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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

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.

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.

KBUD - Section 1 6/27/17 Page 1



Introduction to Kentucky Budget System (KBUD)

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.qov/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: Postsecondary agencies will require a Virtual Private Network
[VPN] account to establish a connection to the KBUD and EBI
applications because the applications are protected by the state’s
firewall)

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.

KBUD - Section 1 6/27/17 Page 2



Baseline Budget Request

Section 2 Baseline Budget Request

Section 2.1 Budget Form Overview

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

Budget Forms (KBUD)

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

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

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

—.. —— - Budget Data

Rt | R e 1]

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

Dimension Tables (KBUD)

¥t Gt | tssmance e | Consssaans | Gacars Massgamars |
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| Pactsrmanca asocarsins | Camsssantans | Gacmans Masagamars
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Baseline Budget Request

The 1820 _PS_A2-A3-A4-A5, Post Sec - A2/A3/A4/A5 Baseline Budget Request form is the
primary form used to produce your agency’s 1820 baseline budget request.

1820 Post Secondary Baseline Budget Request Form

1820 PS5 AZ-A3-A4-A% Post Sec - A2/A3/24/A5 Baseline Budget Request

The 1820_PS_A2-A3-A4-A5, Post Sec - A2/A3/A4/A5 Baseline Budget Request form has
been consolidated and contains multiple tabs to perform different functions:

A2 Sources

A3 Exp by Fund

A3 Expenditure Detail
A5 Personnel
Document Management

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

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

Motify

Expand All | Collapse All

- - Budget Reguest Details m

Reguest Code: 1772 * MName: EKU Baseline
Form: 1820 _PS_A2-A3-A4-AS
* Stage: 1-Agency Request [v]

r'= Reason For Change

Reason Description:

[ - Budget Request Information

- Dimensions m

Program: 430U _BILL

KBUD — Section 2 06/27/17 Page 4



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 _PS_A2-A3-A4-A5 Baseline Budget Request form
2) Create an instance of the 1820 PS_A2-A3-A4-A5 Baseline Budget Request form for
the institution. The program information for the postsecondary agencies will be
entered at the bill level (Example: 430U_BILL)
3) Manually enter or import the appropriate budget lines (data) into each of the form’s
tabs for each appropriate budget object combination
0 1820 PS A2-A3-A4-A5 Baseline Budget Request Form Tabs
= Edit Budget Request
A2 Sources
A3 Exp by Fund
A3 Expenditure Detalil
A5 Personnel
= Document Management
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 request reports necessary for performing a math
check on the budget data that was entered into KBUD
= A1A2 Financial Record Math Check
0 Run the baseline budget request reports necessary for official budget
submission to GOPM
= AI1A2 Financial Record
= A3 Expenditure Detail
= A5 Personnel Summary

KBUD — Section 2 06/27/17 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 There are several aids (tools) to assist in the budget request calculations located on
OSBD'’s Website (Link to Webpage - http://osbd.ky.gov/Pages/KBUD-
Information.aspx).

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

e For postsecondary agencies, users will also need access to a Virtual Private
Network (VPN) account to access the KBUD and EBI (KBUD Reports) applications
behind the state’s firewall.

e Any specific budget preparation-related questions should be addressed to the
agency’s assigned GOPM policy and 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 06/27/17 Page 6



KEUDH Baseline Budget Request

Section 2.2.3 Login to KBUD and Navigate to the 1820 PS A2-A3-A4-A5
Baseline Form

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

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

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

ome Page

L= TR I

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

(& Budget Tasks
File Edit View Favorites Tools Help

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

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

Reference Data Security Utilities Budget Tasks

E
3

Advantage Performance Budgeting - Training =

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

Execute Queny

Categories Refresh Cache Page

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

1 =
\

[ Formulate Budget Request J

Execute Query

Refresh Cache Page

Go to top of page

javascripttriggerTransition(’//BudgetLayoutsSelection/Header') H100% -
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T Baseline Budget Request

KEUD —

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 _PS_A2-A3-A4-A5

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 N>

Budget Layout Selection

Code: Name: Search

Layout Type:

Sort  Print

| 1820 PS5 AZ-A3-A4-A5 I Post Sec - A2/A3/A4/A5 Baseline Budget Reguest

Post Sec - B2/B3/B4/B5 Additional Budget Request

1820 PS B2-B3-B4-B5

Please keep in mind, the Select Budget Request page will show all the instances of
this specific form (1820_PS_A2-A3-A4-A5) you have created.

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

Messages(0) [Home © | Help | Preferences | Reparts | Edit Password | Logout

Welcome, RVI0040

Reference Data Security Utilities
Formulate Budget Request = Select Budget Request

Advantage Performance Budgeting - Training =

Select Budget Request
b

Layout Code: 1820_P5_A2-A3-A4-AS = Reguest Code: Stage: Archive View: False[~] saarch

Layout Type: |Generic MName:

Program: Ed
MNew Delete  Save Display 20 Items Sort...
- NO ITEMS TO DISPLAY - NO |nstances
Go to top of page
06/27/17 Page 8
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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)

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

Welcome, MGI0011 Messages(D) [ Home gE | Help | Prefere

Reference Data Security Utilities Budget Tasks

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

Select Budget Request

Layout Code: 1820_PS_A2Z-A3-Ad4-A5 [Request Code: Stage: ﬂ Archive View: FE|SEﬂ Search
Layout Type: ﬂ ame:
2 3 4 5 rogram: 430% '

[ mawI gmtI View IDElEtE nge] Display 20 [¥] Items  Sort...

[ vt cove
_EI 1772 EKU Baseline n S an C eS O e 0 r m 430U_BILL

Go to top of page
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’"H Baseline Budget Request

Section 2.2.4 Creating the Baseline Budget Request Form

In this section, we will continue from the previous section to create an example of a
baseline form for Eastern KY University, Program 430U_BILL.

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 _PS_A2-A3-A4-A5 form.

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

Welcome, MGI0011 Messages(0) [ Home = | Help | P

Reference Data Security Utilities Budget Tasks

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

Select Budget Request

Stage: Archive View: False[v| Search

Layout Code: 1820_PS_A2-A3-A4-A5 Request Code:
Layout Type: |Generic [v] Name:
Erogram:

Delete  Save Display 20 Items | Sort...
- NO ITEMS TO DISPLAY -

KBUD - Section 2 06/27/17 Page 10



Baseline Budget Req

uest

e From the Create Budget Request page, you will need to complete these three steps:

1. Fill in the Name textbox (Suggestion: make it meaningful, so you will know by

its name what program is containe
2. Fill in the Program textbox (NOTE:

d in the form)
You can only create a single instance of

this form with this specific program). There are two ways to fill in the textbox:
1) Type in the correct program code, or 2) click on the blue Program link to

pull up a Program Search box and
select it from a pick list:

complete the following three steps to

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

textbox

= 2-2) Click the Search button

= 2-3) Click the Select button
created

Create Budget Request Page

for the appropriate program

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

Back

Save
3 7

Create Budget Request

Expand All | Collapse all

7 1
-/ Budget Request Details m 1

* Name: EKU Baseline ]
1820_P5_A2-A3-A4-AS

Request Code:

Form:

* Stage: 1-Agency Request

] —

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

|— - Budget Request Infermation

r= Dimensions [i]

1| Program Search Page

Prg‘am : 430U_BILL ]

Go to top of pa&

Program Search

2-1X

- Dimensicn Reference Informal

Department:

Name: Shert
Name:

[v]

Postable: parent P

Program:

tion

° Element
Type:

7

[- nancial Rollups Infarmation

¥ Group: &

Department

Fi
il o)
ey

T

Display 20 [¥] ltems  Sort...

lcode  [Name  [shortName __ [ElementType ______ [Parent __lDecpartm
Select | 4 430U_BILL Eastern Kentucky University COA
KBUD — Section 2 06/27/17 Page 11




Baseline Budget Request

Section 2.2.5 Entering Budget Data in the 1820 _PS_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 Sources tab (NOTE: You can now add your baseline Sources of Funds)

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 for the two historical years (FY16 and FY17 Actuals), the current fiscal year
(FY18 Budgeted), and the two budget request years (FY19 and FY20 Requested)

3. Enter the appropriate budget data on the line. Every line will require a fund and a Budget
Object. 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 _PS_A2-A3-A4-A5 Form for 430U BILL

Save Back
: 5

-

Edit Budget Request | AZ E‘-uurc&s” A3 Exp by Fund | A3 Expenditure Detail | A5 Personnel | Document Management | ]
C )

Motify

- = Budget Request Details m iLﬂldoekS:ueﬂl A2 Sources | A3 £xp by Fund | A3 Expenditure Detail | A5 Personnel | Document Mensgement |

Expand All | Collapse All

. Budget Redqus urnmiary (3
Request Code: 1772 by i
Laycut Code: 1820_PS_A2-A3-A4-AS Type: |¥] Reguest Code: 1772 Hequest Name: EKU Baseline =
Form: 1820_P5_A2 Progrem:  HN.BHL
* Stage: 1-Agency Req | setes 2“' out  Crsplay Sub Tatali (| Select Madeli %]

r = Reason For Change

FY 17-18 FY 15-19

= 0100 430U _BILL |REGAER
Tulak: Favarites o o o o o
3 code Ghort rag f1 haw | rowes per page
. . bean
Reason Description: Expand &l | Calopse an 3-1 =

[ - Budget Request Information

- Dimensions m

sama:

Program: 430U_BILL

Go to top of page

lcode _Jvame _____________[shortName __________lobject Type

¥ ApGase Regular Appropriation Regular Appropriation Revenue o
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KBUD: Baseline Budget Request

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

2. Click the Delete Line button, and KBUD will mark the line for deletion by applying
the strikethrough format to each selected line (example: 68100)

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

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

- Budget Request Summary m
Layout Code: 1820 PS_A2-A3-A4-A5 Type: ﬂ Request Code: 1772 Request Mame: EKU Baseline Stage: 1
Program: 430U_BILL
Refresh  Zeroout Displaysub Total: Select Model: |[v]
New Line  Copy Line | Delete Line IE—}(&Ft Import Audit Trail View Graoh Sort... View as CSV
Summary
E Line | Fund Program Budget Object |1 FY 15-16 FY 16-17 FY 17-18 FY 18-19 FY 19-20 .
I (O ] -essee  szousne REGAPP - 2,808,000 3,858,000 3,216,500 3,216,500 3,216,500
Totals 0 0 0 0 0 .
Page 1 of 1 Show |20 | ™ |rows per page
Expand All | Collapse All
Go to top of page
e KBUD will confirm the deletion was successful
@ [ Action was successful. ]
Save Back
Edit Budget Request | A2 Sources | A3 Exp by Fund IAE Expenditure Detail | A5 Personnel | Document Management
- Budget Reguest Summary m
Layout Code: 1820_P5_A2-A3-A4-A5 Type: j Request Code: 1772 Reguest Name: EKU Baseline Stage: 1

Program: 430U_BILL

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

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

[E] tine [ Fund | | Budget Object [1] Fris20 | |
Totak Line has been permanently deleted |

Page 1 of 1 Show 20 | ¥ |[rows per page

Expand All | Collapse All

Go to top of page
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Baseline Budget Request

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 the Excel file and add your budget lines into a
worksheet and edit the cells by following 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)

Fiy B C ] E E ] H
][ Fund Program Budget Ohject FY15-16 FY16-17 FY17-18 FY13-19 FY19-20 ]_
2
3
il
5

1820 PS A2-A3-A4-A5 Form Tab Headers

| Budget Object [1] FY 15-16

Show 20 ﬂ rows per page

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 Raquml A2 Sources |A3 Exp by Fund | A3 Expenditure Detail | AS Personnel | Document Managamant‘

’ Budget Request Summary (i)

Layout Code: 1820_PS_A2-A3-Ad-AS Type: [v] Request Code: 1772 Request Name: EKU Baseline Stage: |1
Program: 430U_BILL

Refresh | ZeroOut Display Sub Total: Selact Model:  [v]
New Line  CopyLine  Delete Line Audit Trail | o | view as cav
=] Line | | Budget Object |1] FY 15-16
Totals [ ]

Page 1 of 1 Show 20 |¥|rows per page

Expand All | Collapse All

Go to top of page
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2.

Incorrect Format—
Correct Format—

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 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.

File Harne Ihsert Page Layout Formulas [Data Fewiew Wi ey Developer Add-Ins Acrabat Te
= ‘5 Cot Calibri S - A === ® SiwrapTet Text
Faste L B 7 U~ i« M- A == =|i#EE Fdmergeacenters | $ « % 9 | %550
- - Format Painter = - == =5 & B E iy o 60 .
Clipboard Font Alignment Mumber
a1 - JFe | Fund
& B C D E F G H
1 |FundjProgram Budget Object FY15-16 FY16-17 FY17-18 FY18-19 FY19-20
-5 (J100_430U_BILL  REGAPP 3000000.00 3050000.00 3116500.00 3116500.00 3116500.00
9 ([0100_130U_BILL  REGAPP 3000000.00 3050000.00 3116500.00 3116500.00 3116500.00
4 (1300 |430U_BILL CURREC 200000.00 205500.00 207700.00 20770000 207700.00
5 (1200 |430U_BILL CURREC 800000.00 820200.00 831200.00 831200.00 831200.00
[}

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 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 a copy of the Budget Instructions, 2018-2020 Branch Budget Request
Manual). Below are some of the budget objects that may be included in your
budget request:

General Fund ONLY
o Regular Appropriation
e Special Appropriation

Restricted and Federal Funds ONLY
e Current Receipts

KBUD — Section 2
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e Once you have populated your Excel worksheet with all budget lines and formatted it
correctly, save the file as an Excel (XLS) file with a meaningful name and in a location
where you will remember to find it.

e Once you have saved the Excel import file, return to A2 Sources tab in the
1820 PS A2-A3-A4-A5 form. To import the budget lines, follow these steps:
1. Click the blue Import link

‘ Edit Budget Request I A2 Sources IAS Exp by Fund | A3 Expenditure Detail |A5 Personnel | Document Management

- Budget Reguest Summary m

Layout Code: 1820 PS_AZ2-A3-Ad4-A5  Type: ﬂ Request Code: 1772 Request Name: EKU Baseline
Program: 430U_BILL

Refresh  Zero Out  Display Sub Total: Seict Model: | [v]

