate Budget Request
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 of 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 “-1820” 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: 1345-1820 Jame: 2
4 Save View Display 20 ﬂltems Sort...

B jeode

B 1345-1618 Fees in Lieu of Stream Mitigation Fund

Edit Restricted Fund

(O8]

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: | 1345-1820

Edit Restricted Fund | Document Management

Mame: Fees in Lieu of Stream Mitigation Fund 6

Expand All | Collapse All

= Restricted Fund Information (i)

Go to top of page Code: Tia5-1620
Name: Fees in Lieu of Stream Mitigation Fund 5
ﬁﬂ Authority Citation: KRS5150.255
Restricted Uses?:
These are restricted funds that set aside to assist with the mitigation of stream clean up in K¥'s most
vulnerable 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.

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 that 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
2016-2018 biennium, the amounts affected, and the legal authority for the
change. If changes are expected for the 2018-2020 biennium, outline the
changes in rates/fees, amounts affected, and the legal authority.

KBUD — Section 3 07/18/17 Page 38



x--‘;i-;r:!‘ Restricted Fund Forms

Section 3.2.3 Navigate to the 1820 E _FUND-RECEIPTS 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.

Y D& @ nhttp://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
Adwvantage Performance Budgeting - Training = B
| Formulate Budget Request ‘
Budget Tasks l Execute Query J <
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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¢ 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
1820 E_FUND-RECEIPTS form by clicking on the corresponding link. The
Select Budget Request page will appear.

Budget Layout Selection Page

Reference Data Budget Tasks

Advantage Performance Budgeting - KBUDNP > Budget Tasks > Budget Layout Selection "%

Budget Layout Selection

Code: Mame:

Layout Type:

Sort  Print

AZ/A3/A4/05 Baseline Budget Reguest

B2/B3/B4/B5 Additional Budget Request
1320 E FUND-RECEIFTS E Restricted Funds & Receipts Form

1820 & G Federal Assistance Form

1820 OFFBUD FUND Off Budget Funds

1820 CAPITAL FUND Capital Reguest by Fund Source

1320 CAPITAL EXPEND Capital Request Expenditures

1820 CAP IMPOMNOPBUD Capital Reguest - Impact on Operating Budget

e Please keep in mind, the Select Budget Request page will display all the
instances of this specific form (1820_E_FUND-RECEIPTS) you have created.

Select Budget Request Page (1820 E FUND-RECEIPTS Form

Welcome, MGI0D11  Skip Navigation ~ Messages(0) [ Home "' | Help | Preferences | Reports

Reference Data SBFS Security Utilities Budget Tasks

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

Select Budget Request

Budget Request Selection Criteria

Layout |1 350_E_FUND-RECEIPTS Request Stage: Archi
Code: Code: View:
Layout 0 Name:

Typer  Generic

"Hesder Filter

Restricted Fund: &
r.‘.me. itte)
New Delete  Save  Sort Print View as CSY

i 6260 HANDS-Medicaid 3 13GP-1820
O 6263 Kentucky ADAP Funds ] 13KK-1820
O s264 PHPS-Registered Sanitarians ] 13KP-1820
O e255 Maternal & Child Health Fund b 138G-1820
O s256 General Health Support Fund ] I n Stan C eS 138H-1820
O &257 Epidemiology Fund G 1381-1820
0O s2s8 Lab Services Fund i 138K-1820
O 6259 PHPS Fund b 138L-1820
N O 261 PQI 13GR-1820
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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 to Stage 3 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 (1820 _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: -1820_E_FUND-RECEIPT: Request Code: Stage: | [w] Archive view: False[v] search
Layout Type: ﬂ ame: F*

2 3 4 5 estricted Fund: &

[ ﬂewI gditI View IDElEtE nge] Display 20 ﬂ Items  Sort..

(W feeesicoe |
El [ 1804 FS/KXY Talking Book Library Fund 3 1351-1820
F1 T 1805 FS/Program Dev Fund Search Results 3 1350-1820
El [] 1808 FS/Public Library Dev Fund (I 3 1347-1820
= nstances of the Form)
1E] 1814 Fees in Lieu of Stream Mitigation Fund 3 1345-1820

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 an 1820 E_FUND-RECEIPTS form for Restricted Fund
134S, 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
1820 _E_FUND-RECEIPTS form.

Select Budget Request Page (1820 E FUND-RECEIPTS Form

Welcome, MG10011 Messages(0) [

Reference Data Security Utilities Budget Tasks

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

Select Budget Request

Layout Code: -1820_E_FUND-RECEIPT: Request Code: Stage: 1 Archive View: FELSE Search
Layout Type: Generic MName:

Restricted Fund: 7
Delete  Save Display 1EIU Items  Sart...

- 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)

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: *MName: Fees in Lieu of Stream Mitigation Fund
Fi H -1820_E_FUND-RECEIPT: .
erm == Stage should always be set to 1 by the agencies.
* , .
Stage: G GOPM will move the forms to Stage 2 when needed.

|— - Budget Request Information |

Restricted Fund Search Page

= Dimensions m 2
Restrici@d Fund: |1345-:1820 #

——

Go to top of page \

Restricta'F].lnd Search

Name: Type:
Postable: [v] Parent .

Restricted

Fund:

Short * Element

- Dimension Reference Information

"Deartm o)

==

Sl

Display 20 [~] Items  Sort...

select & 13451820 Fees in Lieu of Stream Mitigation Fund COA

lcode _____[Name __________________________ [shortName Element Type [parent___In

66

Go to top of page
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Section 3.2.5 Entering Budget Data in the 1820 _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 2018-2020 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 1820 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

-1820_E_FUND-RECEI = Budget Request Summary

B~ Layout Code: .1320_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: |1345-1820

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: 1345-1820 AR C | 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 1820 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: -1820_E_FUND-RECEIFT: Type: ﬂ Request Code: 18
Restricted Fund: 1345-1820

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

E Budget Object I FY 17-18 | FY 18-19 | FY 19-20 .
O 1 EBALFOR R 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 -20,002.000 -20,000,000
The sources of funds

$10,000,000  $20,000,000 $20,000,000 total (excluding

| I I EBALFOR) should
$-10,000,000  $-20,000,000 $-20,000,000 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: -1820_E_FUND-RECEIPT! Type: :l Requdst Code:

Reftricted Fund: |1345-1840

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

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

] e [ sioct obs ]
O CASH R -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 1820 _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 18-20 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 1820 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: 13451820

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;

1820_E_FUND-RECEIPTS Form

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

- Budget Request Summary m
Layout Code: -1820_E_FUND-RECEIFT! Type: ﬂ Request Code: 18
Restncted Fund:  1345-1820

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

ort... WView as CSV

Refresh  Zero Out

New Line  Copy Line Delete Line

Summary

(] v | suioeiobea [
[m}

FY 17-18

E Restricte

d Fund Record Report

I. FUND SOURCE DATA

Account Title: Fees in Lieu
€MARS Fund Code: 1345
Legal Authority Citation: KR5150.255

Il. RESTRICTED FUNDS DESCRIPTIOI
These are restricted funds that sat aside to
These offset funds from the Stream Mitigati

of Stream Mitigation Fund

Dimension Data

Restricted Uses (YesMo):  Yes
assist with the mitigation of stream clean up in KY's most vulnerable areas
ion Fund.

Ill. RECEIPT STRUCTURE
Receipts by Revenue Source Code
(Both Revenue and Non-revenue}

Actual Actual
FY 2015 - 16 FY 2016 - 17 FY 2017 - 18 FY 2018 - 19 FY 2019 - 20

CASH Cash
Operating Transfer from
N10C  Capital Projects Fund
Operating Transfer from
N113  Agency Revenue Fund
General Services to Other
R436  State Agencies
R771  Interest Income
R80T Misc Private Grants & Gifts
Total Receipts
IV. RESTRICTED FUNDS
BUDGETS SUMMARY

(A) Resources:
Balance Forward (E Form)

Current Receipts-Existing (€ Form)
Non-Revenus Recsipts (E form)
Total Resources

(B) Expenditures:

Total Expenditures

-11.442 400 -8,550,170 -10,000,000 -20.000,000 -20,000,000
128,712 1,473,358 a o o
7,057 o a o o
ot Tttt £.0000 0
. . 2000 F ]
Historical o orm ¢
0

Dat a Budgetsc Data T
FY 2017 - 0
58,652,670 56,946,278 37,199,592 37,199,582 37,199,582
9,600,239 20,233,939 10,000,000 20,000,000 20,000,000
-11.306 631 -7.076,812 -10,000,000 -20.000,000 -20,000,000
56,946,278 70,108,405 37,499,592 37,499,592 37,199,592
o o a o o
0 0 o 0 0

V. Explein the current receipt structure, type of fee, description of fee, ¢

- 2013 biennium_ Indicate the date the/rate was last chan 0, explain any rate ffee changes that have been
implemented during the 2014 - 2016 biennium. Idg] e rate/fee change, the amounts affected and authority for chan

Tate and any proposed rate thanges during the 2016

Ige.

1 EBALFOR R 37,199,592 37,199,592 37,199,592

O 2 ECUREXS R 10,000,000 20,000,000 20,000,000

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 a 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

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 open your web browser and enter the direct link to EBI
4.1 and paste it into the URL:

https://ebi41.ky.qov/BOE/Bl/logonN0Sso0.{sp

Welcome, MGI0011 ~ Messages(0) [Home B! | Help | Preference:

| Reports | Edit Password | Logout

Reference Data Seeurity Utilities Budget Tasks

Advantage Performance Budgeting - Training > Budget Tasks

Budget Tasks !

Categories

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

SAP BusinessObjects
Bl launch pad

Pages
Formulate Budget Request
E te Y - - _ " "
Hecute Quer Enter your user information, and dick "Log On".

If you are unsure of your account information, contact your system
Advance Budaet Request Stage administrator.

Budget Request Filter View

Refresh Cache Page

Go to top of page

User Name: (MGI0011

Password: ssssssssssssses

Authentication: | Enterprise hl

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

SAP BusinessObjects
Bl launch pad

Enter your user information, and click "Log On™.
If you are unsure of your account information, contact your system
administrator.

User Name: [MGJ0011

Fasswold: eessssssssrsnnyl 2
Authenticatign: [Enterprise v]
L]

e The Home tab is the entry point into the EBI application. Once in the application,
navigate to the KBUD 1820 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 18-20 Biennium folder under the Agency Budget Preparation
folder. The available reports will appear on the right side of the web page

Welcome: MGI0011 | Applications ™  Preferences Help menuw | Log off

Welcome: MGJOD11 | Apglicati

More Actions Details
Title & Type
sApg
Home || Documents
View * New Organize end
| ™ MyRecq M.y Documents
- Welcome: MG0OLE | Acpheats
Type

¥ | ALA2 Francial flesoed \Web rtefigence
¥ | A1AD Francisl Raceed Math Chack Wk Irteliggrrs
¥ |A182 A3 x5 Recerds Web Ireeligence
¥ Al B Al Detad el Ireefigerce
¥ | &3 Expendire Detnd \Web [rnefigence
W | A5 Personnel Summary Wb Irtellgence
¥ | BIEZ Fnancil Record Web Ireeligence
¥ | B3 Bxpenditure Detad Web trecligence
W |CICT Francial Racerd Wb letaligerce
L= ol Rscord Math Chack Web [nteligence
¥ | CICICIC Records el rteligerce
* |3 Ependie Detad Web [reeligence
W | Caplal Linting mith Basetbosrisation Stabha il [renligercs
2 ¥ | Capial Listing weh Shert Deserigeon Web Inteligence
[ E ¥ (a0 ieh Intaligence
— ¥ | CEEDY - Catinet Rark - Run ot Cabirat levl ordy il [rtmligerce
T ¥ e \Web Irteligence
¥ o Weh Ineeiigeece
B ————m | \» |cs y, Web treehigence

N~— S
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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 660G _BILL program and its five restricted funds.

- I[1660G_BILL 1820 - Fish and Wildlife Resources - Restricted Fund -

[£] 134q-1820
[£] 134r-1820 -
[£] 1345-1820 -
[£] 1347-1820 -

[£] 139m-1820 -

- Mon-Restrnicted Fish & Game Fund - Restricted Fund - 650

Restricted Fish & Game Fund - Restricted Fund - 660

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

Program Income Fund - Restricted Fund - 660

Boating Registration Funds - 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 five restricted funds associated
with the program. This entry is done by separating each Restricted Fund
with a semicolon (Example: 134R-1820;134S-1820;134T-1820)

funds.

5.

Documents | E_Rstd_Fund_Mathcheck

| 142 Financial Record |

View ~

New ~ Organize -~ Send ~

My Documents
Folders

=]
=]

-

Public Folders
eMARS Financial
KBUD
Agency Budget Execution
& Agency Budget Preparation
10-12 Biennium
12-14 Biennium
14-16 Biennium
16-18 Biennium
KBUD Training Manuals
B[ gsgp Budget Preparation
12-14 Biennium
14-16 Biennium
16-18 Biennium
18-20 Biennium

Redeveloped Agency Reports

More Actions ~

1

Details

Title »

| Home | Documents || E_Rstd_Fund_Mathc...

B1B2 Financial Record
83 Expenditure Detail
C1C2 Financial Record
C1C2 Financial Record
C1C2_C3_C5 Records
€3 Expenditure Detail
Capital Listing with Rea
Capital Listing with Shot
CBROL

CBRO1 - Cabinet Rank -|

2

CBROZ

CBRO3

CBRO4

CBROS

CBRCPL Capital Project Listing
D_RestrictedFundSumRecord
DCB1B2 Financial Record
DCB3 Expenditure Detail

E Restricted Fund Record

& e rote rund_vatncheck

2N 7. 7. 7. 7. 2 . 7 2 i 2 v i i o A L A

Web Intelligence ~

A

ner Frogram Cod s
| 660G_BILL T4
A

™

| 5
DJ Advanced Ry 3

Enter Restricted Fund Codefs:
L345-1820;134T-1820;13IM-1820; 13KR.

= HE - | S -

Enter the required parameters/variables into the Program Code text box.
In this scenario, we will enter the program associated with the seven

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

E_Rstd_Fund_Mathcheck

Repor fan bor Bhese Restincted Fund Codes

Rspon exgcu ted bor thess Progiams
8400_RiL

Hestricted Fund Nam

Dudgeted
Fr e

Regquented
B FYRin.R

Requested
FY .20

Bum
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KBUDI— Restricted Fund Forms

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 18 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 19 Current Receipt totals ($52,951,600) entered on

the Restricted Fund E Forms equal the same amount ($52,951,600) as the
Restricted Fund Current Receipts entered on the A Forms
3. Example-3: Ensures the FY 20 Non Revenue Receipt totals ($-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)

A Forms

E Forms

Math Check Purpose
Do the amounts enter on all the
E Forms equal the same
amounts entered on the
A Forms for Restricted Funds? | &% ==

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

2 BEURERS
3 ENDHREY
4 ECURRVS

4,530,600
2,500,000
0

8,104,313

K
[ #,125,000
n 1,002,000
41700 BaFoR n 2,805,632
"
£
£

31300 NOWEEY

5 E8LEwr
6 EDCENR
7 EABREXH

26,268,300
1,320,200

31,423,700
o
0

51200 CURREC 9,004,500

#43,100

& 1300 EXPEYFUND 7,125,000

Totaly

-B,083,493 o

71200 EXPEYRUND 9,004,500

6,104,300 6,104,300
7,120,400 7,843,700
1,000,008 1,000,000

2,806,500 2,806,600
6,950,200 6,560,500
5,120,400 6,843,700
£.550,200 6,660,500
B9 10,900 -,910,900

\ e . asoms

Source of Fund Totals
Source of Fund Totals

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
balance.

E_Rstd Fund_Mathcheck /

Report ran for these Restricted Fund Codes Restricted Fund Name

134R-1320 Restricted Fish & Game Fund

1345-1820 Fees in Lieu of Stream Mitigation Fund

134T-1820 Program Income Fund

13KR-1820 KHLCF-Management Fund

13L4-1320 Program Income - FISH

" Report executed for these Programs Program Name
GE0G_BILL Fish and Wildlife Resources
Actual Actual Budgeted Requested Requested
FY 2015 - 18 FY 2016 - 17 FY 2017 - 18 FY 2018 -19 FY 2019 - 20

Summary of Resources:
BALFOR 81,474 677 81,621,839 58,043 936) 1 51,258 423 48,658,423
-EBALFOR 81,474 677 81,621,839 ( 58.043.934) 51,258 423 48 655,423
Should Be Zero [1] 0 1 a a 1]
CURREC 44 706,223 57,967 752 42 423700 52,951,800 2 55,951,600
-ECUREXS and ECURRVS 44 706,273 57,867,782 42 423 700 2 52,851 6500 55,951,600
Should Be Zero ] o 0 ] o
MOMREY and TRAMSFEF 8,779,483 -8,503,850 -17,785,500 -23,600,000
-ENOMREV 5,779,483 -8,505,350 -17,785,500 -23,600,000
Should Be Zero 0 [1] 0 1] 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
NONREYV on one of the A Forms need to be adjusted by $1,000 or the ENONREYV 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
$1,000 difference between 134S-1820 (E Form) and 660C_PG (A Form) forms. After
doing the proper research to verify where the adjustment should be made, it was
decided to edit the 134S-1820 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.

E Forms ENONREYV Entries
134R-1820

660A_PG

A Forms NONREV 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-1820

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

1 EBALFOR 6,104,313 6,104,313 6,104,313
[m] 2 ECUREXS R 1,000,000 1,000,000 1,000,000
m} 3 ENONREV R -1,000,000 -1,000,000 l -1,000,000 )

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

EEIALFOR 37,199,592 37,199,592 37,199,592
O 2 ECUREXS R 10,000,000 20,000,000 20,000,000
O 3 ENONREV R -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
O 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 5,926,600 5,798,400 5,797,300
660B_PG

T A O 2 N N

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]
m] 41200  BALFOR R 2,806,632 2,806,600 2,806,600
m] 51200  CURREC R 9,004,300 6,050,200 5,650,500
m] 61300  EXPBYFUND E 7,125,000 6,120,400 6,843,700
O 71200  EXPBYFUND E 9,004,300 6,950,200 5,660,500

660C_PG

11300
2 1300
3 1300
4 1200
51200
6 1300
7 1200

Ooooooaog

BALFOR
CURREC
NONREW
BALFOR
CURREC
EXPBYFUND
EXPBYFUND

37,199,592
13,100,000
-10,000,000

6,230,400
3,100,000

R
R
R 1,000,000
R
E
E 6,230,400

37,199,592
23,451,800

-20,000,000

1,000,000
6,317,600
3,451,800
6,317,600

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

37,199,592
23,883,900
om0 |
1,000,000
6,068,300
3,883,900
6,068,300

E_Rstd _Fund_Mathcheck (After $1000 Adjustment)

The report is now in

Actual Actual Budgeted Requested Requested
FY 2015 - 16 FY 2016 - 17 FY 2017 - 18 FY 2018 -19 FY 2019 - 20
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 1}
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 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 20 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 |5 i om0 nnm mm o mmpb
the A and B Forms for T o) St stk
Restricted Funds? i L e e el
T T T T
/
Expenditure Totals Expenditure by Fund Totals

\ E_Rstd_Fund_Mathcheck /

What to Do If Math
Summary of Expenditures: Check Fails

If the total expenditure

3 240 3 { 31 851 6 5
EXPBYFUND 34779579 24811038 31423700 31851600 amounts from all the
€ Baseline Exp 4779579 4911038 48700 29153400 (20035100 | g S B S
E Defined Cale Ex 0 0 0 1,481,100 SSEIRLE | I i g
£ ABR Exp 0 o 0 1,307,100 1,786 400 € rotal expenditure

@ by fund amounts from
Should Be Zero ] 0 [ [ 0 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_1820

*= 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...  / 1) DX l E Restricted Fund Record 1
7= B
webInteligence = | = (2 - | S a4 | &P E1 M) 2 v || [ Track ~ ' Drll ~ W Filter Bar Freeze - & Outline
-~ e ] [ Ane YUESIEY COUMNS [0Unues W TeETesT FTuu
B Export Document As 3 DE
= {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 |ss06_BILL 1820 CSV Archive e
= Actual Actual R R
Text FY 2015 - 16 FY 2016 - 17 FY 2017 -18 FY 2018 - 19 FY 2019 - 20
()
— 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 R R
Cash Control Account Title FY 2015 - 16 FY 2016 - 17 FY 2017 -18 FY 2018 - 19 FY 2019 - 20
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-1820. 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.
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.