New Line Copy Line Delete Line EXB2 M Sort... Miew as CSV

@ Fund Program Budget Object |1 FY 15-16 FY 16-17 FY 17-18

Totals

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

{2 Choose File to Upload ==
@Qv\ @ » Rosell, Phillip (OSBD) » Downloads b [ 43 | [ Search Downtoods o]
Organize New folder =~ 0 @
't Favorites 2 Hame ° Date modified Type *
B Desktop [ Perslf-18 QS TAEM  Filforg)
B Downloads SBOF_BLPLAT_4.05P4_CLNT_WIN_32B_648_ G4 LSEEM File fo
T Recent Places sqldeveloper-4.0.2.15.21-no-jre 23S 35IPM File fa

] 1Budgetline UimportExport.csv /672005 345 PM Micra:

M Desktap T 2nd QTR Rpt 2015 plf TALNIS K16 P Acdobe

3 Libraries TH 2nd QTR-Rpt 2015-Test.pelf 1/30/2015 419 P Adabe

) Dacuments T 2nd QTR-Rpt 2015-Test1 pof 1/30/2015 £21PM Adobe

o) Music =) o 6/10/2015 L33 PM Adobe

] Pictures 3 [ 4] 430U_1618 A2 Import.csv T /30/2015 G40 AM  Micro
8 videos 15 7284 1618 A2 A Import.cav /14/2015 10142 AM Micro: _

8 Rasell Phillin (SR <l i, b

Fle rome 001618 A2 ot .
4

5. Click the Upload button

Expand All | Collapse All

- Import Data File

File: C:\Users\phillip.resel\Downleads'\FY1618 DPH Budget Prep Files\l  Browse...

cancel | wiosd | | B

KBUD — Section 2 06/27/17 Page 16
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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. (NOTE: You may have more than one page of
budget lines and may have to use the navigation buttons or the Show rows per page
at the bottom of the page to view all the records). Click the Save button to finalize
the changes to the tab and complete the import process.

’Q} [ Action was successful. ]
ﬁaCk

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

- Budget Request Summary m

Layout Code: 1820_PS_A2-A3-A4-A5 Type: [¥] Rrequest Code: 1772 Request Name: EKU Baseline Stage: 1
Program: 430U_BILL

Refresh  Zero Out  Display Sub Tetal: Select Model:  [v]

Export Import Audit Trail Wiew Graph Sort... View as CsV

New Line  Copy Line  Delete Line

(W] Line [ Fund | Program | Budget Object [1] FY 15-16 | FY 16-17 \ FY 17-18 | FY 18-19 \ Fris20 | |
1 0100 430U_BILL REGAFPP R 3,000,000 3,050,000 3,116,500 3,116,500 3,116,500
O 2 1300 430U_BILL CURREC R 200,000 205,500 207,700 207,700 207,700
O 3 1200 430U_BILL CURREC R 800,000 820,200 831,200 831,200 831,200
Totals -4,000,000 -4,075,700 -4,155,400 -4,155,400 -4,155,400
[ Page 1 of 1 Show 20 |%|rows per page

Expand All | Collapse All

Go to top of page

e To complete the 1820 PS A2-A3-A4-A5 form, you will need to repeat the
procedures previously described in this section for the A3 Exp by Fund, 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).
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e The A3 Exp by Fund tab needs to include budget data for each Fund/Program (as
determined by your Budget Request Structure) for the two historical years (FY16
and FY17 Actuals), the current fiscal year (FY18 Budgeted), and the two budget
request years (FY19 and FY20 Requested). The total expenditures by each fund
(EXPBYFUND) must agree with the total sources by each fund on the A2 Sources
tab and the program narrative.

A2 Sources Tab
A2 Sources l A3 Exp by Fund |A3 Expenditure Detail | A5 Personnel I Document Management

- Budget Request Summary m

Layout Code: 1820 _PS_A2-A3-A4-A5 Type: ﬂ Request Code: 1772 Reguest Mame: EKU Baseline Stagel
Program: 430U_BILL

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

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

E Program Budget Object |1 FY 15-16 FY 16-17 Fr 17-18 FY 18-19 FY 13-20

O 10100 430U_BILL REGAPP R 3,000,000 3,050,000 3,116,500 3,116,500 3,116,500

A3 Exp by Fund Tab

Edit Budget Request | A2 Sources | A3 Exp by Fund | A3 Expenditure Detail | A5 Personnel | Document Management

- Budget Request Summary [i]

Layout Code: 1820_PS_A2-A3-A4-A5 Type: [v] Request Code: 1772 Request Narje: [EKU Baseline Stage: 1
Program: 430U_BILL

Refresh  Zero out |Display Sub Tetal: {iv]] Sclect Model: [v]

Export Import Audit Trail View Graph

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

| Budget Object |[1]

m] 1 0100 430INST_PG EXPBYFUND E 2,040,000 2,074700 ,100,000 2,2P0,000 2,390,000
m] 2 0100 430RES_FG EXPBYFUND E 140,000 10d000 100,000 5,000 5,000
] 3 0100 430LIB_PG EXPBYFUND E 140,000 74300 66,500 0,000 0,000
m] 4 0100 4300M_PG EXPBYFUND E 540,000 sogtooo 500,000 400,000 4bo,000
5 0100 430ACS_PG EXPBYFUND E 340,000 3004000 350,000 3p1,500 31,500

Totals | 3,nnn,nnn| | 3,nsn,nnn| | 3,116,5I]I]| | 3,11s,snn| 3,166,500

e The total expenditures on the A3 — Expenditure Detail tab must agree with the total
expenditures by fund (EXPBYFUND) on the A3 Exp by Fund tab and the program
narrative.

e The specific expenditure budget objects 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.

e For the remaining expenditures in your request that are not required or specified by
your GOPM Analyst, you can choose any detailed budget 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 budget object group codes such as E210M,
E250M, and E340M from the Budget Object Search list.
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e For Debt Service lines, you will choose EDSGEN (General Fund), EDSRES
(Restricted Fund), EDSFED (Federal Fund), EDSTOB (Tobacco) or EDROAD
(Road). Operating Transfer lines are also available for each of the major object
classes: T113, T60C, etc.

e The following is a list of typical Budget Object codes you will use for expenditures:
= E111 - Annual Salary Increments
= E121 — Employer Social Security Rates
= E122 - Employer Retirement Contribution Rate
= E123 - Health Insurance Premiums
= E124 - Life Insurance Costs
= E131 — Worker Compensation Premiums

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

utilities)
= E254 - Insurance Premium (Fire & Tornado)
= E133 - Governmental Services Center

e Click on the A3 Expenditure Detail tab and enter the necessary budget lines for your

request. Click the Save button when you have finished entering your budget lines.

A3 Expenditure Detail tab

Edit Budget Request | A2 Sources | A3 Exp by Fum:[l A3 Expenditure Detail I]AS Personnel | Document Management

- Budget Request Summary m

Layout Code: 1820 PS5_AZ-A3-A4-A5 Type: ﬂ Request Code: 1772 Request Name: EKU Baseline
Program: 430U_BILL

Refresh  Zero out  Display Sub Total Select Model: ﬂ

Export Impeort Audit Trail View Graph

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

E Budget Object I FY 15-16 FY 16-17 FY 17-18 FY 18-19 Frig-20 | |

1 430U_BILL Ei111l E 780,000 790,000 800,000 802,000 802,000
O 2 430U_BILL E121 E 59,700 60,400 61,200 61,800 61,800
O 3 430U_BILL E122 E 71,800 72,700 73,200 73,500 73,500
O 4 430U_BILL E123 E 78,000 78,000 78,000 78,000 78,000
O 5 430U_BILL E124 E 5,000 5,000 5,000 5,000 5,000
] 6 430U_BILL E210M E 10,000 10,000 10,000 10,000 10,000
O 7 430U_BILL E222 E 20,000 20,000 20,000 20,000 20,000
O 8 430U_BILL E320M 3 5,000 5,000 5,000 4,700 4,700
O 9 430U_BILL E360M E 3,000 3,000 3,000
O 10 430U_BILL E410M 3 2,967,500 3,031,600 3,100,000 3,100,000 3,100,000

Totals 4,000,000 4,075,700 4,155,400 4,155,400 4,155,400.
Page 1 of 1 Show 20 | |rows per page
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A5

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.