E Restricted Fund Record

Home [ Documents ” [_RestrictedFundSumRe

N I E Restricted Fund Rec... ./ & 1

Wb Intelligence ~

[JJ Advanced | &2 Run

i 1
0= | Enter Restricted Fund Cod}=
= 134R-1820

(2)

Dzl 38 A= o

[ Track -~ 3§ Drill =

| Export Document A; 3 POE

77 Filter Bar #H Outline

2018-2020 Kentucky Branch Budget
Operating Budget Request: Restricted Fund Record

Expart Current Report A » Excel 2007 All requested columns rounded to nearest $100
Export Data to CSV .. Excel CORDE
Go C5V Archive xecutive Branch Agency: Tourism, Arts and Heritage Cabinet

'ourism, Arts and Heritage Appropriation: Fish and Wildlife Resources

Text abinet

I. FUND SOURCE DATA

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

Account Title
eMARS Fund Code:
Legal Authority Citation

Il. RESTRICTED FUNDS DESCRIPTIOI Restricted Uses (Yes/Mo) Ves
This iz a test of the Restricted Funds Description text box.

lll. RECEIPT STRUCTURE

Receipts by Revenue Source Code Actual Actual Budgeted Requested Requested
(Both Revenue and Non-revenue) FY 2015 - 16 FY 2016 -17 FY 2017 -18 FY 2018 - 19 FY 2018 - 20
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

R4D1  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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Dimension (Grant Maintenance)

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 1820_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 1820 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

Cosdes

Edit Grant. | Dazument Management
Save

Exsard. Al | Collacas Al

Federal Seurs

orffa Humber: 33235

Basis fer Estrmates [Federal Actic

2018-2020 Kentucky Branch Budget
Operating Budget Request: Federal Funds Summary Record
All requested columns rounded to nearest $100

OPERATING BUDGET SUMMARY RECORD F

CrE— Prr— Governmental Branch: Executive Branch Agency: Public Health
: = Cabinet: Health and Family Services Appropriation: Public Health
Abetinanc Udusation MARS Grant Code:
W, Sect. 510 Secal Sevunty At ar rant Period:
Existing or New Frogram:  Exstng Frogran\ %] Actual Actual Budgeted  Requested  Requested
PRy ) EVanMr a4 EVINMA 4K EVOMME AR EWOME 47 Ev 47 42
Summary

=. G Fed Assist Op Bud Record Report

Gran esimates ae based Gn infarmesian Gravided by the awardng federal sgancy. Current R
T
L FEDERAL SOURCE
Sun Fedaral Program TRIE:  Apstinencs Sgucation ARRA Grant: N
B3 ed States Code ChieTRi2 V, 5ect. 510 Soclal Security Act BMARS Grant Account
A Catzlg of Fegeral Mumiben/Code:
Tt o 1 Tof Agelstance Number:  93.235
g ] A oy Dimension Data
Fed{ (N. Basls for Eetimates [Faderal Actione)
Grant 2etimates are based on Infarmatian providad by the awarding federl agency.
AW Nl Program Type: Farmula
T
9 . Grant Descr ptien Including ussairestriction of grant funds
o ey | T loewear b2een pregnancy In Kemtucky by t2aching values and practices of abstinance from saxual aciivity Bhrough community
= JFrogram Tyee (] programe, mantorng programs and schoak-iased cumiculums. For the purpose of S2c8an £10, Me term “Abstinence Education”
wdhgran Type: [Feermisia 3] meanE an educatonal or motivatanal program which (=) hag 38 e exclusia pUposs teaching the eycholagical, and
i ealth galns to be raalized by abstaining from sexual sciivity; (D) teaches abstinence from sexual outelde marriage as tha
[ paciad etandard for il echoalk-ags childran; (o) tacnes Mat abstinenca from s2xual acivity 1S M2 only cartain way to 3vald aut-
-] Grant Desengtion Including Uses/Restriction of Grant Funds (]

of-WEdIoE pragnancy, Eexual ransmittsd diseases and other aesociated health protkems; {d) t2ach
monogamoue relatiansnip In contaxt of marmage ks the expected standard of human s2xual activiy;
activity cutelde of the context of marrlage ks lkkaly o have harmiful peychologleal and physlcal effect
chikdren gut of wedock ks IKaly to have harmiul canEequances far the child, the chiki's parents and &

of abstinenze from sexual

key by teaching values and
grams ar

. Match Reguirements

tha1a mutually fanhiu:
teaches 3t eyl
{eaches that baaring
2ty (g} 12aches yound
peaple how to r=act 1o refect s2xual agvances and how alconol and orug uss Increases vuinerabiity 1o s=xual agvances; and (h)
“=achae the Impartancs of ataining eel-suMclency before engaging In Exual activity. This grant ended June 30, 2039,

]

[my |

[&]

Refresh

New Line  Copy Line  Delete Line Export Imoart Jwtsgagg
IE Line

Budget Object |1
1 GBALFOR R 112,300 160,400 486,100 296,300 262,700
2 GCURREC R 2,200,000 2,200,000 2,700,000 2,700,000 2,700,000
3 GBLEXP E 2,151,900 1,874,300 2,889,300 2,706,300 2,535,300
4 GABREXP E| 0 0 0 27,800 76,400
Totals

A. Doss thiz program require stats matching funds? (Yee/Mo) No
T . 1A paycholon B. Composition of Matching Funds: ©. Source of 3tabe Matching Shara:
« Rty 13 havwe harmlal
Faderal Portion Ganeral %
State Fartion Resiricied %
Lozal Porian Foad %
0. Type of Match Provided [YeaiNo):
Direst Dallars Nor Inkind Dokars No
Grant Award Actusl Actual Estimata Estimate Estimaiz
1820_G Form e mo s
1. Malntenance of Effort (Requirad by Fed H IS t oric al FO rm
_Emt Budget Request | Budget Lines I Document Management A. Is State Maintenanca of Flecal Efar
B. Amount Required by Stats Fiacal ¥i Dat a Dat a
State FY 1516 — - Stat
2 ~ ~ ~
- Budget Request Summary m Wil Faderal Funds Budgst Summary Actual Actual Budgeted Requested Requested
FY2015-16  FY2016-17 | [FY2017-18  FY2018-19  FY 2015-20
Layout Code: 1618_G Type: ﬂ Request Code: 1866 Request N A. REBOUTCES
Grant: | 728516G013 Salance Farward (& Form) 112,300 150,400 456,100 296,500 762,700
Currant Receipt (3 2,200,000 2,200,000 2,700,000 2,700,000 2,700,000
2,512,300 2,380,400 3,186,100 2,596,500 2,562,700

saeat o mNUMErical

Zero out  Display Sub Total:

Saselina Sudgat Expendiuras
Anditional Bdgt Reg Expend
Total Expendltures:

2,151,200 1,574,300
a a
2,151,500 1,874,300

2,550,300 2,706,200
o 27,500
883,300 2,734,100

-160,400 -486,100 296,800 262,700

351,000

Page 1 of 1 Show 20 |¥|rows per page
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Federal Grant Fund Forms

The 2018-2020 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 2016-2018 biennia, the data that was on the Dimension table
in KBUD for the Grant code will be copied into the 1820 Grant Dimension table for the
agency. However, this information can be edited and should be updated if 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 1820_G form will be used to produce your agency’s Federal Grant
budget request.

G Federal Assistance Form

1820 G G Federal Assistance Form

The 1820_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)

1820 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 * MName: Abstinence Education
Form: 1820_G

* Stage: lj

- Reason For Change

Reason Description:

|— - Budget Request Information

- Dimensions m

Grant: 728518G013
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Federal Grant Fund Forms

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 2018-2020 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)
2)

3)
4)

5)

Login to KBUD and navigate to the Grant Maintenance Dimension table to
update information on each specific Federal Grant
Navigate to the Budget Layout Selection Page to choose the 1820 G Budget
Request form
Create an instance of the 1820_G Budget Request form for a Federal Grant
Manually enter the appropriate budget lines (data) into the budget line tab
0 1820_G Budget Request Form Tabs
= Edit Budget Request
= Budget Lines
= Document Management (NOT USED)
Login to KBUD Reports (EBI) and navigate to the 18-20 Biennium folder to run
and/or print the necessary Federal Grant budget request reports
o Create the Federal Grant budget request reports necessary for official
budget submission to GOPM
» F Federal Funds Summary (Includes all the agency’s Federal
Grants entered on the G Forms)
= G Fed Assist Op Bud Record (Run this report for each
individual Federal Grant)
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Federal Grant Fund Forms

Section 4.2.2 Login to KBUD and Navigate to the Grant Maintenance
Dimension Table

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 T

Advantage Performance Budgeting - Training > Budget Ta

Budget Tasks

Go to top of page

Categories
| Cimensions - This contai

%Iinl-cs to the Dimensions the users can edit.

Pages

Formulate Budget Request

Execute Query

ecurity Utilities Budget Tasks

Dimensions

Advantage Performance Budgeting - Training = Budget Tasks = Dimensions

Dimensions

Go to top of page

Pages

Restricted Fund Maintenance

Off Budget Fund Maintenance

ABR Maintenance

2 [ Grant Maintenance

Project Maintenance

Grant
Maintenance

NO TTEHS TO DISPLAY
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Federal Grant Fund Forms

From the 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 Tasks

Advantage Performance Budgeting - Training > Budget Tasks > Dimensions > Grant Maintenance %

Grant Maintenance 1

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

Code
3 i72351sG013

Expand All | Collapse All

|,_ Information [i]

—J

Edit Grant (Partial Screen)

‘Wekome, MGI00LL  Messagesl0) [ Home

Edit Grant | Document Hanagemert |

* Code: 728518G013 Exppnd A | Colagse 41

- - p= Federal Source
Name: Abstinence Education U 5
Code: TIBS16G013 ARRA Gram?®;

Existing of tew Program:  Existing Pregram[~] \

Go to top of page

\ /

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

message.

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:
1863R/1863RF1Z/1863R 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 2018-2020 is
different from 2016-2018. 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
HNOHI

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 2018-2020 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 2015-2016

Provide the actual award for FY 2015-2016 of the
grant period (i.e. $1,000,000 award for a period of
7/1/2016 — 6/30/2020 enter $1,000,000 in FY 2016-
2017)

FY 2016-2017

Provide the actual award for FY 2016-2017 of the
grant period

FY 2017-2018

Provide the actual or estimated award for FY 2017-
2018 of the grant period

FY 2018-2019

Provide the estimated award for FY 2018-2019 of the
grant period

FY 2019-2020

Provide the estimated award for FY 2019-2020 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 2017-18.

Amount Required Budgeted Year 1

If Maintenance of Effort is required, enter the amount
required for state fiscal year 2018-19.

Amount Required Budgeted Year 2

If Maintenance of Effort is required, enter the amount
required for state fiscal year 2019-20.
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KEUD!

Section 4.2.3 Navigate to the 1820 _G 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.

Y D& @ nhttp://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
£

Advantage Performance Budgeting - Training =

ll Formulate Budget Request ‘J A

Execute Queny

Budget Tasks

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

®100% -

javascripttriggerTransition(’//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 1820 _G form by
clicking on the corresponding link. The Select Budget Request page will appear.

Reference Data Budget Tasks

Budget Layout Selection Page

Advantage Performance Budgeting - KBUDMNP = Budget Tasks > Budget Layout Selection b

Budget Layout Selection

Mame:

Code:

Layout Type:

1820 B2-B3-B4-B5
1320 E _FUND-RECEIPTS
[ 1820 G

1oL UPPFEUL FUNLY

1820 CAPITAL FUND
1820 CAPITAL EXPEND
1820 CAP IMPONOPBUD

AZ/A3/A4/A5 Baseline Budget Reguest
B2/B3/B4/B5 Additional Budget Request
E Restricted Funds & Receipts Form

G Federal Assistance Form

Off Budget Funds

Capital Request by Fund Source

Capital Request Expenditures

Capital Request - Impact on Operating Budget

o Please keep in mind, the Select Budget Request page will display all the
instances of this specific form (1820_G) you have created

Reference Data SBFS Security Utilities

Select Budget Request Page (1820 G Form

Budget Tasks

Welcome, MGI0011  Skip Navigation

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

Messages(0) [Home 2! | Help | |

Select Budget Request

Layout
Code:

Budget Request Selection Criteria
’ 1820 G

Lavout o neric

Type:

Reguest
Code:

Name:

Stage:

Header Filter
Grant: &
[Lme Fileer
New Delete  Save Sort  Print View as CSW

TB Control Program

Immunization Program

Sexually Transmitted Disease Program

HIV Prevention Program

Instances

728518G001
728518G002
728518G003
728518G004
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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 to Stage 3 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 (1820 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: 1820_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 an 1820 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 1820 G

form.

uest Page (1820 G Form

Select Budget Req

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: | 1820_G Reguest Code: Stage: Archive View: |False[v| search

Layout Type: |Generic Mame:

Grant: &
Delete  Save Display 100[~] Items  Sort..
[ froencoe S S
- NO ITEMS TO DISPLAY -
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¢ From the Create Budget Request page, you will need to complete these four
primary steps:

1.

2.

Fill in the Name textbox (Suggestion: make it meaningful, so you will
know by its name what program is contained within 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
a pick list:

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

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

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

Create Bud%et Re%uest Pa%e

geck

Expand All | Cellapse All

Create Budget Request

- Budget Request Details m 1
Request Code: [‘ Mame: Abstinence Education ]
Form: 1820_G .
P Stage should always be set to 1 by the agencies.
* Stage: lﬂ <

( - Budget Request Information

GOPM will move the forms to Stage 2 when needed.

Diimensions (3]

2

=

Grant: 728518G013

Grant Search Page

Go to top of page

Display 20 [v] tems  Sort..

Ttemn Page: 1 2 3 4

Ite
Mlcode = Name ___________________________________________ [shortName _Elementiype _ [Parent [Dep)
Select ¥ 728518G001  Immuniza tion Program coa

Select 728518G0D02 T8 Control Program

Select 728518G003  Sexually Transmitted Disease Program
Select 728518G005

P

&

Select 4/ 728518G004 HIV Prevention Program
&

<7 728518G006

Select

Select < 728518G007

slec z_ 885136009

Select  728518G013

Select ~ +# 728518G014 i nd Child Health Block Grant
Select 728518G015  Family Planning (Title X)
<

KBUD — Section 4

07/18/17 Page 66



Federal Grant Fund Forms

Section 4.2.5 Entering Budget Data in the 1820_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 2018-2020 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 1820 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: 1820_G

* Stage: Eﬂ - Budget Request Summary m

Layout Code: 1820 G Type: ﬂ Request Code: 1866 Reguest Name: Abstinence Education

- - Budget Request Details m

Request Code: 1866

r'-= Reason For Change Grant: 728518G013

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

Copy Line | Delete Line Export Import Audit Trail View Graph

Reason Description:
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Go to top of page Expand All Display 20 [¥] ftems | Sget...
Go to top of page \ L | code ame ______________ lshortName ____________lobjectType [Element Type lrare
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& GaBREXE  Additicnsl Budget Request Expandtures Addtional Bdgt Req Expand Experia con
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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

- Budget Reguest Summary m

Layout Code: 1820_G Type: ﬂ Request Code: 1866 Request Name: Abstinence Education
Grant: 728518G013

Refresh  Zeroout Display Sub Total:

Export Import Audit Trail View Graph

Mew Line  Copy Line  Delete Line

Sort... View az CSW

Summary
] e [oudomr e [ miss
m| 1 GBALFOR R 112,300 160,400 486,100 296,500 262,700
m| 2 GCURREC R 2,200,000 2,200,000 2,700,000 2,700,000 2,700,000
m| 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

¢ Once the Grant Maintenance dimension has been updated and the 1820 _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 18-20 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 Grant
Maintenance dimension table we updated and the 1820 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 historical and budget
data amounts to the budget totals on the report.

Dimension (Grant Maintenance) F Federal Funds Summary Report

e

CPTRATING BUDSET SoRMARY 5 CORD F

Abimwivurm el ms b Faviatirs Puasact Agereely Publc Heakh
Sharat W s Fammity Servicen Appepranon Putks Weasn

Akl Aokl Buodgeted  Roguemied  Bequesied

L‘Z‘"‘ G Fed Assist Op Bud Record Report

L FEDERLL SCURCE

e )

b I
Y2 SE0E Saturty Al wvsc_::_;:'gr:
- Dimension Data \

B Buriin Bt Enliraiti [Feoesn Lttitan]
GOSN W SR OF IMTTIon roete by T BRIy S 3Ry
B Prograsm Typs P

i GoIAE Deacnpios Iiidieg uBERTERYICHoN S GASRISON

MR R
A D IS R T LT PN TR T [TERNE
A Compmebon of dakzhing Funan

- Seaw %
o . e “
Loca Podon Moad w
O Typs of Maicn Provices [Tesmg)
Brwn Dokan, [ g Sagn L
Geant Awars A e S Ly L ]
1820_G Form

e remnmnryrs | HiStOTICA] Form

&t Budost Regusest | Budget Lines. | Cocumant Maragament | P Y e L]
B ampent Regersd oy Sl Faca v Da'la

S Fr vl

= Budget Reguest Semmary [[] VI Fenerm Pungy Buagel Semmary P st
¥ 2 =
Layewt Code: 1818 G Type: [>] Sequest Code: 1886 Reguast K & MERCIECEN
Gract: TTASLOGHLY Baaron Spraad 4 ey 15388
CLrmhn Mgt [0 02,000
. 1 1311360
Befrash  TeroOut  Cepley Sub Totals | Sebect Model vNumerlcal .
BRI B S n800
Asamoesl BaY Mag Exoend [
ERRIE )

lew Une  Cooylne  Dejesune Exmes [moud eds Budgetipa-ta L=

F¥ 18-1%

R a5, 10 16400 162,700

i GOURRED R 2,70, D TIOLLOD 2,700,000

3 GBLEXP E 2,099,300 2.706,300 2,595,300

4 GARRENP L] L] 27800 AT
Taiah 6, B0 63, oG 451,000

Phge 1 o1 L S e

KBUD — Section 4 07/18/17 Page 69



Federal Grant Fund Forms

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 (728S18G013). 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:

Reference Data

Advantage Perform,

ance Budgeting - Training > Budget Tasks

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

the webpage, or open your web browser and enter the direct link to EBI
4.1 and paste it into the URL:

https://ebi41.ky.qov/BOE/Bl/logonN0Sso0.{sp

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

Seeurity Utilities Budget Tasks

Budget Tasks

Go to top of page

Categories

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

Pages

Formulate Budget Request
Execute Query

Budaet Request Filter View
Advance Budaet Request Stage

Refresh Cache Page
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2. Enter your eMARS User ID in the User Name textbox and your password
3. 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.