¢ 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.

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.

Personnel tab

Save lgack

| Edit Budget Request | A2 Sources I A3 Exp by Fund | A3 Expenditure Det+ | A5 Personnel I Document Management

- Budget Request Summary m

Layout Code: 1820 PS5 _AZ2-A3-A4-A5 Type: ﬂ Request Code: 1772 Request Name: EKU Baseline Stage: 1

Program: 430U_BILL

[l
=l

Oo0ooo

Refresh  Zero out  Display Sub Total: .. Select Madel: |[v]

New Line  Copy Line  Delete Line

Program Budget Object 1 Status FY 15-16 FY 16-17 Fr 17-18 FY 18-19 Frio-20 | |
1 430U_BILL FULLTIME RFILLED 34 33 31 31 31
2 430U_BILL FULLTIME RWVACANT 0 0 1 0 0
3 430U_BILL GFPOS E0 751,500 760,500 765,800 768,300 768,300
4 430U_BILL RESPOS EO 5,000 5,050 5,600 6,600 6,600
5 430U_BILL FEDPOS EO 238,000 240,100 245,000 245,800 245,800
Totale 994,466 1,005,617 1,017,368 1,020,669 1,020,669 [JJ]

Export Import Audit Trail View Graph Sort... View as €SV

Page 1 of 1 Show 20 |¥|[rows per page
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e The final step to complete the 1820 PS_ 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 A-4 Agency: Postsecondary Education Instifutions
Appropriation Unit: Eastern Kentucky University
ProgramiService Unit:
Governmental Branch: Executive Sub Program:
Cabinet/Function: 45 Postsecondary Education Posting Unit:
Baseline
Actual Actual Bi R ted R
I. PERFORMANCERESULTS ) e -
DOCUMENTATION FY 2015-16 FY 201617 FY 201718 FY 2018-19 FY 2019-20
(a) Sub-Program/Unit Funding $4,000,000 54,075,700 54,155,400 34,155 400 34,155 400

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

Eastern Kentucky University, with an enrollment of approximately 16,000 students, is a regional
coeducational, public institution of higher education offering general and liberal arts programs, pre-
professional and professional preparations in education and various other fields at both the

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

oA LNE

Document Management

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

Add Document

Upload Tool

Expand All | Collapse All

- Upload Document

Expand All | Collapse All
Content: CH\Users\phillip.rosell\Downloads\FY1618 DPH Budget Prep Files\ W| ndOWS
Cancel | Upload 5 Flle UQ|0ad
4 Choone File 1o Uipload (=2
—~- - = -e
(I » Posen rin (05801 » Dowrisods » PYi6LS Pt Bt Prophis = | 4 —

18

Document Management

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

6

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

[Content Type

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

A2 Sources Tab Data

I I O 2 22 2 O B
m]

10100  430U_BILL REGAPE R 3,000,000 3,050,000 3,116,500 3,116,500 3,116,500
u] 21300 430U _BILL CURREC R 200,000 205,500 207,700 207,700 207,700
u] 31200  430U_BILL CURREC R 800,000 820,200 831,200 831,200 831,200

Totals -4,000,000 -4,075,700 -4,155,400 -4,155,400 -4,155,400

A3 Exp by Fund Tab Data

Fund Program | Budget Object
m] 1 0100 430INST_PG EXPBYFUND 2 2,000,000 2,075,700 2,100,000 2,200,000 2,300,000
O 2 0100 430RES_PG EXPBYFUND E 100,000 100,000 100,000 75,000 75,000
O 3 0100 430LIB_PG EXPBYFUND E 100,000 74,300 66,500 50,000 50,000
m] 4 0100 4300M_PG EXPBYFUND E 500,000 500,000 500,000 400,000 400,000
O 5 0100 430ACS_PG EXPBYFUND E 300,000 300,000 350,000 391,500 §41,500
m] 6 1300 430INST_PG EXPBYFUND 3 50,000 50,500 57,700 57,700 7,700
O 7 1300 430AUX_PG EXPBYFUND E 50,000 50,000 50,000 50,000 5§,000
] 8 1300 4305CH_PG EXPBYFUND E 100,000 100,000 100,000 100,000 100)000
O 9 1200 430INST_PG EXPBYFUND E 300,000 300,000 300,000 300,000 300,000
O 101200 430RES_PG EXPBYFUND E 500,000 520,000 531,200 531,200 531,200 H H I
Totals 4,000,000 4,070,500 4,155,400 4,155,400 4,205,400 A1A2 FI nancia

\ \ Record Report

2016-2018 Kentucky Branch Budget
Baseline Budget Request: Financkl Record
All requested columns rounded to niarest §100

CPERATIN] BUDGET RECORD A1/AZ Agency\ Postsecondary Education Institutions
Appropriation: \Eastern Kentucky University

A3 Expenditure Detail Tab Data

‘Governmenty Branch: Executive Branch

5 H = P {Service Unit
1 . E111 E 780,000 800,000 802,000 802,000 abinet: FOS‘SEDOﬂdEH’ Education rogrami 5?:;';; :am-
(= 2 430U_BILL E171 E 58,700 51,200 51,800 51,800 N F. i
3 430U _BnL E122 E 71,800 73,200 73,900 5 o~ -
TFY 201518 FY 201617 FY 201718 FY 201819 FY 2019-20 \
4 230U_BlLL E123 E 78,000 78,000 78,000 \ / Actual Actual Budgeted
£ 430U _BnL Ei24 E £,000 £.000 5,000 r SOURCE OF FUND'
General Fund
§ 430U_BILL E210M E 10,000 10,000 10 .
LN e 20 Regular Apprapriation 3,000,000 3,060,000 3,116,500 3,118,500 3,118,500
Bl Lo L el 20,000 20000 Total General Fund 2,000,000 3,050,000 2,116,500 2,118,500 3,116,500
8 430U BILL E320M E 5.000 5,000 4700
$ 430U_BILL E360M £ 3,000 3,000 Federal Fund
Ty T pt s P piae o Sy i Current Recaipts 200,000 220,200 231,200 231,200 £31,200
200,900 220,200 231.200 £231.200 221200
Total: 4,000,000 4,075,700 4,155,400 4,155,400 4,155,400
200,000 205,500 207,700 207,700 207,700

200,000 205,500 207,700 207,700 207,700

TOTAL SOURCE OF

EXPENDITURES BY CLASS
Personne| Costs

4,000,000 4,075,700 4,135,400 4,155.400 4,155,400,

994,500 1,006,100 1,017,400 1,020,700 1,020,700

Oparating Expenzes 28,000 38,000 38,000 34,700 34,700
Grants Loans Benafits 2,967,500 3,021,600 3,100,000 32,100,000 3,100,000
TOTAL EXPENDITURES BY CLASS 4,000,000 4,075,700 4.155.400 4.155.400 4.155.400 4
EXPENDITURES BY FUND SOURCE