Systegp :
User Narfe: [MGJ0011
Passicfd: [sesessssssses o

e The Home tab is the entry point into the EBI application. Once in the application,
navigate to the KBUD 1820 Agency Budget Preparation folders which contain all
the reports necessary for your budget submission.

1.
2.

3.

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 18-20 Biennium folder under the Agency Budget Preparation
folder. The available reports will appear on the right side of the web page

Welcome: MGI0011 | Applications ™  Preferences Help menuw | Log off

Welcome: MGJOD11 | Apglicati

* My Recd

iy

_——

12 Subscribed Alerts

2 Personal Categories

=12

Type

sApg

[ | ot |

New Organize Send More Actions ~ | Details

View -

| Type
Folder

rerme | Douments

e = Mew Mot At =

- Folder

Folder

CBAQL - Caghtal Profiect Summary Rlecond

CUR0Y - Cagtal Cangtruction Record
BRI - Caplal Equipeent Riocord

BRI - Captal IT System Record

035 - Capial Fead Proerty Lease Record

CRECH, Captal Project Lissng
©_Remtretadurdismtacord
DCBLEZ Fnanciel Reeord
483 Expendiare Detall

E Russtrictad Fund Racord
E_Ratd_Furd_Mathcheck

F Padderal Py Sumary

G Fed fssist Op Bud Recoed

I T T T

CFF-Dudget Fund fecord

S P Cabinat Prigrty Fanking ‘
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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 (728S518G013). 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,
728S18G013. 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 | = 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
View = New

My Documents
Folders
51 public Folders
B kup
: Agency Budget Execution
) Agency Budgat Praparation

10-12 Biennium

12-14 Biennium

14-16 Biennium

16-18 Biennium

18-20 Biennium

KBUD Training Manuals

1

More Actions =

——
Home | Documents | G Fed Assist Op Bud... = | G Fed Assist Op Bud
. - O 5
Mometoens - |0 2 B (S P85 - Record Report
Details — p
y = 4 L FEDERAL SOURCE
Titlefp -= — = Fageral Program THIE.  Abetinenca Egucation ARRA Grant M2
UJ Advanced ' un 3 United States Code Cite T2 V., Sest. 510 Soclal Seourlly Act
¥ c1c2 Catalag of Fegeral
R Asslstanca Number: 93235
¥ 0 Enter Grant Code: Grantza: anmary Existing or New Program: Exiefing Program
¥ e = F2B518G013 NI, Basls for Estimatee [Faderal Actions)
=¢ Grant 25UMatas 3r2 Dased on INFIMMANoN Frovioed by the awarding f2deral agency.
¥l | capit HL. Program Typs: Farmuia
¥ | Copitf == 1. Grant Description Including uessirestrictian of prant funde
B L) Ta lowar taen pregnancy In Kemuzky b VEMIEE 3N PIICHCRE OF SDEUN
o . e
¥ cer n
¥/ | CBROZ - Capital Construction Record e
m
¥/ | CBRO3 - Capital Equipment Record N
ol
¥l | CBRO4 - Capital IT System Record peop)
' | CBROS - Capital Real Property Lease Record " 'M“m Requirements
. & Do thi: 1 tate matching funds 7 (Ye s/ ¥i
% CBRCPL Capital Project Listing ‘082 Ihie program 1equire slata malching funds? {fse/io) b
B. Compoaition of Matching Funda: ©. Source of 1 Stats Matching Share;
#| | D_RestrictedFundsumRecord - asars Porten . P I
¥| | DCB1B2 Financial Record State Paan i nestneiea
Local Portion Road
¥ | poB3 Expenditure Detail D. Type of Match Providsd (¥eaitio}
" E Restricted Fund & d Darect Collare Yee InKIng Dokars Yee
Ti nd Recor E. Grant Award T Ll Smate (Eepmate Seimae
¥ | E_Rstd_Fund_Mathcheck e = e = =
755,100 755.100 755100
¥ | F Federal Funds Summary I, Malnfenance of Effort (Requirsd by Fedsral Law)
] A. Ig Stats Maintananca of Flacal Effort Required? {Yeaila) No
(N (ClEed et Op/ B Record B. Amount Required by Stats Fiecal Year
¥ | Off-Budget Fund Record State FY 17-18 Stale FY 15-19 State FY 19-20:
| | P Cabinet Priority Ranking WIl. Federal Funds Budgst Summary Actusl Actual Budgetsd Requesisd  Requested
FY201518  FY201817  FY2017-18  FY201813  FY201520
# | P Priority Ranking P Te—
E29,759 677,068 755,100 755,100 755,100
629,759 677,068 755,100 755,100 755,100
2 Sudget Expendiures 28758 &77.0558 755.100 725300 737.100
20 Cale. Expanditures [ [} [} 3,500 15,000
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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_1820). 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. 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_1820

= 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.

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.

F Federal Funds Summary Report

Home [ Documents ” F Federal Funds Sum...

FEl

WebInteligence - ([ = [E - | S # 4- E M) @ | |[& Track ~ T Drill ~ g Filter Bar Freeze - B Outline
é'_=\ Export Document As 3 I FDF I
- [}J Advanced | 22 Run Export Current Report A5 » Excel 2007
i =] . Export Data to C5V ... Excel
Enter Grant Code: 1 GIEEE e 2018-2020 Kentucky Branch Budget
7285_BILL_1820 - i s e
-k e 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 Budgeted Requested Requested
FY 201516 FY 201817 FY 201718 FY 201819 FY 2019-20
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 201516  FY 201617  FY 201718  FY 201819  FY 201920
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 1820 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 Maintenance dimension table along with
the numerical budget data entered on the agency’s 1820 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 >
1 - -
Edit ABR | Document Management B1B2 Financial Record Report
OPERA
Save Governmental Branch: Executive Branch proﬂLr.s‘

Dimension Data

Expand &ll | Collapse All

r

: Kentucky Branch Budget PRIORITY

[lget Request: Financial Record Cabinet #: 49
lumns rounded to nearest $100 Agency # 10

—_—

r= ABR Information m

OPERATING BUDGET RECORD B

Agency: Tourism, Arts and Heritage
Appropriation: Parks
xecutive Branch Program/Service Unit: General Administration and Support
inet: Tourism, Arts and Heritage Sub Program:
Posting Unit:
REQUEST TITLE: 670A_PG

Code: 670K18X007

Governmental Bra
lﬁne: }6704_PG K

. 1 "
Kentucky ABR Information m / REQUEST TYPE: Growth FY 2017-18 FY 2018-19 FY 2019-20;
equest Type: Growth w SOURCE OF FUNDS Form Data
BR Agency Rank: 10 General Fund
Regular Appropriation f 0 4,345,000 8,578,500
B Cabinet Rank: 49 ) Total General Fund ] 4,345,000 9.578,500
TOTAL SOURCE OF FUNDS 0 4,345,000 9,578,500
EXPENDITURES BY CLASS
Dett Service 0 4,345,000 9,575,500
TOTAL EXPENDITURES BY CLASS 0 4,345,000 9,576,500
EXPENDITURES BY FUND SOURCE
General Fund 0 4,345,000 9,575,500
TOTAL EXPENDITURES BY FUND

@

1820 82_83_84_85 Form BUDGET POSITIONS COST BY FUND SOURCE

TOTAL FUNDS

|
Edit Budget Request I B2/B3 Sources & Exp by Fund | B3 Expenditure Detail | BS T -

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

- Budget Request Summary m

Layout Code: 1820_B2-B3-B4-B5 Type: ﬂ Request Code: 1770 Req
ABR: 670K18X007 Program: 6704_PG

Refresh  Zerc Out |Display Sub Total:

Export Import Audit Trail View Graph

‘Numerical
Sort...  \ie v

» .‘ Da

New Line  Copy Line  Delete Line

IEI Fund | Budget Object

O 1 0100 REGAFP R
O 2 0100 EXPBYFUND E
Totals

4,345,000
4,345,000

9,578,500
9,578,500

1] 0
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The 2018-2020 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 2017-18 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 1820 _B2-B3-B4-B5 form will be used to produce your agency’s
Additional Budget Request.

B2/B3/B4/B5 Additional Budget Request

1820 B2-B3-B4-Bo B2/B3/B4/B5 Additional Budget Reguest

KBUD — Section 5 0718/17 Page 75



Additional Budget Requests

The 1820_B2-B3-B4-B5 Additional Budget Request form contains multiple tabs to
perform different functions to record the various components of your ABR data:

B2/B3 Sources & Exp by Funds
B3 Expenditure Detall

B5 Personnel

Document Management

1820 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: 1670A_PG
Form: 11820_B2-B3-B4-B5
* Stage: Eﬂ

r - Reason For Change

Reason Description:

{ - Budget Reguest Information

-/ Dimensions m

Program: &70A_PG ABR: 670K18X007
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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 2018-2020 Budget Instructions when a request 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 for the pre-defined ABR dimensions that will be used with
the 1820 B2-B3-B4-B5 Budget Request forms

2) Navigate to the Budget Layout Selection Page to choose the
1820 B2-B3-B4-B5 Budget Request form

3) Create an instance of the 1820_B2-B3-B4-B5 Budget Request form for an ABR

4) Manually enter the appropriate budget lines (data) into the budget line tab

0 1820 _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)
o Login to KBUD Reports (EBI) and navigate to the 18-20 Biennium folder
to run and/or print the necessary ABR budget request reports necessary
for official budget submission to GOPM
= BI1B2 Financial Record Report (Run this report for each
individual ABR)
= B3 Expenditure Detail Report (Run this report for each
individual ABR)
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Section 5.2.2 Login to KBUD and Navigate to the ABR Dimension Table

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.
¢ 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 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 DimenSionS
ecurity Utilities Budget Tasks
Advantage Performance Budaeting - Training = Budaget Tasl Dimensions
Dimensions
Go to top of page Pages

Restricted Fund Maintenance

Off Budget Fund Maintenance

2 [ ABR Maintenance ]

Grant Maintenance

ABR

Project Maintenance Maintenance

ABR Maintenance

Go to top of page

Code: 670K18X005 Name: Search
Edit Save Wiew  Sort Print View as CSV
- S
4 670K18X005 Debt Service
Page 1 | of 1 Show 20 [V]rows per page

Expand All | Collapse All

* Code: 670K18X005
Name: Debt Service

’ Information [i)
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From the 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

ABR Maintenance

Code: 670K18X005 Na]ﬁe:

1 2

Save | View Sort  Print View as CSV

Edit ABR

Reference Data Security Utilities Budget Tasks

Advantage Performance Budgeting - Training = Budget Tasks = Dimensions >

Debt Service

Page 1 of 1 Show 20 ﬂ Edit ABR | Document Management
Expand All | Collapse All 6

Expand &ll | Collapse all

- Information m
r= ABR Information m
* Code: |670K18X005 5
N Debt 5 - Code: 670K16X005
ame: e Ervice ~
fName: pebt Service x
Go to top of page ri= Kentucky ABR Information m
Request Type: Growth ﬂ
ABR Agency Rank: 4
ABR Cabinet Rank: 12

Go to top of page

5. Edit the ABR dimension fields
6. Click the Save button and you should receive the Action was successful
message.

¢ 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 1820 B2-B3-B4-B5 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.

Y D& @ nhttp://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
Adwvantage Performance Budgeting - Training = B
| Formulate Budget Request ‘
Budget Tasks l Execute Query J <
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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¢ 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 1820 _B2-B3-B4-B5
form by clicking on the corresponding link. The Select Budget Request page will
appear.

Budget Layout Selection Page

Reference Data SBFS Security Utilities Budget Tasks
Advantage Performance Budgeting - KBUDNP > Budget Tasks > Budget Layout Selection A"
Budget Layout Selection
Code: | Name: Search
Layout Type: M
Sprt  Print
O 1820 A2-A3-A4-AS A2/A3/A4/A5 Baseline Budget Request
C 1820 B2-B3-B4-BS B2/B3/B4/B5 Additional Budget Request
O 1820 CAP IMPONOPBUD Capital Request - Impact on Operating Budget
O 1820 CAPITAL EXPEND Capital Request Expenditures
O 1820 CAPITAL FUND Capital Request by Fund Source
- E Restricted Funds & Receipts Form
O 1820 G G Federal Assistance Form

o Please keep in mind, the Select Budget Request page will display all the
instances of this specific form (1820 _B2-B3-B4-B5) you have created.

Select Budget Request Page (1820 B2-B3-B4-B5 Form)

Select Budget Request

Budget Request Selection Criteri
Layout
Code:

Layout Name:
Typer - |Generic

Request Stage:

1820_G Code:

Header Filter

{ Grant: &

[ Line Filcer

New Delete Save  Sort Print View as CSV

1 s267 Immunization Program 728518G001
O 6268 TE Control Program 728518G002
O 6269 Sexually Transmitted Disease Program 728518G003
O 6270 HIV Prevention Program | n Stan ces 728518G004
O 6271 Ryan White Title I HIV Care 728518G00S
O 6272 HIV/AIDS Surveillance 728518G006
O 6273 Public Health Respense to Bioterrorism 728518G007
U 6274 Abstinence Education 728518G013
- —
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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
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

Search

wildcard) and the instances that match your parameters will
appear (NOTE: Once a form moves to Stage 3 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,
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,

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

click the

click the

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 (1820 B2-B3-B4-B5 Forms)

Select Budget Request
ludget Request Selection Criteria
Layout Request Stage:
Code: 18206 Code:
Layout / — g 1 Mame:
Type:1820_B2-B3-B4-B5
Header Filter
Grant: k4 J
[Lfne Filtel
[ﬂew I Edit l!lewl Delete  Save ] Sort Print View as CSV
=] R coie R R S
M 6267 Immunization Program 3 728518G001
O 6268 TB Control Program 3 728518G002
O s269 Sexually Transmitted Disease Program 3 728518G003
O s270 HIV Prevention Program Searc h Res 7] ltS 728518G004
O 6271 Ryan White Title ILHIV Care 3 728518G005
e s el Stances of the Form)
O 6273 Public Health Response to Bioterrorism 3 728518G007
O s274 Abstinence Education 3 728518G013
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KBUD:

Section 5.2.4 Creating the Additional Budget Request Form

In this section, we will create an ABR for the Parks, Department 670. In this scenario,
we will create an 1820 _B2-B3-B4-B5 form for Program 670A_PG, General

Administration and Support.

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

1820 _B2-B3-B4-B5 form.

uest Page (1820 B2-B3-B4-B5 Form

Welcome, MG10011

Select Budget Req

Messages(0) [Home 1 | Help | Preferences | Reports | E

Budge

Reference Data Security Utilities

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

Select Budget Request

Stage: Archive View: |False[v| search

Layout Code: 1820_B2-B3-B4-B5 Request Code:
Layout Type: |Ceneric [v] Name:
%7 Program: 7

ABR: |

Delete  Save Display 100[~] Items  Sort..
[ Jeereee coce T S
- 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)

2. Fillin 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 670K18X007 ABR

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

Create Budget Request Page

e

Create Budget Request

Expand All | Collapse All

- Budget Reguest Details m

I

Request Code: Mame: §704_PG ]

F : 1820_B2-B3-B4-B .
o - Stage should always be set to 1 by the agencies.

St 1-Agency Request_[¥] 4 GOPM will move the forms to Stage 2 when needed.

|— - Budget Request Informatien

ABR Search Page

2

Program: 6704A_PG 45& 670K18X007 ]

Go to top of page \

- Dimensions m

Select & eroRIGNO00Z 670D_PG =)
Select ' E70KIEX006 570A2_PG coa
Select ¥ E70K1EX010 coa
Select 4 E70K16x001 67081_PG f=1
Select ¥ 670K16%003 E70C_PG coa
¥ STOKI6X004 B70CS_PG (=)
a ,26;:3;13:? £7043_PG coa
Select ¥ ST0KIGX011 coa
Select 4 GI0N1EX00S Dbt Service [
Select  # 670K16X008 f=1
Select & 870K16X013
<
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Section 5.2.5 Entering Budget Data in the 1820 _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 2018-2020 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 1820 _B2-B3-B4-B5 Form for 670K18X007

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

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

- - Budget Request Details m

Request Code: 1770

Form: 1820_B2-B3-B4-B5
* : v
Stage .J - Budget Request Summary m
Layout Code: 1820_B2-B3-B4-B55 Type: ﬂ Request Code: 1770 Request Name: B7QA_PG
r - Reason For Change
ABR: S&70K18X007 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

Code: EXP* Name: Object
Type:
arent s

udget 7 il
biect: ame:

10100

3 [ 2 0100
Program: 6704A_PG A Totals

-/ Dimensions m

[ - Financial Rellups Infarmation

Class; & Cateqory: ¥ Tvpe: ¥ Group:

So to top of page Expand All | Collap:

Go to top of page
P ot pad 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
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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
|V Layout Code: 1820_B2-B3-B4-B5 Type: ﬂ Request Code: 1770 Request Name: E70A_PG

ABR: ©70K18X007 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

I u

| 1 0100 0 4,345,000 9,578,500
2 0100 0 4,345,000 9,578,500
Totals 0 0 0 .
Fage 1 of 1 Show 20 |¥|rows per

e To complete the 1820 _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 2018-2020 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)
= E802 - 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 |[ B3 Expenditure DEtB“” BS Personnel | Document Management

- Budget Request Summary m
Layout
Code:

Request
Code: LEr MName:

ABR 670K18X007

Layout
Mame:

Stage: |1-Agency Regu
Request co0a_pG

1820_B2-B3-B4-B5 B2/B3/B4/BS Additional Budget Request Type: |Generic [V]

Refresh | | Zero Out Display Sub Total: ]

Export Import Audit Trail View Graph Sort  Print View as CSV

New Line  Copy Line  Delete Line

(= [ire [swireiobea [[ e | s [ mow ]
O

1 E111 4,300,000 9,500,000
O 2 E122 45,000 78,500
Totals 0 4,345,000 9,578,500 .
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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).

The B5 Personnel tab includes the additional amount of funding by fund source
for the total personnel positions in each program or sub-program.

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 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

Layout

fo—
| Edit Budget Request | B2/B3 Sources & Exp by Fund | B3 Expenditure Detaill B5 Personnel I Document Management

- Budget Request Summary LiJ

1820_B2-B3-B4-B5

-B3-B4- Layout iti Type: |Geng
Code: 1820_B2-B3-B4-B5 Name: B2/B3/B4/B5 Additional Budget Request
Stage: |1-Ag
Request oo Request (gonn pg
Code: MName:
ABR S70K18X007
Refresh | Zzero out  Display Sub Total: ]

MNew Line  Copy Line  Delete Line Export Import Audit Trail View Graph Sort  Print View as CSV

(n [une [wtvsones [| s [ s | misn | miow |

1] 1 FULLTIME R VACANT 25 50

O 2 GFPOS ED 4,345,000 9,578,500
Totals 0 4,344,975 9,578,450 .