General Fund 000,000 3,050,000 3,116,500 3,118,500 3.155.50“
Federal Fund 200,000 220,000 831,200 231,200 £31,200
Restricted Funds 200,000 200,500 207,700 207,700 207,700
TOTAL EXPENDITURES BY FUND 4,000,000 4,070,500 4.155.400 4.155.400 4.205.400
EXPENDITURES BY UNIT

Academic Support 300,000 300,000 350,000 381,500 341,500
Auilliary Enterprises £0.000 £0.000 £0.000 50.000 50.000
Instruction 2,350,000 2428200 2,457,700 2,557,700 2,857,700
Libraries 100,000 74,300 85,500 50,000 50,000
Operation and Maintznance of Plant 500,000 500,000 500,000 400,000 400,000
Reszarch 800,000 620,000 631,200 808,200 £06,200
Scholarships and Fellowships 100,000 100,000 100,000 100,000 1IJIJ.IJIJI])
TOTAL EXPENDITURES BY UNIT 000,000 4,070,500 4,135,400 4,155,400 4,205,400
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e In this scenario, we will run the baseline reports for EKU at the bill level using
program code 430U_BILL. There are three baseline reports and A4 Narrative (Word
Document) that would be required for your baseline budget submission. 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 430U BILL

1. A1lA2 Financial Record

2. A3 Expenditure Detalil

3. A5 Personnel Summary

4. A4 Baseline Budget Request Narrative/Documentation Record (Word
Attachment in KBUD 1820 PS A2-A3-A4-A5 Form)

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

e There are two ways to access the login webpage to EBI 4.1 which contains KBUD
reports:
1. Either click on the Report link located in the KBUD application to access the
webpage, or 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/logonN0Sso0.jsp

Welcome, MGJ0011  Messages(0) [Home = | Help | Preference: | Reports | Edit Password | Logout

Categories

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

Pages

Formulate Budget Request
Execute Query

Budget Reguest Filter View
Advance Budget Request Stage

Refresh Cache Page

Go to top of page
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2. Enter your KBUD 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 2
Pas,w.{ ............. 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: MGIOO11 | pplications  Preferences Help menuv | Log off

- My R w Welcome: MGJ0O11 | Applicati
(]
My H W Welcome: MGI00LY | Acphcats
Wew = hew = Organie
T ¥ | ALA2 Francial flesoed \Web rtefigence
Fublic Foiders ¥ | A1AD Francisl Raceed Math Chack Wb trteliggerce
MRS Frarcisl ¥ |A182 A3 a5 Records ek TeeeBigence
YD ¥ A Ep Al Detad el Ireefigerce
Buget B ¥ |43 Bpendere Detal Web teligence
W | A5 Personnel Summary Wb Irtellgence
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Baseline Budget Request

e When the budget data has been completely entered into the 1820 PS A2-A3-A4-A5
form, the baseline reports can be ran and printed for this program. (NOTE: 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. Double click on the A1A2 Financial Record Math Check report to open up the
report

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

3. Enter the required parameter/variable into the text box (NOTE: The program
code can also be found on the 1820 PS_A2-A3-A4-A5 form in KBUD)

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

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

- Budget Request Summary (i)

Layout Code: (1820_PS_A2-A3-Ad4-A5 Type: [~] Request Code: 1772 Request Name: EKU Baseline
Program: 430U_BILL

Refresh | Zero Out  Display Sub Total: ‘M| Select Model: | [¥]
y (]
New Line | Copy Line | | Delete Line | Export Import AuditTrail Viey/Gr Sort |—" = ” T
Home | Documents || A1AZ Financi ;e
[ N G CRARY V" ~ v~ Orerce  Send - MoroAcons - | Dkl
[m] 10100  430U_BILL R My Documents Title & Type
[m] 2 1300 430U_BILL R F..I I. e — 1 5
o 11200 430U_BTLL r = 1 W | A1A2 Financial Record Web Intelligence
Totals ! Public Felders | ¥ | Ata2 Financial Record Math Chedk Web Intelligence
. L eMARS Finandal W | A1AZ A3 AS Records Web Intelligence
B £ pas ¥ | A3 Exp All Detail Web Intelligence
E| | kEUD W | A3 Expenditure Detail Web Intelligence
[ Home
0 ¢ & v| | [ZTrack = 3 Drill ~ % Flter Bar [77] Freeze - & Outline
2018-2020 Kentuckv Branch Budaet
Baseline Budget Request: Financial Record
= All requested columns rounded to nearest $100 _—
2 5 OPERATING BUDGET RECORD A1/A2 Agency: ry i
4] i Appropriation: Eastern Kentucky University
Governmental Branch: Executive Branch ) Program/Service Unit:
Cabinet: Postsecondary Education Sub Program:
Posting Unit:
FY 2015-16 FY 2016-17 FY 201718 FY 201819 FY 2019-20
Actual Actual Budgeted R
SOURCE OF FUNDS
General Fund
Regular Appropriation 3,000,000 3,050,000 3,116,500 3,116,500 3,116,500
Total General Fund 3.000.000 3.050.000 3,116,500 3.116.500 3.116.500
Federal Fund
Current Receipts 600,000 520,200 631,200 831,200 631,200
Total Federal Fund 800,000 820.200 831,200 831,200 831.200
Restricted Funds
Current Receipts 200,000 205,500 207.700 207,700 207.700
Total Restricted Funds 200,000 205.500 207,700 207,700 207.700
TOTAL SOURCE OF FUNDS 4,000,000 4,075,700 4,155,400 4,155,400 4,155,400
EXPENDITURES BY CLASS
Personnel Costs 994,500 1,006,100 1,017,400 1,020,700 1,020,700
Operating Expenses 38,000 35,000 38,000 34700 34700
Grants Loans Benefits 2,967,500 3,031,600 2,100,000 3,100,000 3,100,000
TOTAL EXPENDITURES BY CLASS 4,000,000 4,075,700 4,155,400 4,155,400 4,155,400
EXPENDITURES BY FUND SOURCE
Gepeml Fuod 200000 20500 3116500 KERTE 2GRS
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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 Pregram:
Posting Unit:
FY 201516 FY 201617 FY 201718 FY 2018-19 FY 2019-20
Actual - Actual _Budgeted Reguested Reguested
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 12,955,400 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 4957 345 30
Total Federal Fund 708,993 490,553 505,638 495.700 345.300
Restricted Funds
Balance Forward 652313 040 o 270,000 270,000
Current Receipts 15,209,218 15,505,138 33,826,900 33,826,900 33,826,900
Non-Revenue Receipts -4,189,633 -5,124.792 = £0.3 -10,830,300 -11,100,300
Total Restricted Funds 11.701.893 9,363,436 266,600 23.266.600 22.996.600
TOTAL SOURCE OF FUNDS 25,366,286 35,378,861 50,823,338 46,210,500 40,144,700
EXPENDITURES BY CLASS
Personnel Costs 6477917 6,747,541 7,222 400 7,262,100 7,320,700
Operating Expenses 272,13 87,357 230,900 401,100 374,400
Grants Loans Bensfits 17,816,593 27,586,126 43,100,038 38,277,300 32,449,800
Capital Outlay 1] 225000 o a o
TOTAL EXPENDITURES BY CLASS 24,666,523 34,646,023 50,563,338 45,940,500 40,144,700
EXPENDITURES BY FUND SOURCE
General Fund 2,267 492 24774072 27,051,100 22443200 16,802,800
Federal Fund 697175 483 515 485700 345300
Restricted Funds 11,701,853 9,383,438 22,996,600 22996 600
TOTAL EXPENDITURES BY FUND 24,666,523 34,646,023 45,940,500 40,144,700