The final step to complete the 1820 _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 2018-2020 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.
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2018-2020 Additional Budget Record B4 (Program Narrative)

2018-2020 KENTUCKY BRANCH BUDGET
Additional Budget Request: Program NarrativelDocumentation Record

PRIORITY
Cabinet #:
Agancy #:

Agency:
Appropriation Una:
Program/Service Una:
Sub Program:

OPERATING BUDGET REPORT B4

Governmantsl Dranch:

CabinetFunction: Paosting Uina;
REQUEST TITLE;
L PROGRAMRBESULTS 2 Requested
DOCUMENTATION FY 0134 FY 201495 FY 2015.16
T4l Tolal Fundrg
{0} Cusntits e Dty

B PROGRAM DESCAIPTIONPURRMOSE

e To upload your program narrative file into the Document Management tab,
follow these steps:

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 Open button

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

Click the Save button to finalize the attachment

R e

Document Management

“ Edit Budget Request | B2/B3 Sources & Exp by Fund I B3 Expenditure Detail | BS Personnel I Document Management I_ K B U D
Upload Tool
=~

| |File Name Expand All | Collapse All
Expand All | Collapse All = Upload Document
Content: C:\Users\phillip.rosell\Downloads\FY1618 DFH Budget Prep Files\ WlndOWS
Cancel | Upload 5 - F| |e UQ|0ad
4 Choone File 1o Uipload o e
—~- - = = = b
()| » Foren, P 0581 » Gowmisads » V1618 OP b Prep Pl M E =73
pe——— - @

Document Management l

;
| Edit Budget Request | B2/B3 Sources & Exp by Fund | B3 Expenditure Detail | 85 Personnel | Document Management L
:

6

Add Document Display Al [v]1tems  Sort...

Content Type

SA-NARRATIVE 16-18 FINAL.docx application/vnd.openxmliformats-officedocument.wordprocessingml.document

Bom

3[ :Jsawmmm;xr&um }

4 =

Expand All | Collapse All 5

e Once the dimension has been updated and the 1820 _B2-B3-B4-B5 form has

been completed for each ABR, the associated ABR reports can be created and
printed.

KBUD — Section 5 0718/17 Page 90



Additional Budget Requests

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 18-20 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 1820 B2-B3-B4-B5 form we created in the previous
sections for ABR 670K18X007 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.

Dimension (ABR Maintenance

Rafocance Datn = Seaity = Utikties =  Eudget Tasks B3 Expenditure Detail Report

Advantage Performance Budgeting - Training > Budget Tasks = Dimensions =

Edit ABR | Document Management | B1B2 Financial Record Report
| e
u
Save Celpwwivemspatal Branisl  Enpiulies Brasih - H H
=== Dimension Data
xpand all il A
r= ABR Information m
CPTRATING BADGIT BY CORD [
Code:  BTOK18X00T
Secuties frasch Progrmm fervics i e ol Admeres et s Seppon
ma: |s70a_PG Tosrism, Ay sad Heritage Sub Progrem:
Ppating Lt
FECAMEST TITLE: ((TOA PG
=
Kantucky ABR Infarmation |I| T -..'__,_,-" REGUEST TFPE: Growih Freae Y HABAY  FY RR
quest Type: Growth - SOURCE OF FUNDS
e =1 — Form Data
BA Agency Bank: 10 Pvcdor Aeprocsialion - pr—r— e
A Cabinet Bank: & Tkl Covvipinl Fuped 2 4385000 LIRS0
] TOTAL SOUBCE OF Fumads ] A B4 ) AT R0
EFFEMIMTURE § BY CLASS
Cutt Sereca o 4 45000 85T 500
TOTAL ENFEMIMTURE § BTY CLASS L 42000 347850
EXFEMINTURE S B¥ Fusi LOURCE
Gutmiril Frol b @ 3ud 300 BEME 500
TOTAL EXPEMINTURES HY FUND B 448,500 BATLEM
L P SOt | POSITION §
MuTE o Prttasng
CRAND TOTAL - Number of Poslions C-l E-l El
UDGET FOSTKNG CORT Y FUND S04RTCE
1820_B2-B3-B4-B5 Form - ? ? ‘
— TOTAL FUNMDS a L] L]
Edit Budget Request | B2/B3 Seurces & Exp by Fund | B3 Expenditure Detail | B5 bereermerreemmmere e

= Budget Request Summary El

Lapout Code: 1820_B2-B3-B4-BS Typa: ~] Request Code: 1770 Reg

4BR: GTOK1BX0O0T Program: G704_PG

Refresh  Zero Out  Display Sub Total: ()| Select Model: [w]

Mew Une  Copy Line  Delete Lins S0 Imoced Audit Trad Miew Grach g

| Live | Fund | Budget Object |-
L 0100 REGAFP R
20100 EXPEYFUND E
Totals

O o 4,345,000 9,578,500
4,345,000 %,578,500
o [i]
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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 open your web browser and enter the direct link to EBI
4.1 and paste it into the URL:

https://ebi41.ky.qov/BOE/Bl/logonN0Sso0.{sp

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

Reference Data Seeurity Utilities Budget Tasks

Advantage Performance Budgeting - Training > Budget Tasks

Budget Tasks

Categories

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

Pages

Formulate Budget Request
Execute Query

Budaet Request Filter View
Advance Budaet Request Stage

Refresh Cache Page

Go to top of page
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2. Enter your eMARS User ID in the User Name textbox and your password
3. 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.

Systegp :
User Narfe: [MGJ0011 2
Passicfd: [sesessssssses o

e The Home tab is the entry point into the EBI application. Once in the application,
navigate to the KBUD 1820 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 18-20 Biennium folder under the Agency Budget Preparation
folder. The available reports will appear on the right side of the web page

Welcome: MGI0011 | Applications ™  Preferences Help menuw | Log off

~ My Reo
w Welcome: MGJ0011 |  Applicati

i a142 (]

5 4122 A Home | Documents

W C10 Al o e~ Ovgen More Actions Details

EESTEE, S

P My Documents Title » Type

B a2 [= 1y Favorites |

8l A3 Exq [ ~webintelligence

My Alerts
12 Subscribed Alerts

B2 personsl Categories
| = MyRecd

=2

e

B ————m |

More Actions ~ | Details

Organize Send

Type
¥ | ALA2 Francial flesoed \Web rtefigence
Public Foigers ¥ | ALY Francial Record Math Chack Wal: [rteligeree
MRS Frarcisl ¥ |A182 A3 x5 Recerds Web Ireeligence
¥BUD ¥ A Ep A Detad Web Iréefagerce
F— ¥ | A3 Ependiure Detad 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 ¥ oo al Riscord Math Chack Wb teteligence
¥ | CICICIC Records ‘el Irteligerce.
KEUD Traking Manasls ¥ | O Ependeore Dol Web [reeligence
Sa—— W | Caplal Linting mith Basetbosrisation Stabha s Trteliggere
¥ | Capeal Listing weh Short Descrigeen Web Inteligence
Ardevelged Agency Reports
L 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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In this scenario, we will run and print the B1B2 Financial Record Report for the

Program 670A_PG, General Administration and Support ABR 670K18X007.
You will need to repeat this process for each ABR.

1.
2.

Double click on the B1B2 Financial 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 670K18X007
- RN

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 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

Documents | F Federal Funds Summary

|/ & Fed Assist Op Bud Rec | |

View

My Documents

Folders
(=]

New v Organize ~ Send -

More Actions ~

Details

| Home || Documents | B1B2 Financial Record 7 +

=]

Title =

1| | | B1B2 Financial Record

B1B2 Financial

Public Folders

=)

MARS Financial
KBUD
Agency Budget Exscution
Agency Budget Preparation
12-14 Bisnnium

14-16 Biennium

16-18 Biennium

OSED Budget Preparation

Redeveloped Agency Reports

Web Inteligence ~ | [ = [ 5,% i L -

| | B3 Expenditure Detail

C1C2 Financial Record

Record Report

C1C2 Financial Record M: ‘_:-l 4
€102 €3 C5 Records = L_}J Advanced RI.I n 3

€3 Expenditure Detail

E

Capital Listing with Reaut]

Enter value(s) for Program Code:
Capital Listing with Short, ——

ceROL 6708 _PG

A

REQUEST TITLE: 6T0A1_PG
Fr 201541
Requesied

CBRO1 - Cabinet Rank - B

2

Enter ABR Code:
670K18X007

REQUEST TYPE: Growth

CBROZ
CBRO3

]

SOURCE OF FUNDS

CBRO4

CBROS

_Tatal General Furs)
CBRCPL Capital Project Listing TOTAL SOURCE OF FUNDS o

FY 309718
Frequested

FY 201811
FRequested

45000 5574500

4,345,000 9,578,500

D_RestrictedFundSumRecord LXFLNDITURLS UY CLASS

DCB1B2 Financial Record TOTAL EXPENDITURES BY CLASS [

4345000

8500
445,000 9,578,500

EXFENDITURES DT FUND SOURCE
General Furs =

DCE3 Expenditure Detail 8
TOTAL LXPENINTURES UY FUND L}

E Restrictad Fund Record

4345000 BATE 400
4345000 BETRA00

E_Rstd_Fund_Mathcheck

F Federal Funds Summary

R T
¥ | p Cabinet Priority Ranking
4 | Priarity Ranking

7. 7. 7N 7K. 7. 7. 7. 7N, 7. 7. 7. 7N, 7. 7K. 7. 7N, 7. 7). 7

GRAND TOTAL - Number of Pasition . 8

BUDGET POSITIONS COST U7 FUND SOURCE

TOTAL FUNDS 1

‘¥ | Request Code - Serial Number Report
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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
670K18X007. You will need to repeat this process for each ABR.

1. Double click on the B3 Expenditure Detail 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 Program Code and ABR

text boxes. In this scenario, we will enter the Program code 670A_PG

and ABR 670K18X007
4. Once the proper parameters/variables are entered, the Run icon
will 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 Federsl Funds Summary

| & Fed Assist Op Bud Rec I |

View - New - Organize ~ Send ~ More Adtions ~ Details
B —. Home | Documents ||| B3 Expenditure Detail x
Folders
B1B2 Financial Record
) u :
! 1 pusic rekces 1 53 Expenditure Detad Web Intelligence ~ | [ ES @ @ =
‘I emarsFnandal 0 T T @ |CiC2 Finanas

"I kewp
2

B

B3 Expenditure Detail Report

C1C2 Financial Record M:

i

C1C2_C3_CS Records 2018-2020 Kentucky Branch Budget

Agency Budgat Bxscution Budget Request: Exp

4
(T Advanced F‘.un 3

Detail Summary Record

PRIORITY
Cabinet #: 49

F Federal Funds Summary

b
[
¥
»
e
Agency Budget Preparation ] | E=rieE] S— Al roquostod columns roundse o noerget §100An S Agency # 10
£ ¥ | Capital Listing with Reaut] . ™ gency: Tourism, s and Hentage
12-14 Biennium Enter value(s) for Program Qpde: Appropriation: Parks
' | Capital Listing with Short Govemmental Branch: Executive Branch Prog ice Unit: General on and Support
14-16 Biennium B |coror w E?DA_PG Cabinet: Tourism, Arts and Heritage Sub Program:
- Posting Unit:
16-13 Biennium - - =
i oot - Cahinet Rankc i} - REQUEST TITLE 670A3_PG
- Enter ABR Code:
18-20 Biennium ¥ | CBRO2 FY 201718 FY 201818 FY 201920
; REQUESTTYPE Growth
KEUD Trining Manuals § oo 2 670K18X007
P |caroe EXPENDITURES BY FUND
0SBD Budget Praparation General Fund 4,345,000 5,578,500
. ¥ | CBROS
Redaveloped Agency Reports TOTAL EXPENDITURES BY FUND 0 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 o 4,345,000 8,578,500
| |E Restricted Fund Record Total Debt Service [ 4,345,000 9.578.500
¥ | E_Retd_Fund_Mathcheck TOTAL EXPENDITURES ] 4345000 9.578.500
»

% | 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 1820 CAPITAL_FUND, Capital Request by Fund Source

e 1820 CAPITAL_EXPEND, Capital Request Expenditures

e 1820 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)

L Y T —

Capital Budget Reports

e
- — — I Bramche_Exncuiive Branch Agtney: Tounm, Arl =
s Sty S gttt {ncaben {Conyts Herw 2 Guymmmental Branch; Evecusve Baanch AGEncy: 1ounsm, Arts and Hevitage Catanal L
sffcse corarnme, s saie / - - Cabinet; Touriam, Ams and Meritage Cabinet  Appropriation: Parks =~
- 0
i - Govetmmental Branch: Exscuiive Branch gtnay: Tournm, A = e |0
Cabinet: Tourism, Ars and Heritsge Cabinet  Appropriatige: Parks o
e et 0
oot FYIMSAE  FYZOIBAL  FY 278 Totl
Aequesses  Requestes  Requesies  Requestes
[ o [ 0 000
‘\ TOTAL EXPENDITURES BY UNIT 0 0 0 0 yie!
PRO, o
» 0 RARF PLANRANK  KBUD ol .
' ab Agy  Cab Agy  Projwum  Project Name Y pazs
ETDKIBCIRY Upgrade Golf Coure Irigation. Ky Yam )k -
Bond Funds 1,400,000 1,400,000 200,000 :ea s
Tetsl Upgeade Golf Course Imigation-Ky Dum & Li. £ 1,400,000 1,400,000 2000 o
GTOKIECTE Foad Man -Vanous Parks 5
e 1 1500000 o oo 0% |
o oo
. . z 000
Dimension Data Form Data }=
O
(ke rom 2 i pon
140000 260000 1o N0 5
. 1,500,000 260,00 4000w 1000 s ;
Capital Forms MR- !
Bord Funds 1 2750000 2750000 ssooom B0
= 3 Total Honpitality Upgrades 2,750,000 2,750,000 Presye L
— ——— = Canital T BUaoe] EF0MIBOTE Rpstirs COC Stuchises - Satew
il I = Bond Funds (] 21000 1,200,550 3500000
s CCC n 0 190,000 1,300,000 3,99.25

Capital Planning System Data

PLAN - PROPOSED CAPITAL PROJECTS
] [ome I e e

C

L]
e

Cohicin Praey

[y

{gvas B Fricemy

R at]

| Emmsms
atiem (D)

=
IM
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In KBUD, there is preloaded project (Capital) data that automatically loads into the KBUD
Capital 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 will be loaded with Six-Year Capital Planning System’s around July
2017. If any changes were made to projects in the Six-Year Capital Planning System after this
time period, 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
July 2017, the agency will need to utilize one of the “blank” project codes assigned to their
agency. lItis possible that an agency may need multiple project codes. If that occurs, contact
the KBUD Administrators (KBUDAdministrator@Kky.gov) and request that additional Project
codes be added.

Preloaded Budget Data

I S T 2 o WL
1 BFEF  670K18C193 EXPEYFUND 1,400,000 1,400,000

O 2 BFBF  670K18C195 EXPEYFUND E 2,575,000 0

O 3 BFBF  670K18C196 EXPBYFUND E 1,000,000 2,000,000

m| 4 BFBF  670K18C197 EXPBYFUND E 2,750,000 2,750,000

O 5 BFBF  670K18C198 EXPBYFUND E 1,700,000 1,300,000

0 6 BFBF  670K15C19% EXPBYFUND E 8,000,000 8,000,000

O 7 BFEF  670K18C200 EXPEYFUND E 1,750,000 1,750,000

O 8 BFEF  670K18C201 EXPEYFUND E 1,000,000 0

O 9 BFEF  670K18C202 EXPEYFUND E 0 0 -1,000,000 -1,000,000

O 10 BFGF  670K18C202 EXPEYFUND E 1,000,000 1,000,000 0 1,000,000 1,000,000

O 11 BFEF  670K18C203 EXPEYFUND E 550,000 2,200,000

O 12 BFEF  670K18C204 EXPEYFUND E 1,500,000 0

- Project Documentation

ReautpBrization - Regular Capital Project: No ﬂ
eBRS Project Mumber:

roject Cost: 2,5000000
Project Type: ﬂ
Reviewed by Dept. for Facilities and Support Services: ﬂ

eMARS Department: 660

eMARS Fund:

Completion or Acquisition Date (MM/DD/YYYY): 06/01/2018 .

P 10 Number. Prepopulated 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 /Y H H H

as the existing facility and would hold 2 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 reguire demolition of the existing structure before
proceeding with construction.

Project Budget

Long Project Description:  The Department, with Finance assistance, is locking 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. Several 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, K¥. The existing dining hall has exceeded its useful life and there
iz a 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 i 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 2018-20 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 2017-18 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 either through 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 on Capital Projects that have an impact on the Operating Budget

Capital Budget Request Forms

1820 CAPITAL FUND Capital Request by Fund Source
1820 CAPITAL EXPEMND Capital Request Expenditures
1820 CAP IMPONQPBUD 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 2018-2020 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 2018-2020
Budget Instructions.

Section 6.2.1 Process Overview
The following is a summarized description of the steps involved in the process to create a
Capital Budget Request in order to help users understand the flow of the detailed instructions:

1)
2)
3)
4)
5)

6)

Login to KBUD and navigate to the Project Maintenance Dimension table to update the
information for one of the prepopulated Project dimensions
Navigate to the Budget Layout Selection Page to choose the 1820 CAPITAL_FUND,
Capital Request by Fund Source form
Create an instance of the 1820 _CAPITAL_FUND form
Manually enter the appropriate budget lines (data) into the budget lines tab
Repeat this process for the 1820 _CAPITAL_EXPEND and
1820 CAPITAL_IMPONOBUD forms
Login to KBUD Reports (EBI) and navigate to the 18-20 Biennium folder to run and/or
print the Capital budget request reports necessary for official budget submission to
GOPM
0 CBRO1 Project Summary Report
CBR-02, Capital Project Record
CBR-03, Capital Equipment Record
CBR-04, Capital Information Technology System Record
CBR-05, Real Property Lease Record

O 00O
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Section 6.2.2 Login to KBUD and Navigate to the Project Maintenance Dimension
Table
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 Project Maintenance Link. The Project Maintenance page will

appear.
Home Page
Reference Data Security Utilities Budget T
Advantage Performance Budgeting - Training > Budget Ta
Budget Tasks
Categories
1 | Cimensions - This contail% 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
ABR Maintenance

Grant Maintenance

o[ croiset maint ] Project
raje aintenance .
Maintenance
Go to top of page
Proiect Maintenance
Code: |GTOK1BC218 Name: Search

Edt  Sgve Miew  Sart Bood Vew ap OBV

[ sroK1BCI1e Repair My Ol Ky Home Amphitheater

Page s of 1 Show &l || rows per page

* Cade: GTOKISC218
Name: Repaw My Old Ky Home Amphitheater

-0 To Top or page
—

KBUD — Section 6 07/18/17 Page 100



Capital Budget Requests

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: 670K18C218 Name: | Search
Edit I Save View Display 20 [v] Items  Sort..

3 [ 1| s70x16c218

a
Expand All | Collapse All fe geting - s i > Project Maintenance > Edit Project

g

Edit Project

Welcome, MG

- Information m

Edit Project | Document

*Code: |670K18C218 s | 6

Mame: Repair My Old Ky Home Amphitheater Expand All | Collapse Al
Tect Information [i] —
Go to top of page Code: 570K18C218 Locatien (County): Nelson [v] 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.

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

agrwnE

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 in the
2018-2020 Branch Budget Request Manual. (Not
Populated by the 6-Year Plan data)

Reviewed by Dept. for Facilities and
Support Services

Construction - Identify 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, 2020 — enter 08/20.
(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, 2020 — enter 08/20. (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.