Total Sources of
Restricted Funds

Total Restricted
Fund Expenditures

MATH CHECK SECTION FY 2015-16 FY 2016-1 FY 2017-18 Y 2018-19 FY 2019-20
Actual Actual Budpeted tequested Requested

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

Should Never Be Negative [1] QO [1]

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

Should = Z [] [] [] []

ouie=see Math Check Purpose What to Do If Math

Federal Fund Carry Forward These three line Check Fails
Federal Fund Total 708,993 490,553 505,638 495,700 345,300 -
Federal Fund Expenditures by Fund £97.179 488,515 505,633 495,700 345,300 amounts ShOU|_d If the expenditures

Should Never Be Negative T&s 58 ‘ never be negative by fund source

g:::l‘:‘j"z"’:r':c"“” ”313 2-03’3 ;‘ 3 because exceed the source of

expenditures cannot fund totals, adjust

Total Funds Check .
Fund Source Total 25,366,286 35,378,861 50,823,338 46,210,500 40,144,700 exceed sources of the budget data in
Total Expenditures by Fund 24,666,523 34646,022 50,553,335 45,040,500 40,144,700 funds. In other either the
Ex ;e:l;ﬂgr:?:efge Negative gEE AR il IO : ) words, you cannot 1820_PS_A2-A3-A4-
Total Expenditures by Class 24,666,523 34,646 023 50,553,338 45,940 500 40,144,700 spend more than A5 Form/A2 or A3
Total Expenditures by Fund 24,666,523 34,646,023 50,553,338 45,940,500 40,144,700 what you receive in tab. Either Revenues

Should = Zero (] ] (1] 1] (1] H
General Fund Revenues - Expenditures revenues. need to bde |nCreiSEd

or expen itures y
fund decreased.
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Baseline Budget Request

e The Math Check Section is used to check the following for the total of all funds:
1. In this example, the check ensures Total Expenditures did not exceed its
Total Source of Funds for all funds combined in each FY

OPERATING BUDGET RECORD A1/A2

Governmental Branch: Executive Branch

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

Cabinet: Health and Family Services Sub Program:
Posting Unit:
FY 2015-16 FY 201617 FY 201718 FY 201819 FY 201920
_Actual _Actual Budgeted Requested Requested

SOURCE OF FUNDS
General Fund

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

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

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

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

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

Total Restricted Funds 11.701,893 9.383,436 23,266,600 23,266,600 22,996,600
TOTAL SOURCE OF FUNDS 25,366,266 35,376,861 | (Glozaai) 46,210,500 40,144,700
EXPENDITURES BY CLASS
Personnel Costs 6477317 6,747 541 7,222,400 7,262,100 7,320,700
Operating Expenses 272113 87,357 230900 401,100 374 400
Grants Loans Benefits 17,916,593 27,586,126 43,100,038 38,277,300 32,443 800
Capital Qutlay 0 225,000 o o o
TOTAL EXPENDITURES BY CLASS 24,666,523 34,646,023 50,563,338 45,940,500 40,144,700
EXPENDITURES BY FUND SOURCE
General Fund 12,267 492 24774072 27,051,100 22,445.200 16,802,300
Federal Fund 697,179 488,515 505,638 495,700 345,300
Restricted Funds 11,701,853 9,383,438 22.996.600 22,996,600 22,996,600
TOTAL EXPENDITURES BY FUND 24,666,523 34,646,023 50,553,338 45,940,500 40,144,700

FY18 Total FY 18 Total Expenditures

Sources of Funds By Funds
MATH CHECK SECTION FY 2015-16 FY 2016-1 FY 201713 FY 201819 FY 2019-20
Actual Actual Budgeted Requested Requested
Restricted Fund Carry Forward
Restricted Fund Total 11,701,393 5383 436 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 0 270,000 270,000 0
Carry Forward Check # 040 o 270,000 270,000
Should = Zero 1] ] 0 ]
Federal Fund Carry Forward
Federal Fund Total 703,993 490,553 505,638 495,700 345,300
Federal Fund Expenditures by Fund 697,179 438,515 505,638 4935700 345,300
Should Never Be Negative 11,815 2,038 o (1] [1]
Carry Forward Check # 11,815 2,038 [} 0 What to Do If Math
Should = Zero 0 [ 0 0 Check Fails
Total Funds Check Math Check Purpose Igtf;e e(;(penditures
Fund Source Total 25,266,286 35,378,861 46,210,500 40,144 700 - und source
Total Expenditures by Fund j— 45.940.500 40.144 700 These ||ne amounts ezceed the source Of
Should Never Be Negative 270030 o should never be fund | di
Expenditure Check H und totals, adjust
Total Expenditures by Class 24,666,523 34646,023 50,553,338 45,940,500 40,144,700 neg ative beC-aU se the budget data in
Total Expenditures by Fund 24 666 523 34 548,023 50,553,338 5,940 500 40,144 700 total ex pen ditures X g
Should = Zero 0 [ 0 [ 0 cannot exceed the either the
General Fund Revenues - Expenditures total sources of 1820_PS_A2-A3.A4_
funds. In other AS5 Form/A2 or A3
words, you cannot tab. Either Revenues
spend more than need to be_lncreased
what you receive in or expenditures by
revenues. fund decreased.
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Baseline Budget Request

e The Math Check Section is used to check the following for the total of all combined

funds:

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

OPERATING BUDGET RECORD A1/A2

Governmental Branch: Executive Branch

Cabinet: Health and Family Services

Agency: Public Health
Appropriation: Public Health

Program/Service Unit: General Health Support

Sub Pregram:
Posting Unit:
FY 2015-16 FY 2016-17 FY 201718 FY 2018-19 FY 2019-20
Actual Actual Budpeted 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 | = 45,940,500 40,144,700
EXPENDITURES BY FUND SOURCE
General Fund 2,267 492 24774072 27,051,100 22443200 16,802,800
Federal Fund 697175 483 515 505,638 485700 345300
Restricted Funds 11,701,853 9,383,438 22,996,600 22,996,600 22996 600
TOTAL EXPENDITURES BY FUND 24,666,523 34,646,023 [(50,553,338}— 45,940,500 40,144,700
FY18 Total Expenditures FY 18 Total Expenditures
By Class By Funds
MATH CHECK SECTION FY 2015-16 FY 20161 FY 201718 | FY 201819 FY 2019-20
Actual Actual Bud d R ted R ted
Restricted Fund Carry Forward
Restricted Fund Total 11,701,893 9,383,436 23,266,600 23266600 22,996,600
Restricted Fund Expenditures by Fund 11.701.853 5.253.438 20,996,600 22,996,600 22,996,600

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

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

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

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

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

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

Should Never Be Negative 693 763 732,838 270,000 270,000 o Math Ch ec k Purpose not match, el er
Expenditure Check o p adjugt the
Total Expenditures by Class 24,666,523 34,648,023 —{G0saa38) 45,940,500 40,144,700 This line ensures the
Totsl Expenditures by Fund 24,666,523 34.646,023 (EoE=azae)— 45040500 40,144,700 Total Expenditures EXPFYFUND budget

Should - Zero = — T T datain the 1820_PS_
General Fund Revenues - Expenditures by CIaSS equa|5 the Az_Ag_A4_A5