Priorities-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)

Priorities-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)

Priorities-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)

Priorities-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 1820 _CAPITAL_FUND 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
0. . .. s .. T . . ™ ey
A R © hiwy/koussionp statekys/traindConroller ——_______H-cEEE]

(& Budget Tasks
File Edit View Favorites Tools Help

9k 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 e | Help | Preferences | Reports | Edit Password | Logout

Reference Data Security Utilities Budget Tasks »
Adwvantage Performance Budgeting - Training = MEsHC=ESrt B
| Formulate Budget Request ‘
Budget Tasks l Everute e J A
Categories Refresh Cache Page

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

1 =
\

[ Formulate Budast 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 1820 CAPITAL_FUND
form by clicking on the corresponding link. The Select Budget Request page will
appear.

Budget Layout Selection Page

Welcome, MGI

Reference Data SBFS Security Utilities Budget Tasks
Advantage Performance Budgeting - KBUDNP > Budget Tasks = Budget Layout Selection %
Budget Layout Selection
Code: Name: Search
Layout Type:
Sort  Pnint
_—
1820 A2-A3-A4-A5 A2/A3/A4/A5 Baseline Budget Request
1820 B2-B3-B4-BS B2/B3/B4/B5 Additional Budget Request
1820 E FUND-RECEIFTS E Restricted Funds & Receipts Form
1820 G G Federal Assistance Form
1820 QOFFEUD FUMD Off Budget Funds
l 1820 CAPITAL FUND l Capital Request by Fund Source
1820 CAPITAL EXPEMD Capital Request Expenditures
1820 CAP IMPONOPBUD Capital Request - Impact on Operating Budget

o Please keep in mind, the Select Budget Request page will display all the instances of
this specific form (1820_CAPITAL_FUND) you have created.

Select Budget Request Page (1820 CAPITAL FUND Form

Welcome, MGI0011  Skip Navigation Messages(0) [ Home = | Help | Preferences | Reporl

Reference Data v SBF5 Security Utilities Budget Tasks

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

Select Budget Request

Layout Code: 1820_CAPITAL_FUND Reguest Code: | Stage: Archive View: False|v |

Budget Request Selection Criteria
{ Layout Type: Generic Name:

Header Filter

Project: &

"Urre Filte

New Delete  Save Sort Pont View as CSV

Summary

=] I — e
[ &388 Parks CA 670K_BILL_1820
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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 to Stage 3 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 (1820 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: 1820_CAPITAL_FUND Request Code: Stage: [v] Archive View: False[v] search

Layout Type: > Mame:

Péo-kct: 3 sH 5

[mawl Edit ][gew][ Delete  Save ]D\splav 20 [v] tems  Sort.

(B feavesicoie  Jme e lroea |
[#17] 1840 Parks Capital Fund 2 670K_BILL_1820

(Instances of the Form)

Go to top of page
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Section 6.2.4 Creating the Capital Request by Fund Source Form

In this section, we will create a Capital Request by Fund Source Form for the Parks,
Department 670 using Program 670K_BILL_1820, Parks Capital Fund. We will also 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 Cther - Third Farty 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
1820 _CAPITAL_FUND form.

Select Budget Request Page (1820 CAPITAL FUND Form

Welcome, MGI0011 ~ Messages(0) [Home 2 | Help | Prefer

Reference Data Security Utilities Budget Tasks
Advantage Performance Budgeting - Training > Budget Tasks > Formulate Budget Request > Select Budget Request

Select Budget Request

Layout Code: |1820_CAPITAL_FUND Request Code: Stage: |1-Agency Request |v| Archive View: False|~| sgearch

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 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)

2. Fillin the Project textbox. This form is created at the _BILL level, so we will use

670K _BILL_1820 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_ 1820

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

created

Create Bud%et Re%uest Pa%e

EE

Request Code:
Form:

* Stage:

Create Budget Request

Expand All | Collapse All 1

- Budget Request Details m

[* Mame: Parks Capital Fund ]
1820_CAPITAL_FUND

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

|— - Budget Request Information

-

o 2

Project Search Page

=7

Ero o /670K _BILL_ 1820 ¥ Create New Project Acces:

Go to top of pag\

Project Search

2-1

Code: 670%

Z_an%

Display 20 [~ items  Sort..

L Name __|ShortName  [ElementType |
2_3 & 670K_BILL_1820 Parks coa
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Section 6.2.5 Entering Budget Data in the 1820 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 19FLREQCP and 20FLREQCP columns)

2. Click on any cell to change the data (NOTE: You cannot directly change the amounts in the

19FLREQCP and 20FLREQCP cells. However you can change the amounts by placing

adjustment amounts in columns FY 18-19 and FY 19-20)

3. Enter the adjusted amounts and click the Save button (NOTE: The adjustment amounts are
now reflected in the totals for the 19FLREQCP and 20FLREQCP columns). Continue this

process until you have updated all of the Fund/Project combinations. Once you have

finished, click the Save button

New 1820 CAPITAL FUND Form for 670K _BILL 1820

Save Back 1

Edit Budget Requas Budget Lines | bocument Management

- Budget Reguest Summary m

Layout Code:  1820_CAPITAL_FUND  Layout Name: Capital Reguest by Fund Source

Request Code: 6388 Request Name: Parks Capital Fund

Type:

Generic E
Stage: |1-Agency Request

Refresh  Zero Out  Update Preload  DiSPlay SubTotal: 4

=
5]

[Goe [ Fond | o] et oea || somneacr | mommeaer |

New Line  Copy Line  Delete Line Export Audit Trail Vie Pr‘el O ad ed Data

1,400,000 1,400,000

2,575,000

0

FY 17-18

FY 18-19 FY 19-20

1 BFBF 670K18C153 EXPBYFUND E
2 BFBF 670K18C195 EXPBYFUND E
e
3 BFBF 670K18C156 EXPBYRJN
Save | Back
4 BFBF 670K18C187 EXPB? INE

\

Management

O

[m]

O

O 5BFEF  670K18C198 EXPBYFUNG

O 6 BFEF  670K18C199 EXPBYFUN LT
[ul 7 BFEF  670K18C200 EXPBYFUN

O 8 BFEF  670K18C201 EXPBYFUN

[ul 9 BFEF  670K18C202 EXPEYFUN

0 10BFGF  670K18C202 ExpeYFUNG [~ Budget Request Summary [i] -
O 11 BFBF  670K18C203 ExPBYFUNT | | oot Code: (1820 CAPITAL FUI
[ 12 BFBF  670K18C204 EXPBYEUN | oo et Code:

Totals Reflect the

Adjusted Amounts

Refresh  Zero Out

New Line  Copy Line  Delete Line

Update Preload |DispIaY Sub Tokglz

Export Audit Trail

Type:

Stage: |1-Agency Request

Generic

A

I S X
O 1 BFBF  670K18C193 EXPBYFUND E 1,400,000 1,400,000

O 2 BFEF  670K18C195 EXPBYFUND E 2,575,000 0

O 3 BFEF  670K18C196 EXPBYFUND E 000,000 2,000,000

O 4 BFBF  670K18C197 EXPBYFUND E 2,X\50,000 2,750,000

O 5 BFEF  670K18C198 EXPBYFUND E 1,708,000 1,300,000

O 6 BFBF 6570K18C199 EXPBYFUND E 8,000,%00 8,000,000 Ad | u Sted Am O u n tS

O 7 BFEF  670K18C200 EXPBYFUND E 1,750,008 1,750,000

O 8 BFEF  670K18C201 EXPBYFUND E 1,000,000 0 N
O 9 BFEF  670K18C202 EXPBYFUND 1 0 0 ] -1,000,000 -1,000,000
O 10 BFGF  670K18C202 EXPBYFUND 1,000,000 1,000,000 2 1,000,000 1,000,000
O 11 BFEF  670K18C203 EXPBYFUND E 550,000 2,200,000 /
] 12 BFEF  670K18C204 EXPBYFUND E 1,500,000 0
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Section 6.2.6 Creating and Entering Budget Data in the 1820 _CAPITAL_EXPEND Form

e Use the same process described in the previous section to create a new instance of an
1820_CAPITAL_EXPEND form for Program 670K_BILL_1820, Parks Capital. Once you create
the form, you will be able to view the preloaded detailed expenditure budget objects for each
project (NOTE: Itis 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 19FLREQCP and 20FLREQCP columns)

2. Click on any cell to change the data (NOTE: You cannot directly change the amounts in the
19FLREQCP and 20FLREQCP cells. However you can change the amounts by placing
adjustment amounts in columns FY 18-19 and FY 19-20)

3. Enter the adjusted amounts and click the Save button (NOTE: The adjustment amounts are
now reflected in the totals for the 19FLREQCP and 20FLREQCP columns). Continue this
process until you have updated all the Budget Object/Project combinations. Once you have
finished, click the Save button

New 1820_CAPITAL_EXPEND Form for 670K_BILL_1820
[eAdnege ———— ——————————— ]

€3 Action was successful.

Save  Back 1
Edit Budget Raqualt Budget Lines aucument Management

- Budget Request Summary m

Layout Code: | 1B20_CAPITAL_EXPENI Layout Name: Capital Request Expenditures Type: |Generic

Request Code: 6389 Request Name: Parks Stage: |1-Agenc

Refresh  Zero Out  Update Preload  Diselay Sub Total: [~}

New Line  Copy Line  Delete Line E 18 CSV

Preloaded Data

FY 18-19 FY 19-20

-5,000 -5,000

[m] 1 670K18C153 DES
2 B70K18C193 CONS
3 B70K18C154 CONS
4 670K18C195 DES
5 670K18C195 CONS
6 670K18C195 EQU
7 670K18C196 DES
8 670K18C196 CONS
9 670K18C197 CONS

10 670K1B8C197 EQU
11 670K18C1938 DES

E 100,000

o

1,300,000

5,uuu,uuu3 E}\
515,000

1,960,000
100,000
500,000
200,000

2,060,000
630,000
250,000

Type: | Generic

[m]
[m]
k4
[m]
m]
[m]
m]
[m]
m]
[m]

momomommmmomomom

Stage: |1-Agenc

== ¢ Adjusted Amounts

New Line  Copy Line  Delete Line Exeort AudiN[rail View Graph  gor print view as csv

Adjusted Amounts
I O e B e
100,000 100,000 T‘] 2
1,300,000 1,300,000 5,000 5,000

O 1 670K15C193 DES
O 2 670K18C193 CONS

=
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Section 6.2.7 Creating and Entering Budget Data in the 1820 _CAP_IMPONOPBUD

Form

Use the same process described in the previous section to create a new instance of a

1820 _CAP_IMPONOPBUD form for Program 670K_BILL_1820, 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, IMPONOPBUDS,
IMPONOPBUD4, 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, IMPONOPBUDS,
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 1820 CAP IMPONOPBUD Form for 670K BILL 1820

- Budget Request Summary [3)

Layout Code:  1820_CAP_IMPONOPBL Layout Name: | Capital Request - Impact on Operating Budget Type: |Generic [¥] Access Project project 670K_BILL_1820

Request Code: 6391 Request Name: Parks Stage: |1-Agency Request ||

Refresh | Zero Out | Updste Preload | Display Sub Totals i

Summary ==

e | Copyline | Delete Line Export AuditTrail View Graph

Preloaded Data

(= [ive [ g | ot suiberobies | iorovorouot | swronorsuns | ipoworeuos | ronceauod | iwonorsuos | i [z [ s i | s
] 10 670K18C205 COSTELIM E -65,000 -65,000 0 0 0
| 2 GNRL  670K18C204 IMPACT R 8,000 0 0 0 0
] 3RSTD  670K18C205 IMPACT R 15,000 15,000 15,000 15,000 15,000
Aoy / [
Sgve | Back
)
£t Dudger Aeguest | Budget Lines. | Bocument Management /

= Budget Request Summary [3)
oo, oo w1 012IS REflECt the ..o P —

Request Code: 6391 Request Hame: AdJ usted Am Ou nts 1-Agency Request [¥]

fefresh  Zero Gut  Update Preload  Display Sub Totae: an

Adjusted Amounts

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 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 18-20 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.

Dimension {Project Maintenance)

= e s et s Capital Budget Reports
SR
- - I PR——T S Py T Mgy [, Aste ol Sy g et
o =5 — e ——
b it = B P L T L P = L L] i
T T L L] Mgy [, At womd Spr g C et -y
|, B el M i Ll At Parin ¥
[
ITRALM P LAY Tetal
[ e Y e Engoanm
..... v ¢ et
R . “_“ FOrAS FIETNIETON LR LT w -
-'-.-l‘- EANS FLANRANT bl :- -
g Ay Gl gy Pemmes Pl e pox
s T TR T i rse——, -
b P Fmins 100 0 3t 5 X o :u-u -
b - Tons e e (0 ( oued Bvogatoe. oy [ 10 | 1.4 L Lt ] .W_;
- - - T B P e s Py
b e ———— PR wE
e L i
- . . fo et
= = i
\_ = -/ Dimension Data Form Data |-
s oo
1 e o o o g e A v ey
BV g g L ma e e
R o 1 300 2600000 o B2 L
Toms Serwrareis [ saprrd Upgresm e 4] [T =T T e -
TS AT HngekalFy Ly aies i
Bore: Forem. LT 2 reas o i
tods Svgiacts Uy e 11008 1remn Ty
b v P 0L S - S
Pl Pl bl e 300 300
> frer b,
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e In this scenario, we will run the CBRO1 Project Summary Report for 670K_BILL 1820
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 open your web browser and enter the direct link to EBI 4.1 and
paste it into the URL: https://ebi41.ky.gov/BOE/Bl/logonN0Sso.jsp

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

Budget Tasks

Formulate Budget Request
Execute Query

Budget Request Filter View
advance Budget Request Stage

Refresh Cache Page

Go to top of page
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2. Enter your eMARS User ID in the User Name textbox and your password
3. 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.

Syste a
User Narfe: |MGI0011
Passicfd: [essassnsranes o

e The Home tab is the entry point into the EBI application. Once in the application,
navigate to the KBUD 1820 Agency Budget Preparation folders which contain all the
reports necessary for your budget submission.

1. 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

2.
3.
4. Open the 18-20 Biennium folder under the Agency Budget Preparation folder.

The available reports will appear on the right side of the web page

i

Welcome: MGIOD11 | Applications  Preferences Help menuv | Log off

ST
) a1

‘Welcome: MGI0011 | Applicati

¥ acd

View v New v Organi More Ations Details
EPST: E—
B a5 ] My Documents Title Type
=1 oo
) a1ad
w A3Ep I vwebinteligence
o & 1nbox S
2wy lerss Home || Documents
 i® subscribed Alerts )
i View v New Organize Send
@ personal Categories o i
~ My Rg My Documents
| Welcome: MGI00LY | Acphaats
Type
* \Web rtefigence
v Wal: [rteligeree
r Web [reeligence
v el Ireefigerce
- Web mmeligence
v Wb Irtellgence
v Weh [reeligence
r Web [meefigence
- Wk I tafigeree
r Web [nteligence
* el rteligerce
KEUD Trang Marnasls ¥ | O Ependeore Dol Web [reeligence
0580 & —— W | Capisl Listing with Rasthorization Statis. el [t aliggerce
¥  Capeal Lishing with Short Descripton Weh [ntefigence
2 Adeeelocnd sy Repts
[ l LI itk rtefigence
Search *  CREOY - Cistaret Rank - Run ot Cabired el only Wb [nfeligerce
T * R0 Web lreeligerce
L) Weh [maeligence
\\- =] } WWeb [rsefigence
N——
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In this scenario, we will run the CBRO1 Project Summary Report for 670K_BILL_1820
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

3. Enter the required parameter/variable into the Project Code text box. In this
scenario, we will enter the Project code 670K_BILL 1820

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 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

Do(umls"FFedaalFum‘lsSummaw || & Fed Assist Op Bud Rec | |
View * New v Organize = Send = More Adions * | Details |
iy Documerts Titen Home | Documents | cBRO1 £ = = |
e '/ 8182 Financial Record
(=]
= Publc Folders ¥l |83 Expenditure Detai File | Prgpergg | Repart Elements | C B RO 1 R t
MARS Financial ¥ | c1¢2 Finandial Record e p or
: - o Arm—
=R ¥ | c1c2 Financia I Record M4 | [] H = @Gﬁ BE é - - _/ D
18-2020 Kentucky Br: Sudget®
Agency Budgst Execution ¥ | CIC2 C3 C5 Records g X BB X e L_ﬁ Ed Capela e R et BB hecora
ey f Uﬁ m .
B |3 xpenditure Detad {E] wi Al duliar amounts rownded to next $1000
Agency Budgst Preparation Cagital Budget foecord CRA-I
| coptal listing with Resutf 5. 4 e S — Agency: Toaiam, Arts and Heritage Catinat
5| Capital Listing with Short = - — Cabindt: Tourism, Arts and Heritage Cabinet  Appropriations Parks
1 UJ Advanced | =2 Run
- FYITIE | FYI0IE1B  Fraeiede Total
——
B | CRO1 - Cobinet Rank - R %E = S SR s Rewwested _ Reouesiod __ Revwesiod Araunsied
¥ | cemoz E“ter Pr’O]ECl COde: O ke Holow - Golf Course Saae & Bunker Rapar Construcson
|| [7ox e 1820 e a 1600 000
KBUD Training Manuals ; ¥ |CBRO3 = L] 1,800,000
] formation Tesnnsiogy Syssem
0SBD Budget Preparation {® |CoRo4 3 . e it
¥ | ceros ()
Redeveloped Agency Reports F) £.000,000 8,000,000
¥l | cBRCPL Capital ProfSt Li s
¥ |p_Restr =
- o 22350000 4500000
¥ bes182 Financial Record T B Rt =g
1) o 2,250,000 2,350,000 4,500,000
¥l | bces Expenditure Detail i o
¥ & Restricted Fund Record 0,000 125000 2500000
Toasd Life Satety 5 ! P 1 | L
% |E_Rstd_Fund_Mathcheck Life Saieey Sy epiace (Phase 1) [] 1,260,000 250,000 2500000
i tolacement 52 Constng ben
| |F Federal Funds Summary 000 0,000 o
[ |G Fed Assst Op Bud Record
%! |P Cabinet Priority Ranking
3 B Priority Renking
¥ | Request Code - Serisl Number Report

e After reviewing the CBRO1 Project Summary Report for 670K_BILL_1820, 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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e In this scenario, we will run the CBRO02 Capital Project Report for Capital Construction
Project 670K18C207, 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 670K18C207

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

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

Documents | F Federsl Funds Summary

| & Fed Assist Op Bud Rec

View

New - Organize

Wy Documents

Folders
=

Public Folders

"5 emars Financal

"I kewp

# agency Budget Execution
B
1214 Blennkm
1414 Bennium
1518 Blennium
15 18-20 Brennium
KBUD Training Manuals

0SBD Budget Preparation

"I Redeveloped Agency Reparts

~ Send ~

Agency Budget Preparation

More Actions ~

l 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

¥ |CBROS %
¥ | CBRCPL Capital Prof

¥ | D_RestrictedFi

Web Intelligence -

5 | 7

Home | Documents CBR.DZF-EI'I']_E
fod @h Pa -

4
(¥ Advanced Run

jact Code:
gl | [E70K1BCI07

—
-

3

CBRO02 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 Hallow - Golf Course Sioe & Sunker Repair

KBUD Froject Number: 670K18C207
Capltal Budgst 3lx-¥ear Capitsl Plan
Priarity Request
Cabinat: &0
7

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: §1.300.000

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

Hag e project besn reviawed by te Deparment for Facliities and Supgon Ssrvices?