Expenditures by Form/A3 Exp by
Fund. Fund or adjust the
expenditure detail
budget data in the A3
Expenditure Detail
tab.
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Baseline Budget Request

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

it may
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 _PS_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 PS A2-A3-A4-A5 Form

——
[ Edit Budget Raquastl A2 Sources |A3 Exp by Fund | A3 Expenditure Detail | A5 Personnel | Document Management

Layout Code: 1820_PS_A2-A3-A4-AS Type: [v] Request Code: 1772

I 430U_BILL I

- Budget Request Summary (i)
[ Request Name: |EKU Baseline

Program:

Refresh  Zero out  Display Sub Total: [v]! Select

NewLine  Copy Line  Delete Line =xport Imporf

Summary
TN o

SAD4
e
Home |
e

Wy Do

[m] 1 0100 430U_BILL Fublic Foiders
m] 2 1300 430U_BILL AR5 A
a 31200 430U_BILL

Totals

- /

Welcome: MGI00LE | pcpheatd

mlm‘“mﬁﬂ]lmil F =0

SN & - |[ETrack ~ F Drll ~ T Flter Bar [T Freeze - & Outline
= WORKING PAPERS 2018-2020 Kentuckv Branch Budaet
- _ All requested columns rounded to nearest $100
Operating Budget A-3 All Detail Agency: Postsecondary Education Institutions
2 12| Appropriation: Eastern Kentucky University
Governmental Branch: Executive Branch Program/Servics Unit:
Cabinet: Postsecondary Education Sub Program:
Posting Unit:
FY 2015-16 FY 2016-17 FY 2017-18 FY 2018-19 FY 2019-20
Actual. Actual, _Budgeted .Beguested Requested
EXPENDITURES BY FUND SOURCE
Federal Fund 600,000 820,200 831,200 631.200 631200
General Fund 3,000,000 3,050,000 3,116,500 3,116,500 3,116,500
Restricted Fund 200,000 205,500 207,700 207,700 207,700
TOTAL EXPENDITURES BY FUND 4,000,000 4,075,700 4,455,400 4,455,400 4,455,400
EXPENDITURE CATEGORY
E111  E111 Regular Salaries & -
Wages 750,000 790,000 300,000 802,000 802,000
E121  E121 Employers FICA 58,700 60,400 £1.200 £1.800 61,800
E122  E122 Employers Retirement 71,300 72,700 73200 73.900 73.900
E123  E123 Employers Health
Insurance 73,000 78,000 78,000 75,000 75,000
E124 E124 Employers Life Insurance 5,000 5,000 5,000 5,000 5,000
Total Personnel Costs 994,500 1,006,100 1,017,400 1,020,700 1,020,700
E210M Utiliies & Heating Fuels 10,000 10,000 10,000 10,000 10,000
E222  Faciliies and Support Services
Charges 20,000 20,000 20,000 20,000 20,000
KBUD — Section 2 06/27/17
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KBUD: Baseline Budget Request

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

1. Click in the cell to activate it and right mouse click to pull up the calculator

2. Use the calculator to make adjustments and click the Store button to store the
new calculated amount in the cell.

A3 Exp All Detail Report

Home | Documents | A3 Exp All Detail = = = |

WebInteligence > [ 2 [El - | S db [P L -~ |0 | @ v| | [ETredk v F Ol v T FAlter Bar [T Freeze + @ Outline

(7 Advanced | @& Run

Enter value(s) for Program Code:

[oal | 557 | i

430U_BILL WORKING PAPERS 2018-2020 Kentuckv Branch Budaet d .
E— All requested columns rounded to nearest $100 A3 EXpen Iture
Operating Budget A-3 All Detail Agency: ] i H b
L2 Appropriation: Eastern Kentucky University Detai I Ta
Governmental Branch: Executive Branch Pro| . T
Cabinet: Postsecondary Education | Edit Budget Request | A2 Sources | A3 Exp by Fund | A3 Expenditure Detail | A5 personnel | Document Management |
FY 201516
Actual
EXPENDITURES BY FUND SOURCE -/ Budget Request Summary (3
Federal Fund 300,000
General Fund 3,000,000 Layout Code:1820_PS_A2-A3-A4-A5 Type: [~] Request Code: 1772 Request Name;
Restricted Fund 200,000 )
TOTAL EXPENDITURES BY FUND 4,000,000 Program: 430U_BILL
EXPENDITURE CATEGORY
g EEEEEEQ“‘E' Salaries & l — Rcfresh  Zero Out  Display Sub Total: Select Model: | [v]

E121  E121 Employers FICA 55,700 it Trail i N
E122 E122 Employers Refirement 71,300 New Line  Copy Delete Line =xport Import Audit Trail View Grash g view as csv
E123 E123 Employers Health
Insurance 78,000
E124 E124 Employers Life Insurance 5,000 T T
Total Personnel Costs 994,500 IEI- - = |
E210M Utilities & Hesting Fusls 10,000 1 430U_BILL ELl1 E 790,000 800,000
E222 Facilities and Suppert Services [m] 2 430U_BILL E121 E 61,200
Charges 20,000
£ [m] 3 430U_BILL E122 E 73,200
O 4 430U_BILL E123 E 78,000
m} 5 430U_BILL E124 E 5,000
[m] 6 430U_BILL E210M E 10,000
O 7 430U_BILL E222 E 20,000
O 8 430U_BILL E320M E 5,000
O 9 430U_BILL E360M E 3,000
m} 10 430U_BILL E410M E R— 5,200,000
Totals 4,000,000 4,075,700 4,155,400
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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

Forms | Documents | ALAZ Financial Recor...

ot eraligarca +

H SR ES-T| [0 o o] T om e # Outen

ne Burlge
Al requested columes
OPTRATING BUDGLT RLCORD ATAZ

2018-2020 Kentuckv Branch Budaet
1 Reuea: Finencial Recond

A3 Expenditure
Detail Report

Gevernments | Brancs: E: e Branch
Cabinet: Pustscccndany Friucation

el L ——

Webineligeree = [ 2 - [ G- B B L] |0« =| [ Track = 5 Dl = T Fker e [ 1 Duthne.

¥ Advenced | Run
TS | Enter value(s) for Program Code:
o AU L

OPERATING DUDGET RECORD A3

Govemmental Dranch: Executive Branch
Cabinat: Poathatsndary Loucation

CAFCHOITURLS OY FUND SOURCE

. A5 Personnel

ot s Summary Report

Weh trtaligrcn ® ‘@S R BT |0 o) @] | [Tk s Y oW - TR b 2] st

Dgpsanen

1. Numbes of Positicns

4800 - a0 5 300 T 300

5000 5050 6600 6500 6500
738,000 40,100 245 000 248 800 248 800
Tots! Funds WAEN TEEED BT 00T 070,70

S
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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Additional Budget Requests

Section 3 Additional Budget Requests

Section 3.1 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 PS B2-B3-B4-
B5, Postsecondary B2/B3/B4/B5 Additional Budget Request form. These two tools are
all the components necessary to produce the B1B2 Financial Record Report and B3
Expenditure Detail Report. The narrative data entered in the ABR dimension table
along with the numerical budget data entered on the agency’s 1820 PS 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 BS EXpendltU re Detall RepOI't