FY 201718 FY 2018-19 FY 2019-20 Total
Fund Source Requested
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 Date: b2 /l3ng
Methad of Procursmant {Acquiztions Only): Furzhase
IMPACT ON OPERATING BEUDGET FY1 Amount FY2 Amount FY3 Amount FY4 Amount FY5 Amount
Fund Source
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 670K18C205, 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 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

3. Enter the required parameter/variable into the Project Code text box. In this
scenario, we will enter the Project code 670K18C205

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 ~

Foldars .
¥ | B1B2 Financial Record -
B 59 pubic Fokders B |3 Home CBRO3 ~ = _
o

eMARS Financial ¥ | C1C2Fin - o =
Web Intelligence ~ | [ = - [55) % 0 2 - -

KBUD ¥ | C1C2 Fin COt k
Agency Budget Execution ¥ c1cz.3_C5 Records C B R 03 R e p (0] rt
!

¥ | C3 Expenditure Detail -t 4
Agency Budget Preparation - Capltal Budget Record CBR-03
¥l | Capital Listing with Reafl =— I Eranch- Exzcutive Bransh
12-14 Biennim M e 1—| Advanced i) Run Ccabinat Tourlsm, Ars and Herilage Cabinst
1416 Bennim B |csrot Agency: Tourlsm, AME and Herage Caginat
5 Parks
Enter ualuels) for Project Code; | Approprstion
1418 Biennim ¥ | CBROL - Cabinet Rank T s Equipment Title:  GaIf Car &g EQUIPMENT rapiacament
=T S ceapz = E70K13C205 KBUD Project Numbar: S§70K18C205
= Capitsl Budge Six-Year Capltal Pian
pitzl Budpat
KBUD Training Manuals ; * |CBRO3 = Pricrity Raqueat 2018-20
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
Location [ADD):

Equipment Documentstion
Adiznsl Dastplen Justfzatan

* | DCB1B2 Financial Record
| | DCB3 Expenditure Detail
| E Restricted Fund Record

¥l | E_Rstd_Fund_Mathcheck

| | Federal Funds Summary ne alsc Liliz=d for repiacement of fort s UEMEE that hE o
E Detnaen 2002 and 204 The squipment = aging and r=quires A
$E0,000 and ane grean mower Is approximately $45,000. We have Egl‘IEer hale courses nat to mention £ nine hole courses.
¥ | Cabinet Priority Ranling Just to raplaca on= graen mowar and cne fainway mowsr at all the 13-1ole ccurses would run 3345003 Thess payments cannot be

¥ 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.
EQUIPMENT BUDGET FY 201718 FY 201819 FY 3048.90

‘Quantity of igentical Units:

Equipment Prica per Unit:

Fund Source FY 2017-18 FY 2018-19 FY 2019-20 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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In this scenario, we will run the CBR04 Capital Project Report for Capital Information

Technology System Project 670K18C208, 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 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 670K18C208

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 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

Agency Budget Preparation
12-14 Biennium
"5 14-16 Biennium
"2 16-18 Biennium
18-20 Biennium
KBUD Training Manuals

[ 058D Budget Preparation

"= Redeveloped Agency Reparts

BRI
1 ¥ |CBRO4

| Home | Documents | F Federal Funds Summary || & Fed Assist Op Bud Rec
View ~ New v Organize ~ Send ~ More Adions ~ | Details
My Documents Title +
Folders
% | 6162 Financial Record -
El Home | Documents | CBRO4
Public Folders ¥ | B3 Expenditure Detail
"I emars Financial ¥ | C1C2 Financial | Record o e S) -
: (o]
o % |acmmtony| WebInteligence ~ (M = B - (E)éh |2 L - = - CBRO4 R t
Agency Budgat Execution ¥ | c1c2_C3_C5 Records - e p or
= ¥ | C3 Expenditure Detail -t | 4

Capltal Budgst Record CER-04

¥ | Capital Listing with Rea = T
i ¢ 77 Advanced Run Branch: Exacutive Branch
¥ | Capital Listing with Shor — Cabinat Touriem, Ars and Hertage Cabinat
= p— Agency: Touriem, Ars 2nd Hertage Cabinst
Appropriation Farks
¥ | CBRO1 - Cabinet Rank - Equipment Title:  Cablz Infragtructurs Planring and Implementation

¥ |CBROZ KEUD Project Number: 670K13C208

:"I 670K13C208 I

(?)

3 Pragram Retacation

Phaced Project
¥ |caros

) g Universitiss Only: Frimary Program Purposs
¥ | CBRCPL Capital Prof Previous ReqUeRt(s):  Has Ihs NEM DREN FaqUEStE IN 3 prior LENMIEl DUIget rEquasy No

¥ | D_RestrictedFundSumRy It Y2z, 02Ny 12 DIENNUMIDIEENIE; 18 project NaMes(s); 3nd Me CaDiNSVAENTy.
PROJECT BUDGET
W | DCB1B2 Financial Record
Fund Source FY 201718 FY 201819 FY 2019-20 Total
¥ | DCE3 Expenditure Detail Requested Reguested Requested Requested
W | E Restricted Fund Record Bond Funds 1] 3.000.000 £.000.000 8.000.000
Total Funds o 2,000,000 5.000,000 8.000.000
¥ |E_Rstd_Fund_Mathcheck
¥ |F Federal Funds Summary Cost Elsmants
E Frofessionalimplementation Services 0 200,000 200,000
.  Suppli 2 D 7.
| p Cabinet Prioriy Ranking Hardware - Vendor Supplied o 2,300,000 4,800,000 7.700,000
Total Costs L} 2,000,000 4,900,000 7.500,000
' | P Priority Ranking
) | Request Code - Serial Number Report Method of Procurement (Acquiations Only): Furchase
IMPACT ON OPERATING BUDGET
Completion Date: D5/ 2018 Fri Fiz FY3 Frd FYs
Amaount Amaunt Amount Amount Amaunt
Fund Source
i) 0 1] i) i)
Total Costs o 0 0 o o
Cost Elements
o 0 D o o
Total Costs o o 0 o o

Percent of Inpact on Operating Budgst for Programmatis Expensss?

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 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

1820 OFFBUD_FUND, Off Budget Funds form. These two tools along with a FY16
and FY17 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

1820 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

2018-2020 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 Agency: Finance and Administration
Cabinet: Finance and Administration Appropriati eneral A !

. FUND SOURCE DATA
Fund Mame: Fire & Tomado Fund

O eMARS Fund Cods: 3802 . .
\ Legal Authority Gilstion: KRS 222 2222 Dimension Data
Restricted Uses (Yes/Mo): Yes

Il. OFF BUDGET FUNDS DESCRIPTION:
This fund is used to help with fire and tormado disasters

C#- Buszet Funds Descrgton:

IIl. OFF-BUDGET FUNDS (Amm ‘Actual \ Ao R Requested\
BUDGETS SUMMARY FY 2015-16 _ FY2016-17 ) fFY2017-18  FY 2018 - 18 szms-zh
" (A) Resources:
Balance Forward (Off Budget) 1,119,357 1,926,205 2,749,000 3,549,000 1,349,000
Gurrent Receipts (Off Budget) H.755513 14,753,957 14,500,000 14,800,000 14,800,000
Mon-Revenue Receipts (Off Budgst) 2,840,470 4,447,439 4,500,000 4,500,000 4,500,000
Total Resources 19,934,400 21,427,600 22,049,000 22,848,000 20,649,000
(B) Expenditures:
Expenditures (OFf Budget) 18,008,196 18,378,631 15,500,000 21,500,000 20,000,000
Total Expenditures 18,008,196 18,378,631 18,500,000 21,500,000 20,000,000 /
< - _

1820 OFFBUD_FUND Form Historical - Form
Edit Budget Request | off Budget Funds i Document Management | Data Data.

- Budget Request Summary m

Layout Code: | 1820_OFFBUD_FUND Type: ﬂ Request Code: 1709 Request Name: Fire & Torna und

Off Budget Fund: 3802-1820

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

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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Off Budget Fund Form

The 2018-2020 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 1820 _OFFBUD_FUND form will be used to produce your agency’s Off
Budget Fund Budget Request.

Off Budget Fund Budget Request Form

1820 OFFBUD FUND Off Budget Funds

The 1820_OFFBUD_FUND Budget Request form contains multiple tabs:
e Edit Budget Request
e Off Budget Funds
e Document Management (NOT USED)

1820 OFFBUD FUND Form with Multiple Tabs

Edit Budget Request I Off Budget Funds | Document Management |

Notify

Expand All | Collapse &ll

- - Budget Request Details m

Request Code: 1709 * Name: Fire & Tornado Fund
Form: 1820_OFFBUD_FUND
* Stage: 1-Agency Request ﬂ

r - Reason For Change

Reason Description:

|- - Budget Request Information

- Dimensions m

Off Budget Fund: 3802-1820
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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 2018-2020 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
1820 OFFBUD_FUND Budget Request form

3) Create an instance of the 1820 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 18-20 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

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 T

Advantage Performance Budgeting - Training > Budget Ta

Budget Tasks
Categories
1 | Cimensions - This contail% 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.

2 o | |

[E] 7] 3802-1820 Fire & Tornado Fund
Expand All | Collapse All
= Information [i]

* Code: |3802-1820

Name: Fire & Tornado Fund

Go to top of page
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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 Budge

Advantage Performance Budgeting - KBUDNF > Budget Tasks > Dimensions = Off Budget Fund Maintenance iy

Off Budget Fund Maintenance 2
Code: 3802% Name|

Edit | Save View Display 20 [¥]Items  Sort..

=

Edit Off Budget Fund

3802-1820

Expand All | Collapse All
ESit 0N B300e1 FUNg | Document Hasagrment

- Information m —

[ * Code: |3802-1820 Exosod All | Callagse Al
O Budget Fund Inbormatien [J)

Name: [Fire & Tornado Fund Code 3802-1820
FFire & Tornado Fund = 5

e

Go to top of page

Thes fund 15 used 1o help with fire and tomado dsasters.

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.

¢ 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 1820 OFFBUD_FUND 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
o .. . . T T e

Y D& @ nhttp://kbud310np state ky.us/trainl /Controller Rl Kk 1t

(& 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
Advantage Performance Budgeting - Training = MllaY i A B
| Formulate Budget Request ‘
Budget Tasks l Execute Query J Z
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

®100% -

javascripttriggerTransition(’//BudgetLayoutsSelection/Header')
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KEUD!—

¢ 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
1820 OFFBUD_FUND form by clicking on the corresponding blue link. The

Select Budget Request page will appear.

Budget Layout Selection Page

Budget Tasks

Reference Data SBFS Security Utilities

Advantage Performance Budgeting - KBUDNP > Budget Tasks = Budget Layout Selection >

Budget Layout Selection

Code: Name: Search

Layout Type: E

Sort  Print

AZ/L3/84/A5 Baseline Budget Reguest

1830 AZ-A5-A4-A5
1820 B2-B3-B4-B5

1820 E FUND-RECEIPTS
G Federal Assistance Form

| 1820 OFFBUD FUND | Off Budget Funds

e Please keep in mind, the Select Budget Request page will display all the
instances of this specific form (1820_OFFBUD_FUND) you have created.

B2/B3/B4/B5 Additional Budget Request
E Restricted Funds & Receipts Form

Select Budget Request Page (1820 OFFBUD FUND Form

Welcome, MGJ0011  Skip Navigation

Messages(0) [Home '@ | Help | Preferences | Reports |

Reference Data SBFS Security Utilities Budget Tasks

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

Select Budget Request

Budget Request Selection Criteria

LaYout [ o GFFBUD. FUND Request Stage: Archivi
Code: Code: View:
Layout . Name:

Tyne:  Generic

Header Filter

’V Off Budqet Fund:

|'Lme Filte,

New Delete  Save  Sort Print View as CSY

Off Budget Fund

Request Code
i1 8329 Diabetes Research Trust Fund b 141D-1820
O 6330 Breast Cancer Research & Educ Fund 5 I n Stan C es 14CQ-1820
O 6331 Spinal Cord Trust Fund b 635Q-1820
Page 125
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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 to Stage 3 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

Off Budaget Fund: &

2 S
[ﬂewlgdit ]&\EW][DElEtE 5§ve] Display |20 [] Items

Sort...
Off Budget Fund
[E1 & 1709 Fire & Tornado Fund nstances o e rorm 3802-1820

Layout Code: 1820_OFFBUD_FUND | Request Code: Stage: | [w] Archive view: False[v] scaren
Layout Type: [~] Name:
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KBUD:

Section 7.2.4 Creating the Off Budget Fund Form

In this section, we will 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
1820 _OFFBUD_FUND form.

Select Budget Request Page (1820 OFFBUD FUND Form

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

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

Advantage Performance Budgeting - Trainin

Select Budget Request

Layout Code:  1820_OFFBUD_FUND' Request Code: Stage: |1[v| Archive view: [False[v| zaarch

Layout Type: |Generic Mame:
Off Budget Fund:

Delete  Save Display 100[~] Items  Sort..
[ Jeereee coce T S
- 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)

2. Fill in 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 an 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 3802-1820
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 | Collapse all

-/ Budget Request Details m 1

Request Code: [ * Name: Fire & Tornado Fund ]

Form: SN P Stage should always be set to 1 by the agencies.
* Stage: L-Agency Request M < GOPM will move the forms to Stage 2 when needed.

[ - Budget Request Information

- Dimensions [f) —2 Off Budget Fund Search Page
Df‘fB‘EtFund: 3802-1820 X

N

Go to top of pagx

Off Budget Fund Search

Code: 38027 ame

- Dimension Reference Information

[ Department: &

)22

Display 20 [¥] Items  Sort..

[ leoe — ome ot ame Elcment Type

Select | + :3802-1820 Fire & Tornado Fund CoA
Lo s}

=2
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Off Budget Fund Form

Section 7.2.5

e Once the new form is created, you will be able to access all the necessary tabs within the

Entering Budget Data in the 1820 _OFFBUD_FUND Form

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 2018-2020
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 1820 OFFBUD_FUND Form for 3802-1820

Save Back

1

\

Edit Budget Request

Notify
Expand All | Collapse All

- - Budget Reguest Details m

Request Code: 1709
Form:

B

* Stage:

T
Off Budget Funds | Document Management

Off Budget Funds Tab

1820_OFFBUD_FUND

/] C
Edit BudgetRequest | Off Budget Funds | Document Management

r-= Reason For Change

Reason Description:

Layout Code: 1820 QFFBUD FUND TyPe: ﬂ Reguest Code: 1709

- Budget Request Summary m
’r Off Budget Fund: [3302-1520

zerg Out  Display Sub Total: Select Model: | [v]

2

Copy Line  Delete Line E200rt Import Audit Trail View Graph

Refresh

|— - Budget Request Information

I

1 OBALFOR R

Budget Object Search

[l
o

= Dimensions m

[m] 2 OCURREC R

y o
Nama: Tyon:
iml ONONBEY B ject: b

4 E
Off Budget Fund: [3802-1820 3 [ =
Totals Favorites
Short
Code Name
(50 to top of page Expand all RERIS

~n A
Go to top of paga\j-l

.........

eeeee

---------

.......
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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: 11820_OFFBUD_FUND Type: GEneric
Off Budget Fund: 3802-1820

Request Code: 1709

Request Name: Fire & Tornado Fund

Select Model:

Refresh  Zeroout Display Sub Total

MNew Line  Copy Line  Delete Line

Export Import Audit Trail View Graph

O OBALFOR R 2,749,000 3,549,000 1,349,000

O 1 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

Sort... View as C3V

—549,000.

Page 1

Show 20 rows per page

¢ Once the dimension has been updated and the 1820 _OFFBUD_FUND form has
been completed for each Off Budget Fund, the associated reports can be
created and printed.

KBUD — Section 7

07/18/17

Page 130



Off Budget Fund Form

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 18-20 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 1820 _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 Maintenance)

Off-Budget Fund Record Report

0 Bt Pt bnbvrmanans ] 18- 3030 Mentecky Branch Busget

Ciperating Bunget Beguest: OF-Budge Fund Record
- AN requesied colurns rounded f3 nearet $100
ﬁ Fm b Fomain my .
S ] \ﬁ CFTRATING BUCGET CFF JIIDGET FUSED RECOSD
larnd # Goenmmentsl Brasch: Execeties Brarh Ageney: Firgacs 5o Admanise:
Cabinst: Finance snd Adminikr (il A

FUNMD SOURCE DATA
Fud R Fre & Tmase Furd
ablafS Funa Cooe M0 - -
Lagal sahority Ciaton: NS 2222222 D|men5|0n Data
RAestritied Uses [Yesha) Yea
B OFF DUDGET Pyl DESCRPTICH:
Thick Botel o6 ebtell K P wls B o] 1P b

W OFF-BUDGET FEMDS Ahanl Acted Foequesied
BUCGET S Uiy P34 18 FY 3096 .47 ¥ HAT -8 FY 2B - 48 FY 7048 - 28
" RICE o] P T TE N

[y Bencurces:

2 0O 20 1TH D0 1543 D00 o a5 000
R T

4000 002 4800 00 800 DO
& 0 0 o 4003 & 500 00

LR

DL T T T
B Ex it
Esparamaes (0% Buiget 18,208, 196 520266 1500000 20200200
Tatal Expanditures 18,008,158 18,500,800 500,000 mmv
1820_OFFBUD_FUND Form Form
Edi Budpet Request | OF Budget Fends: | Document Hansgemant | Data
Budget Request Summary [f)
Layvowk Code:  1828_OFFBUD_FUND Type L : Request Code: 1709 Request Name: Fire & TomadeFund

OFf Budget fundh  3850- 1820

Eeiresh  Zero Cue  Cimsley Sk Totals| || Select Model: | v ]

Mewline | Copyline  Dejete Ling EESS imoon Awditrsd MiewGrach | son | view as o

[W] tne | Budoet Object || Frav-18 FY 19-20
1 GRALFOR L3 3,549,000 1,349,000 .
1 GrURRES " 14,800,000 14,800,008 Numerical
1 CMONREY ® 4,500,000 4,500,000
4 QCEXPENMDITURES € 21,300,000 20,000,000 BUdQEt Data
Total 3,547,000 1,049,000 645,000
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e 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)

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 open your web browser and enter the direct link to EBI
4.1 and paste it into the URL:

https://ebi41.ky.qov/BOE/Bl/logonN0Ss0.{sp

Welcome, MGI0011 ~ Messages(0) [Home B! | Help | Preferen

e | Reports | Edit Password | Logout

B
Budget Tasks

Formulate Budget Request
Execute Query

Budget Request Filter View
advance Budget Request Stage

Refresh Cache Page

Go to top of page
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2. Enter your eMARS User ID in the User Name textbox and your password
3. 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.

Systegp :
User Narfe: [MGJ0011 2
Passicfd: [sesessssssses o

e The Home tab is the entry point into the EBI application. Once in the application,
navigate to the KBUD 1820 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 18-20 Biennium folder under the Agency Budget Preparation
folder. The available reports will appear on the right side of the web page

Welcome: MGI0011 | Applications ™  Preferences Help menuw | Log off

~ My Reo
w Welcome: MGJ0011 |  Applicati

i a142 (]

5 4122 A Home | Documents

W C10 Al o e~ Ovgen More Actions Details

EESTEE, S

P My Documents Title » Type

B a2 [= 1y Favorites |

8l A3 Exq [ ~webintelligence

My Alerts
12 Subscribed Alerts

B2 personsl Categories
| = MyRecd

=2

e

B ————m |

More Actions ~ | Details

Organize Send

Type
¥ | ALA2 Francial flesoed Web reeligence
Public Foigers ¥ | ALY Francial Record Math Chack Wal: [rteligeree
MRS Frarcisl ¥ |A182 A3 a5 Records Web Ireeligence
¥BUD ¥ A Ep A Detad Web Iréefagerce
¥ | A3 Ependiure Detad Web teligence
W | A5 Personnel Summary Wb Irtellgence
¥ | BIEZ Fnancil Record Web Ireeligence
¥ | B3 Bxpenditure Detad Web trecligence
W |CICT Francial Racerd Wb letaligerce
L= al Rscord Math Chedk: Web [nteligence
¥ | CICICIC Records ‘el Irteligerce.
* |3 Ependie Detad Web [reeligence
W | Caplal Linting mith Basetbosrisation Stabha il [renligercs
¥ | Capial Listing weh Shert Deserigeon Web Inteligence
L itk rtefigence
¥ | CEEDY - Catinet Rark - Run ot Cabirat levl ordy il [rtmligerce
¥ e Wb Irtaligence
¥ o Weh Ineeiigeece
\\- =] } WWeb [rsefigence
N —

Welcome: MGIOOLY | Accheats
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In this scenario, we will run and print the Off-Budget Fund Record Report for the
3802-1820. 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

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 3802-1820

4. Once the proper parameter/variable is entered, the Run icon | 2 Run |wiII
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

% ]

Off-Budget Fund
Record Report

2018-2020 Kentucky Branch Budget
Opevating Dudget Request: Off-Dudget Fand Record
All regetated codamne reunded o nearest 5100

OPERATING BUDGET OFF BUDGET FUND RECOHD

Gevernmental | Arsnch: Fascutees Aranch

——
View = New = Organize ~ Send More Actions - Details Home | Documents I Off-BLlllgEt Fl.ll'ld Rec... i
My Documents Title = 5
. 'l T
;"’e’s ¥/ | carePL Capital Project st Wb Intelligence = | [ Ig H ] é -
Public Folders ¥ | D_RestrictadFundSumRecol
& &MARS Financial ¥ | DCB1B2 Financisl Record = |
Bl £ pag %! | DCB3 Expenditure Detail DJ Advanced Run
B 5 g *| | E Restricted Fund Record %E 3
o ¢ | E_Rstd_Fund_Mathcheck Enter Off-Budget Fund Code:
Agency Budget Preparation
¥ | F Federal Funds Summary | /= 3802-1820
12-14 Biennium - =
‘¥ | G Fed Assist Op Bud Record | =

LCM

14-16 Biennium

1 ¥ | Off-Budget Fund Record
% | P Cabinet Priority Ranking 2

16-18 Biennium

W% 15-20 Biennium

Budget Execution
KBUD Training Manuals

0SBD Budget Preparation

Redeveloped Agency Reports

Agency: Finance snd Administration

1 toxraads drmaters

B OFF-BUDGLT FUNDS Actual Actual Bupried Reuwests Requested
BUDGETS SUMMARY 516 IYIN6-17  IYIN7-10  FY 3019 FY 9. 20
2748000 354800 148,000
14.800000 14200000 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

18] Expencitures:
Expendiures (O Budget 1008, 15 8,378.83 8,500, 21.500,000 20,000,000
Total Lxpenatures 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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Section 8 History Changes

Section 8.1 History Change Overview

The historical data reflected in 2018-2020 Baseline Reports include the FY 2015-16 and

FY 2016-17 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 FY19 and FY20. 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

FY16 & FY17 H D . e
IStO ry ata OPERATING BUDGET RECORD A1/A2 H I Sto r. ency: Finance and Administration
y i d Support ices
Load to KBUD Database Governmental Branch: Exccutive Branch Unit: Focilty Developmant and Effeiency
Cabinet: Finance and Administr
= Data_}
-".Il » ¥ - Unit:
R : T T ?ﬁzms-w FY2016-47  FY2017-18  FY 201319 FY 2010-20
Spinysege SN : Actual Actual Budgeted ]
A . It 4.1 SOURCE OF FUNDS
" 17RO LA . General Fund
e 3 g s A, Regular Approj 6,215,300 5,618,800 o o o
. * 5 - i e = State C 22,400 0 0 0 0
Total G 6,237,700 5,618,900 0 0 o
- Restricted Fund:
" " Balance Forward ‘ o 1,360,727 o 0 0
. 632619 2,127,254 0 0 o
3 Total Restricted Funds 1632618 3.487.982 0 0 0
TOTAL SOURCE OF FUNDS 7,870,318 9,106,882 0 0 0
g 7 EXPENDITURES BY CLASS
e S . Personnel Costs 4,495 106 4,624,447 0 0 0
2 - . e Cperating Expenses 426,594 467 485 0 0 0
L3800 a ax o '_ TOTAL EXPENDITURES BY CLASS 4,921,700 5,291,932 0 0 0
. e EXPENDITURES BY FUND SOURCE
2 o N = e y 5 General Fund 3288081 3,164,678 0 ] ]
185 . ' %509 21 i Restricted Funds 1632618 2,127,254 0 0 ]
s e TOTAL EXPENDITURES BY FUND \4,921,700 5,291,932 ) 0 0 0
» i = \S =/
i g 2 pree B EXPENDITURES BY UNIT
1] 0 0 0 0
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 FY16 or
FY17, 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

should be equal to or less than the associated Source of Funds.

Before History Change

OPERATING BUDGET RECORD A1/A2

Agency: Finance and Administration
Appropriation: Facilities and Support Services

After History Change

Governmental Bm.nch: Executive anch. i . Program/Service Unit: C r's O T TS Tt COTTITE TOUTE (O NEaTEs 3 100
Cabinet: Finance and Administration Sub Program: OPERATING BUDGET RECORD A1/A2 Agency: Finance and Administration
) . _ Appropriation: Facilities and Support Services
Postina Unit: Govenmental Branch: Execufive Branch ProgramiService Unit: Commissicner's Office
FY 201516 FY 2016-17 FY 201718 FY 2 Cabinet: Finance and Administration Sub Program:
Actual Budgeted Re: i
Actual Posting Unit:
SOURCE OF FUNDS FY 201516 FY 201617 FY 201718 FY 201819 FY 201920
ot Actual Actual Budgeted Requested Requested
No General Fund Appropriation ] SOURCE OF FURDS

Restricted Funds g eneral Fund
Balance Forward 4] 4] 4] egular Appropriation = -134 o 2 o
Mon-Revenue Receipts 515,475 £75,501 0 Total General Fund ® [ A3 2 e e
Total Restricted Funds 515,475 678,501 [] Restricted Funds

Balance Forward o o o o o
TOTAL SOURCE OF FUI CO m p ar e 515,475 678,501 0 Nen-Revenue Receipts 515,475 £73.501 o 1] 1]
EXPENDITURES BY CLhos Total Restricted Funds C AR 475 678,501 ] [} 0
Personnel Costs 413542 472213 0 TOTAL SOURCE OF FUNC om p are 550 678,367 0 0 o
Operating Expenses 96,907 205 454 (1] EXPENDITURES BY CLASS
TOTAL EXPENDITURES BY CLASS 515,550 678,367 0 Personnel Coste 218 842 472913 N ° 0
EXPENDITURES BY FUND SOURCE Operating Expenses 96,907 205 454 i) ] 0
General Fund G 75 -134 ) 0 TOTAL EXPENDITURES BY CLASS 515,550 678,367 0 0 0

estricied Funds EIEE YT 675,001 [

TOTAL EXPENDITURES BY FUND 515,650 678,367 0 General Fund 75 -134 [1] L] [1]

Resiricted Funds 915,475 678,501 o o o
EXPENDITURES BY UNIT TOTAL EXPENDITURES BY FUND 515,550 678,367 0 0 0

[1] [1] [1]

TOTAL EXPENDITURES BY UNIT 0 0 0 EXPENDITURES BY UNIT 5 . N R .

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 below are the most common reasons to accomplish a historical change:
1. The need to move General Fund (Regular Appropriation) amounts because the

budget request program does not correspond to the allotment structure in eMARS.

2. 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.

3. 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.

4. 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 18-20 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 1820
Historical Change Request with the proper adjustments
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Section 8.2 Login to KBUD Reports (EBI) and Run 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 18-20 Biennium folder to access the
necessary baseline budget request reports to review the FY16 and FY17 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

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 open your web browser and enter the direct link to EBI 4.1 and paste
it into the URL: https://ebi41.ky.qov/BOE/BIl/logonN0Sso.jsp

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

Reference Data Security utilities Budget Tasks

Advantage Performance Budgeting - Training > Budget Tasks B

Budget Tasks

Categories

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

Pages

Formulate Budget Request
Execute Query

Budaet Request Filter View
Advance Budget Request Stage

Refresh Cache Page

Go to top of page
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2. Enter your eMARS User ID in the User Name textbox and your password
3. Click on the Log On button

e The Home tab is the entry point into the EBI application. Once in the application, navigate

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.

Systegrmn a
User Narfe: |MGI0011
Passwfd: eesnssennenee o

to the KBUD 1820 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 18-20 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 m Welcome: MGJ0011 |  Applicati
% 214 Home | Documents |
)
$ ad View - New rgani Mare Actions Details
3 a1 My Documents Title Type
] e
P AL [ ~webintelligence
LRk (i
| S sApg
@ My Alerts Home || Documents
12 Subscribed Alerts
i View ~ MNew Organize end More Actions ~ | Details
B Personal Categories i =
= | My Documents ':-'m Welcome: MGI00L1 | sopheaty
g o ,
View = New v Organae
ER— - ransl Reced Web nseligence
Public Foigers ¥ | ALY Francial Record Math Chack Wal: [rteligeree
MARS, Frarcial v 3_AS Records Weh [neeligence
¥BUD ¥ A Ep A Detad Web Iréefagerce
¥ | &3 Expendire Detnd \Web [rnefigence
W | A% Personnel Summany Wb Irtellgence
¥ | BLIEQ Financial Record Web [reelgence
¥ B3 Bxpenditure Dotad Web [reefigence
¥ | CICT Francisl Recoed Wb Intaligercs
¥ | C1C2 Francsl Record Math Chedk Web [nteligence
v CIEI OO Rexors el rteligerce
¥ (O Dt Web [rteligence
¥ | Capial Listing with Rasutborization Statia. el [t aliggerce
2 ¥  Capeal Lishing with Short Descripton Weh [ntefigence
[ E ¥ o ieh Intaligence
e *  CREOY - Cistaret Rank - Run ot Cabired el only Wb [nfeligerce
T ¥ s \Web Irteligence
¥ e \Weh [reefigerce
%‘ \\- B4 } Web treeligence
N ——m
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To run the 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 ger 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

to ensure the Enter Program Code textbox is

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

sApg

| Home | Documents | A142 Financial Record

View = New - Organize ~ Send More Actions ~ Details

My Documents Jles 1
s | #| | A1A2 Financial Record
B c
Public Folders #| | A1A2 Financial Record Math Check
" ] emars Financial
':. 1 Fas m Welcom
E Home" Dmments”mzﬁnancialﬂewrd £ a B |
KELD

DEel- 1Gh|£E-2-| |0 ¢

Web Intelligence ~

| Agency Budget Preparation

[ Track = ' Drill = % Flter Bar 7] Fresz= - 6 Outline

12-14 Biennium

14-16 Bignnium

16-13 Bignnium

18-20 Biennium — 2

2018-2020 Kentucky Branch Budget
Baseline Budget Request: Financial Rec
All requested columns rounded to nearest|

OPERATING BUDGET RECORD A1/A2 Agency: Fin

Appropriation: Fac

Governmental Br:im:h: E){Enuhva Edmm:h . Program/Service Unit: Cor

OPERATING BUDGET RECORD A1/A2

Governmental Branch: Executive Branch

Cabinet: Finance and Administration

g y: Finance and A
Appropriation: Facilities and Support Services
Program/Service Unit: Commissioner's Office
Sub Program:

Posting_Unit:
FY 201516 FY 201617 FY 201718 FY 201819 FY 2019-20
Actual Actual Budgeted Requested Requested
SOURCE OF FUND S
Restricted Funds
Balance Forward 1] o o o o
Mon-Revenue Receipts 515,471 E78,50 o o a
Total Restricted Funds 515475 678,601 o o o
TOTAL SOURCE OF FUNDS 515,475 678,501 0 0 0
EXPENDITURES BY CLASS
Personnel Costs 415,642 472,913 o o o
Operating Expenses 96,907 205454 a a a
TOTAL EXPENDITURES BY CLASS 515,550 678,367 0 0 0
EXPENDITURES BY FUND SOURCE
General Fund 75 134 o o o
Restricted Funds 515,475 675,501 1] 1] 1]
TOTAL EXPENDITURES BY FUND 515,550 678,367 0 0 0
EXPENDITURES BY UNIT
1] o 1] 1] 1]
TOTAL EXPENDITURES BY UNIT 0 0 0 0 0
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¢ 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

Agency:

Appropriation:

Program/Service Unit:

Cabinet: Finance and Administration Sub Program:
Posting Unit:
FY 2015-16 FY 2016-17
Actual Actual

SOURCE OF FUNDS

F
F
C

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 515,475 678,501
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 2015616 FY 201617
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 1,651,941 1,180,457 l
Restricted Funds 31,190,854 34,157 677
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 2015-16 FY 2016-17
Actual Actual

SOURCE OF FUNDS

( )

2

[ [
TOTAL SOURCE OF FUNDS 0 0
EXPENDITURES BY CL Ny
Personnel Costs CO m p are 1.os7ass 1,204,068
Operating Expenses 59,118 59,067
TOTAL EXPENDITURES BY CLASS 1,096,603 1,273,135
General Fund 1,006,603 1,273,135
TOTAL EXPENDITURES BY FUND 1,006,603 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 2015-16 FY 2016-17
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 1820
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).

1820 Historical Change Request

(=0 R PR R S U Ly

ey

A B c D E F G H | J K L M

2018-2020 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 1516 FY 1617 Dept | Code | Fund | Object FY 1516 FY 1617

" 785

T85A

0100

REGAPF

-14.70

134.43

785

785DFCX

0100

REGAPP

74.70

-134.43

785

T85A

0100

REGAPP

-1.096.603.06

1.273.134.63

785

T85DFRX

0100

REGAPP

1.096.603.06

-1.273.134.83

785

T85A

0100

REGAPF

-1,851,941.00

1.1580.457.48

785

785DFOX

0100

REGAPP

1.851.941.00

-1.180,457 .48

e You will need to apply the following criteria to all of the 1820 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.).
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.)
Please note the fiscal year columns. The first FY column is for FY 15-16 and the
second is for FY 16-17. Enter any dollar amounts here that need to be changed,
either positive or negative.
Please enter values down to the penny.
The “From” and “To” sections must balance to zero. For example, if $10,000 is
being moved “From” an Object in AAQO, 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, emalil 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 FY16 and
FY17 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 | J K L M
1 2018-2020 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 1516 FY 1617 Dept Code Fund Object FY 15-16 FY 1617
6 | 785 T85A 0100 REGAPP -14.70 134.43 785 | 785DFCX[ 0100 REGAPP 74.70 -134.43
7 [ 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 T85A 0100 REGAPP -1.851.941.00 1,180,457 48 785 | 785DFOX| 0100 REGAPP 1,851,941.00 -1,180,457 48
9
10
"
Before Historical Change After Historical Change
OPERATING BUDGET RECORD A1IAZ 5 Apency: F OPERATING BUDGET RECORD A1/A2 Agency: H
Approge 1 A iation: A
[ . Baanch: E Framch mgmhvur“:::: Ic Governmental Bra.nch: E.)(ecutive Branch. . i Program!ggrr\?i?::alaul:i; d
Catangt: Finance and AdminisiraSicn Subs Program: Cabinet: Finance and Administration Sub Program:
Posting Unit; Posting Unit:
FY 2015-16 FY 201617 FY 201516 FY 201617
Actual Actual Actual Actual
RMCE DF PURO S SOURCE OF FUNDS
I Regular Appropriation 5 -134
Hatricted Funds l Total G L Fund 75 424
Fiplarg e Foraaes o ] 4
Men-Rivanss Retept 1S 4TS -5 Are] Restricted Funds
Jois Resinicied Fundy 515475 GRS Balance Forward o o
Mon-Revenue Receipts 515,4T! 678,50
rotas source of rul I QITIDANE s15ars 7ES01 Total Restricted Funds EAEATE 75,601
s oreiier 0D feslbesticed bt Compare o4 sresot
Parsontal Lol 4 ATLEn TOTAL SOURCE OF FUNDS 515,550 678,367
Opperatang Experaas o7 205 &84
TOTAL EXPEMDITURE S BY CLASS 545,550 AT8,387 EXPENDITURES BY CLASS
Personnel Costs 413642 472313
Gesnarall Fundl T KET) | Operating Expenzes 96,907 205,454
Terctes P T rhe T TOTAL EXPENDITURES BY CLASS 515,550 678,367
TOTAL EXPEMDITURE S 0 FURD L] STE.4T EXPENDITURES BY FUND SOURC
(General Fund E 75 EE |
EXPENOTURES BY LT Restricted Funds 515475 675501
TOTAL EXPENDITURES BY FUND 515,550 678,367
Before Historical Change After Historical Change
CPERATING BUDGET RECOAD A1AZ Agency: OPERATING BUDGET RECORD A1/A2 Agency|
. i Appropriatian; . Appropriation|
vernmental Branch: Executive Branch Program Service Ur: Governmental Branch: Executive Branch Program/Service Unit
Cabinat:  Financs iad Admiskyration Subs Program: Cabinet: Finance and Administration S
ub Progran
Peating lenit: Posting Unit
FY 2015-16 FY 201617 |
Actual Actual FY 2015-16 FY 2016-17
SOURCE OF FUMDS 1 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 -] ] T
EXPENDITURES BY CL ' TOTAL SOURCE OF FUNDS 1,096,603 1,273,135
Peryonmel (s E OITIpErE 1,037 435 1208 EXPENDITURES BY C C
Cparaiing Expansas I LERE 8 05T Personnel Costs ompare 1,037 485 1,204,068
TOTAL EXPENDITURE S BY CLASS 1,086,803 1373135 Operating Expenses 5a.118 £9.087
.I TOTAL EXPENDITURES BY CLA 1,096,603 1,273,135
Gl Fund 1,098 03 1273115
m—— EXPENDITURES BY FUND SOU
s e L L] 4318 General Fund pk 1,096,603 1,273,135 |
1,096,605 TI75.155
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Before Historical Change

OPERATING BUDGET RECORD A10A2 Agenicy: Fal

Girvemimentsl Branch! Execulive Branch

Cabinet: Finsrce aed Admesisabon 0 e U By

Sl Progras:
Pratinn Lna:
FY 2015-16 FY 201617
_Actual  Actial
SOURCE OF FUND§
Wied 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
Cprpding Expensey Om ErE".-l BF 1 a3 260
Cirarets Loans Benedes p o 254
Gtk Servce T
Capitsl Cutisy 5 EDE 20
Corminucion LIS
TOTAL EXPERDITURES BY CLASS 350
Cienoral Fund 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

Program/Service Un|

Agen
Appropriati

OPERATING BUDGET RECORD A1AT Agency:
iaticrn: H
Go Branch: E tive Branch hwnﬂ:rr::‘. unit= H
Cabinet: Finance and Administration Sub Progre:
Poating (hait:
FY 201516 FY 201617
Actual Actual
6215300 56155-}!]
- Fra T
Teial Ganetal Faeed ST EE1R00
Restricied Funds
Balarde Forwees 2 1,380,727
Han-Revenus Resspti 1632 819 2137254
Teotal Beatricted Fum C nmpare 1622618 SATR
TOTAL SDURCE OF FUNDS T.ETS 318 8,108 853
EXPEMDITURE S BY CLASS
Pl Coss 4 455 1DE 4 B4 84T
Operating Experaes 426 554 5T &5
TOTAL EXPENDITURE § BY CLASS 4901700 §.28.9%0
I Lagsampl Py pdrc sl pAL L] l.'--'d
Feniric b Funds 1R el
TOTAL EXPENDITURE 5 BY FUND 45331, 700 5251832

Sub Progr{
Postina U
FY 201516 FY 201617
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]
Postigo Unit:
FY 2015-16 FY 201617
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 is 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 ——

FY16 & 17 History (eMARS to KBUD)
) 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) - https://ebi41.ky.gov/BOE/Bl/logonNoSso.|sp

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.

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 original allotments, and they are also used throughout the FY to perform
appropriation and/or allotment modifications.

[ Home | Documents |

View ~ New Organize Send More Actions ~ | Details

My Documents Title » Type
Folders
=

A1A2 Financial Record Web Intelligence
Public Folders A1A2 Financial Record Math Check Web Intslligence
B KBUD

3

A1AZ_A3_AS Records Web Intelligence

Agency Budget Excaution A3 Exp All Detail Web Intelligence

- A3 Expenditurs Detil Web Intelligence
45 Personnel Summary web Intelligence
2012
B1B2 Financial Record Web Intelligence
013
B3 Expenditurs Detail Web Intelligence
2004 €12 Financial Record Web Intelligance

2015 C1C2 Financial Record Math Check Web Intelligence

2016 C1C2_C3_C5 Records Web Intelligence

e 3 Expenditure Detail Web Intsligence
B jtal Listing with Reauthorization Status Web Intell
T ey b i Capital Listing with Reauthorization Statu eb Tntelligence
Capital Listing with Short Description Web Intelligence
10-12 Biennium
CBROL - Cabinet Rank - Run at Cabinet level only Web Intelligence
12-14 Blenni
e CBAD - Capitsl Project Summary Record Web Intslligence

14-16 Biennium CBRO2 - Capital Construction Record Web Intslligence
16-18 Biennium

% 18-20 Biennium

KBUD Training Manuals

CBRO3 - Capital Equipment Record Web Intelligence
CBRO4 - Capital IT System Record Web Intelligence
CBROS - Capital Real Property Lease Record Web Intelligence

ERNEEERE e EEEEOE O O e

CBRCPL Capital Project Listing Web Intslligence
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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 is the baseline expenditure report that provides
detailed expenditures by object codes

= A5 Personnel Summary Report is the baseline summary report for personnel
totals and associated personnel costs by funds

e B Reports are referred to as the Additional Budget Request (ABR) 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 ABR Source of Funds and
Expenditures by Fund

= B3 Expenditure Detail Report is the ABR expenditure report that provides
detailed expenditures by object codes

= B5 Personnel Summary Report is the ABR summary report for personnel
totals and associated personnel costs by funds

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)

= CI1C2 Report is the summary rollup report for combined (Baseline & ABR)
Source of Funds and Expenditures by Fund

= (C3 Expenditure Detail Report is the combined (Baseline & ABR) expenditure
report that provides detailed expenditures by object codes

= C5 Personnel Report is the combined (Baseline & ABR) summary report for
personnel totals and associated personnel costs by funds

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

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 open your web browser and enter the direct link to EBI 4.1 and
paste it into the URL: https://ebi41.ky.gov/BOE/Bl/logonNoSso.jsp

Welcome, MGI0011  Messages(0) [Home £ | Help | Preferen

ce: | 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.

Pages

Formulate Budoet Request
Execute Query

Budget Request Filter View
Advance Budget Request Stage

Refresh Cache Page

Go to top of page

2. Enter your eMARS User ID in the User Name textbox and your password
3. 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 system
administratx

Systege =
User Narfe: |MGI0011 2
Fasswold: fesesssssesnne o

e The Home tab is the entry point into the EBI application. Once in the application,

navigate to the KBUD 1820 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 18-20 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 | |

Welcome: MGJOD11 | Apglicati

PICIC A ew © New - Organize - Send - More Actio Details
B Atz A
B e My Documents | ‘TIHE‘ ‘Type |

= vy Favorit=s ]
[ ~webintelligence:
E o
52 vy Merts
2 Subscribed Alerts
@ Personal Categories

_—

SApg

[Home | Documents

View * New Organize Send More Actions ~ | Details
My Documents ;_,W Welcome: MGI0011 | sopheatd
Detads

/e \ Type
¥ | ALA2 Francal fioced \Web Intefigence
W | K183 Francial Racord Math Chack ek Trteliggrre
¥ |A182 A3 x5 Recerds Web Irecligence.
¥ A3 B Al Detad el Iréafigerce
¥ | A3 Expendire Detnd \Web [refigence
W | A5 Personnel Summary \ieh Inellgence
¥ | BIEZ Fnancil Record Web Ireeligence
w | B3 Bpendiure Detad Web [reefigence
W | CICT Francial Racerd ek Trteligrre
¥ | C1C2 Francsl Record Math Chedk Weh Intellgence
¥ IO CS Reconds Web irteligerce
¥ |3 Expendiure Detad Web Irseligence.
W | Caplal Listing with Basetborisation Staha s Trteliggore
¥ | Capeal Lisiing weh Short Deserignon Web Iresligence.
LR Witk ntefigence
¥ | CEEDY - Catinet Rark - Run ot Cabirat levl ordy Wk Trteliggere .
¥ e \Weh Irdaligence
¥ o ek [neeligerce.

\v =] } Web Intefigence
N—— S
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Section 9.4 Running Reports

e The easiest method to open a report is to double click on the title of the report.

[rome | Documens|

View ~ MNew v Organize ~ Send ~ More Adtions ~ | Details

My Documents Title =

=

Public Folders A142 Financial Record Math Check

eMARS Financial (testing purposes only) A1AZ A3 AS Records

KBUD A3 Exp All Detail

Agency Budget Execution A3 Expenditure Detail

A5 Parsonnel Summary
Agency Budget Preparation
o E1B2 Financial Record
12-14 Bignnium

B3 Expenditure Detail

14-16 Bignnium
C1C2 Financial Record

16-13 Biennium

18-20 Biennium

C1C2 Financial Record Math Chack

RO R R R R

C1C2_C3_C5 Records

e 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 - Dl - % Filter Bar [ & Outline
|
B Print
‘ﬂ A1A2 Financial Record ~ 2018-2020 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 Home | Documents " A1A2 Finandial Record = + & 1
Creation  September 21, 2009 6:1 o - - - =
date: 04:00 Web Intelligence i~ | [ BH- 1S 2 2 ) & v | | [ETrack ~ 3§ Drll » W3 Flter Bar Freeze - EH Outline
Locale: English {United States)
Description:
[JJ Advanced Run
, %g Enter value(s) for Program Code:
Kepworas: [ 2018-2020 Kentucky Branch Budget
B Baseline Budget Request: Financial Record
= All requested columns rounded to nearest $100
ey ~ OPERATING BUDGET RECORD A1/A2 Agency:
Last refresh August 11, 2015 3| Q ) Appropriation:
date: 04:00 GovernmentalCBr:.nc?. Program/Service Unit:
abinet:
Last modified:  August 14, 2015 4: Sub Program:
04:00 Posting Unit:
Last modified bhoh FY 2015-16 FY 201617 FY 201718 FY 201819 FY 2019-20
by ol Actual Actual Budgeted
Durstonof SOURCE OF FUNDS
vious refresh:
ore o o o o
~ Document Options 0 0 0 0
Refresh on off
TOTAL SOURCE OF FUNDS 0 0 0 0
EXPENDITURES BY CLASS
0 a 0 0
TOTAL EXPENDITURES BY CLASS 0 0 0 0
EXPENDITURES BY FUND SOURCE
a a a a
TOTAL EXPENDITURES BY FUND 0 0 0 0
EXPENDITURES BY UNIT
a a o o
TOTAL EXPENDITURES BY UNIT 0 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 Intelligence ' DEE- S| 2L = & v || [ Track ~ § Drill ~ Fp Filter Bar [ Freeze - EH Outline

7 Advanced D..r

Enter value(s) for Program Code:

2018-2020 Kentucky Branch Budget
Baseline Budget Request: Financial Record

=2
= All requested columns rounded to nearest $100
DEERATIMC RUDCET DECODDASAS A -
() Home | Documents | A1A2 Financial Record @
Web Inteligence -~ |1 5 [ - | 5 b | 0 & - 2 & - || @ Treck - 3§ Drill - ¥ Alter Bar [T Freeze - 6 Outline

User Prompt Input -

|
& Advancedl =] qn
Enter value(s) for Program Code:
e 2015-2020 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 201516 FY 2016-17 FY 201718 FY 2018-18 FY 2019-20
Actual Actual u quested
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 Finamisl Record .

Wieh [nneligence * H- SR OE-ax 0 = B Trd ) DAl v Vi Pite Ber ] Outhne

1 Advarced Runy
r’.‘ Enter vahee(s) for Program Code:
2280 2018-2020 Kentucky Branch Budget
= Basehine Budget fequest: Fimancisl Record

Al requested colmns rounded 1o nearest $100
OPERATING BUDGET RECORD ALAZ Agency:
Appropriation:
Cavemmental Branch ProgramiSer
Cabinet:
Posting Unit:
FY 201616 FY201647  FY2017-18  FY201018  FY201820
Actual Actual Budgieled__ Requested ___Requested
SOURCE OF FUNDS
Retrieving Data o
2
0 Mo data 1o retneve n
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
7. Click the Run icon to run the report with new parameter/variable value

o0k w

Home | Documents | A1AZ Finamisl Record .

Web Ieneligance = B an fa-a-| o « | B Tredk + g Dl * Vi Filter B ] Outhns

i)
2015-2020 Kentucky Branch Budget
1 Baseline Budget fequest: Financis | Record
ANl requested columng rounded 1o nesrest $100
OPERATING BUDGET RECORD ALIAZ Agency:

Prompts %
= Enter valus{s) for Program Code: 7285_BILL T
Refrash Va!ua;?
Program Code Program I | <
4 POCNE o
l 7285_BILL Public Hei l
= Ublic Heq
August 19, 2015 12:59:03 PM GMT-
00
P Mi— .
* Required prompts
6 =

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

Web Inteligence = *@d- S8 FE-m- 0 - | @ Tk - S Ooll - Wy Fikier Dar 5 Outhne

GPERATING DUDGET RECORD AfIAZ
Governmantal ranch; Luscutive Uranch
Cabinet: Mealth and Family Services
Peating et
FY 201516 FY 201617 FY 201718 FY 201819 FY 2018-20
Actual Actual Budngted Requested Requested

0 REr 0 0 o
AL955400 EEEMATE 2 2 ]

245056551 T 548181 [ [ ]
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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

38021820 LR Bl MOGET FUND RECORD
Goreen v [anh

T Archieg e and Admanintratisn

=]
3 Enber OF-Badged Fund Code

-

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

Actual
FY 2015- 16

L OFF-BUDGET FUNDE
ERIDGETS Syiabs i
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Attachment 1. KBUD Setup and Preferences

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 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)
Google Chrome Version 59

Mozilla Firefox ESR 24

To check the Microsoft Internet Explorer version, click the Tools button 27 and select About
Internet Explorer.

=rEse)

ft X
| Listen to music | Print
File
Zoom (100%)
Safety

+You Search Images Maps Play YouTube News Gmail Drive Calendar More -~

* vy v v

View downloads Cirl+]
Manage add-ons
F12 developer tools

Go to pinned sites

Internet options

| About Internet Explorer

(Al

rﬁ.bout Internet Explorer '_. | l 23
— 1 .

Internet
Explorer1

Version: 11 l:l 9600.18426

Pl'c duct ID: 00150-20000-00003-AA459

'??' [ Install new versions automatically

2 2013 Microsoft Corporation. All ights reserved.

Close
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To check the Mozilla Firefox version, click on Help and select About Mozilla Firefox.
Eile Edit View History Bookmarks Tools Eﬁeip

R C X & (3 gy  HopConem :
For Internet Explorer Users

2 Most Visited P Getting Started - Latest H
—— Release Motes

! ".l iGoogle l_ Report Broken Web Site...
L SN P T Report Web Forgery...

%+ Downloading Firefox 3.6.18...

_” About Mozilla Firefox

[ About Mozitls Firefox ]

| efox ESR
|

EherETor Updates |
You are currently on the esr update chanmel,

Firefon is designed by Moplle, & globs] community
a.-urlrim} together to keep the Web open, public snd
sccessible to all.

Sound interesting? Get invebeed

Ligenging Infoirmation End:User Righits Piveapy Poligy
I Ti—————"—"——_—_———_—_——m———————

KBUD — Attachment 1 07/18/17 Page A-2



Attachment 1. KBUD Setup and Preferences

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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Capability View

Capability View settings must be turned off or after a user logs into KBUD, the next screen that
pops up will be blank. To turn off compatibility view for KBUD, click on the Tools menu
and choose Compatibility View settings.

LG @ nttps://kbud.ky.gov/performancebudgeting/authservice/loginsp L-ac iy 0
T — - —— 5
& signIn x| |." - —— @

File Edit View Favorites Tools Help % @HConvert ~ [EHSelect

5 ¢ EBICMC Admin4.1 Print b o AMS Advant.. ] KBUD310 (2015) - Prod & Google - -7

File 3

Zoom (100%) 3

Safety » \

Add site to Apps P 3 My
View downloads Ctrl+J -

Us Manage add-ons
Pa F12 Developer Tools

Go to pinned sites

Cornpatibility View settings

@20 Internet options

AllF About Internet Explorer

= e—

K U D | Kentucky Budgeting System

#®100% -

[

Ensure that KBUD link or the ky.gov extension is not in the “Websites you've added to
Compatibility View” textbox and ensure the two checkboxes are unchecked.

m Change Compatibility View Settings

Add this website:
ky.gov Add I

Websites you've added to Compatibility View: |

Remove

|| Disgay intranet sites in Compatibility View
[ UsejMicrosoft compatibility lists
Learn more by reading the Internet Explorer privacy statement

Close
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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 11.

Open up Internet Explorer and click on Tools> Internet Options. Click on the Security tab.
Click on the Local intranet icon. Click on the Custom level button.

Internet Options [? =]
[ - |
Genia\ Security |Pr\|acy I Content I Connections I Programs | Advanr_adl
Select a zone to view or change security settings.
ek |[v O
y = v
Internet § Localintranet Justed sites  Restricted
sites

Internet

This zone is for Internet websites,
except those listed in trusted and
restricted zones.

Security level for this zone
Allowed levels for this zone: Medium to High
Medium-high
- Appropriate for most websites
/o - Prompts before downloading potentially unsafe
content
- Unsigned ActiveX controls will not be downloaded

Enable Protected Mg i i ternet Explorer)
[ Custom level... ] [ Default level ]

I Reset all zones to default level ]

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.

Smnr.-'S-ethngs-Ln-cnl!m.rdem-el_ — ﬁ

Cettngs

L .|M -

Ao sipt-nitibed windows without e O DOSiton Cnstre
g

& frﬂ

Ao webpapes o use nesiricied protocols for active conten
Dhsshle:
Enable

@ Frompt

Ao webiteS B o(en mncows mithou Midress of Stabs b
Dusaable:

& Enabie

Driglary e Santent
Dbl
Enabie

@ Frompt

Panes ovmnst: B solaons il i malbinenbas, sebin mades Ao

e L
“Takes effect afber you nestart your computer

feset custom settngs
R B | dou (e Fomit] - Reset...
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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 assigned User 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:

e Passwords will expire every 90 days

e Passwords must be at least 7 characters in length

e Passwords must contain an Upper Case Character, Lower Case Character, a Number
and a Special character

e Passwords cannot be reused with a 24 month period

e 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 & Legin Warning: Currently legging in under a grace Login. This is your last grace login. Please change your password now.
Change Password G
Change Password
Warning : If the cancel button is pressed, you will be logged out of the application and locked out of the system.
Expand &ll | Cellapse All

= Change Your Password m

Password: | New Password: |

Verify Password: |

Go to top of page

If your password is successfully changed, you will see the following message:

-’é:,} Fazsword changed successfully.
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Change Password Before It Expires

Passwords will expire every 90 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 ProjectionfAllocation  Security Utilities Budget Tasks Dashboards Integration Bookmarks
KBUD = Budget Tasks

z KBUD |Kentllck\’ Budgeting System Welcome, MNJOO62  Messages(0) [Home & | Help | Preferences | infoAdvantage | Edit Password | Logout
B

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. NOTE: This self-reset will only work if the user has
not exceeded the three grace logins. If the user does exceed them, the account is
locked and can only be unlocked by the KBUD administrator.

User ID:
Password:

Forgot vour password?

E2001, 2014 CGl Technologies and
Solutions Inc.

AllRights Reserved.

#100% ~
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The KBUD login screen will take you to a password reset screen. You will need to enter your
User ID.

To have your password reset, pleaze enter your user ID

User |
D:

o

@2001, 2014 CGI Technologies and
Solutions Inc.

All Rights Reserved

#100% -

The KBUD system will automatically generate a new password and send it to you email
address that is stored within KBUD.

> TG ¢ formancebudgeting Forg oword Generaicd Respore P icscage Ploim To DI

-- r:'| Ii’ = erformancebudgeting: Forgotten Password Generated Response - Message (Plain Text E@Iﬂ
M ge Develgper g e
H —

s p \I <2 k} .7 3 Rules » (=% Mark Unread " Find [ 5]

{5 Ignore ? \Ii i a al\deeting I-Ej Maove to: 7 L l_@i = a5 # \_ﬁ

[;_—.; To Manager - @ OneMote Categorize = l% Related ~
&Junkv Delete Reply Reply Forward ﬁ"d More ~ . _ Move . Translate Zoom
All (33 Team E-mail - v &) Adions ~ | ¥ Follow Up ~ - lg Select -

Delete Respond Quick Steps [F] Move Tags [F] Editing Zoom I
From: kbudadministrator @ky.gov Sent:  Fri 2/13/201511:02 AM
To: Rosell, Phillip (OSBD)

Cc
Subject: Performancebudgeting: Forgotten Password Generated Response
) ) . ) . ) i)
The password for the userid associated with this email address has been changed using a password reset request at 2015-02-13 =

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#6W5,2

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: [EEE0 v|

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.

Styles | Bookmarks | Usability Settings

Save Cancel

Bookmarks Label: IEonkmarks|

Dizplay Items

I O R

- NO ITEMS TO DISPLAY -

“Rank: |

Label: |
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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.)

| Styles | Bookmarks I Usability Settings

Expand Al | Collapse &ll

— = Expertlser m

Expert User Opticn: v

Beturn to Top

— =l Auto Tab m

Enable fute Tab: [

Return to Top

— = Expand Section m
Expand Section Option: [

Return to Top

— = StartPage m

Start Page Mame: |Categcr',\- Pages Reset Start Page

Beturn to Top

Go to top of page
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