Advantage Performance Budgeting - KBUDNP = Budget T: Dimensions =

B1B2 Financial Record Report

1
Edit ABR | Document Management

OPERATING BUDGET RECORD B-1/B-2 D i m i D
Save ; | e n S | 0 n at a
Brapche Brapch £ " " o
nluck Branch Budget PRIORITY
Expand Al | Collapse At 2 ky Branch Bud Ekmr P
@ eolumns ruun:led to nearest $100 Agency #: 2
r= ABR Information m OPERATING BUDGET RECORD BE-1/B-2 Agency: F B
Appropriation: Eastern Kentucky University
Governmental Branch: Exy ProgramiServics Unit:
Code: 430U18X001 Cabing ostsecondary Education Sub Program
( . \ Posting Unit:
Name: REQUEST TITLE: EKU Additional Budget Request
,/ REQUEST TYPE: Growth :V201{1H FY 201818 szms zms
= IReqt
ri=  Kentucky ABR Information m ./‘ SOURCE OF FUNDS I—Ol'm L)a[a
: - General Fund
Request Type Growth J Reguler Appropristion 0 1,200.000 3,600,000
. Total General Fund 1] 1.800.000 2,600,000
ABR Agency Rank: 2 Restricted Funds
\ . . Current Receipts 0 120.200 334,400
WABR Cabinet Rank: / Total Restricted Funds [ 180,300 334,400
TOTAL SOURCE OF FUNDS [ 1,920,200 2,934,400
EXPENDITURES BY CLASS
Personnel Costs 0 1,412.200 3,244,300
Opersting Expanses 0 44,400 23,500
Capital Qutlay 0 524.100 506.500
TOTAL EXPENDITURES BY CLASS ] 1,880,300 2,834,400
EXPENDITURES EY FUND SOURCE
| Genersl Fund 0 1,200.000 3,600,000
Restrictad Funds 0 120.200 334,400
TOTAL EXPENDITURES BY FUND 0 1,980,800 3,934,400
PERSONNEL POSITIONS
1820_PS B2-B3-B4-B5 Form e i
- - - = or Full Time Positions - FILLED o i 20
SaND TOIAL AL fRacit 0 20 20
Edit Budget Request | B2 Sources I B3 Exp by Fund I B3 Expenditure Detail | BS Personnel | Document Management

o 1,800,000 3,600,000
Q 120,500 334 400
0 1 ﬂsﬂ.w 3.934 401

- Budget Request Summary m

Layout Code: 1820_PS_B2-B3-B4-B5  Type: ﬂ Request Code: 1773 Request Name: EKU Additional Budget Request
ABR: 430U18X001 Program: 430U_BILL

Refresh  Zero Out Display Sub Total: Select Model: ﬂ

Numerical

MNew Line  Copy Line  Delete Line Export Import Audit Trail View Graoh Sort... View as CSVW B u d g et Data

L O (Y ML GEED oz T

10100 430U_BILL REGAPP 1,800,000 3,600,000
O 2 1300 430U_BILL CURREC R 180,800 334,400
Totals 0 -1,980,800 -3,934,400 .
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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.

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@ky.gov) to request
additional codes.

In KBUD, the 1820 PS_B2-B3-B4-B5 form will be used to produce your agency’s
Additional Budget Request.

B2/B3/B4/B5 Additional Budget Request

— ceae
E—l 1820 PS B2-B3-B4-BS Post Sec - B2/B3/B4/B5 Additional Budget Reguest
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The 1820_PS_B2-B3-B4-B5 Post Sec Additional Budget Request form contains
multiple tabs to perform different functions. For example, the 1820 PS B2-B3-B4-B5
form contains separate tabs to record the various components of your ABR data:

B2 Sources

B3 Exp by Funds

B3 Expenditure Detall
B5 Personnel
Document Management

1820 PS B2-B3-B4-B5 Form with Multiple Tabs

Edit Budget Request I B2 50urces| B3 Exp by Fund I B3 Expenditure Detail | BS Personnel | Document Management

Motify

Expand &ll | Collapse All

- - Budget Request Details

Request Code: 6576 Name: EKU Additional Budget Reguest
Form: 1820_P5_B2-B3-B4-BS
* Stage: 1-Agency Request [Kd

r = Reason For Change

Reason Description:

r - Budget Request Information

Legal Authonty Citation:: 2

- - Dimensions m

Program: 430U_BILL ABR: 430U18X001
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Section 3.2 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 it meets the conditions of an ABR.

Section 3.2.1 Process Overview

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

1) Login to KBUD and navigate to the ABR Maintenance Dimension table to
update the information to one of the pre-defined ABR dimensions
2) Navigate to the Budget Layout Selection Page to choose the
1820 PS B2-B3-B4-B5 Budget Request form
3) Create an instance of the 1820_PS_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 PS B2-B3-B4-B5 Budget Request Form Tabs
= B2 Sources
= B3 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 3.2.2 Login to KBUD and Navigate to the ABR Maintenance
Dimension

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

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

2. Click on the ABR Maintenance Link. The ABR Maintenance page will
appear.

Home Page

Reference Data Security Utilities Budget T

Advantage Performance Budgeting - Training > Budget Ta

Categories
1 | Cimensions - This contail% links to the Dimensions the users can edit.

Pages

Budget Tasks

Formulate Budget Request Dimensions

Reference Data Security Utilities Budget Tasks

Advantage Performance Budgeting - Training > Budget Tasks = Dimensions

Dimensions

Go to top of page Pages

Restricted Fund Maintenance

Off Budget Fund Maintenance
2 ABR Maintenance

Grant Maintenance ABR
Project Maintenance

Maintenance

Go to top of page

ABR Maintenance

Code: 430U18X001 Name: Search

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

gl

_E] 430U16X001

Expand All | Collapse All

- Information [i]

* Code: 430U18X001

Name:

Go to top of page
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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 screen will appear

ABR Maintenance

Reference Data Security Utilities Budget Tasks

Advantage Performance Budgeting - KBUDNP = Budget Tasks = Dimensions = ABR Maintenance by

ABR Maintenance 5

CEIde: 430U16X001 ] Name:

4 Edit| Save View Display 20 [¥] items | Sort...

Edit ABR

i o Reference Data Security Utilities Budget Tasks
Code . — . .
Advantage Performance Budgeting - Training = Budget Tasks = Dimensions = ,
3 [E)(~] ) 230u16x001
Edit ABR
Expand All | Collapse All 6I ZEamET s
3 S
- Information m
Expand All | Collapse All
E 3 .
Code: | 430U18X001 - ABR Information m
Name: n Er T c 5
‘Name: pebt Service S

Go to top of page

- Kentucky ABR Information m

Request Type: Growth

ABR Agency Rank: 4

ABR Cabinet Rank: 12

N A

Go to top of page

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

message.

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

ABR.

Name Enter the Additional Budget Request Title

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

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

ABR Cabinet Rank Enter the cabinet-wide priority ranking. This field is
an integer field and will only accept whole numbers.
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Section 3.2.3 Navigate to 1820 PS 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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Additional Budget Requests

From the Budget Layout Selection page, you will see all the KBUD forms that
available for your use. In this case, you want to choose the

1820 PS B2-B3-B4-B5 form by clicking on the corresponding link. The Select
Budget Request page will appear.

Budget Layout Selection Page

Welcome, M(
Reference Data 5BFS Security Utilities Budget Tasks

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

Budget Layout Selection

Code: 1820_P5_* Name: Search
Layout Type:
Sort  Print

S
1320 PS5 AZ-A3-A4-A5

Post Sec - A2/A3/A4/A5 Baseline Budget Request
[ 1820 PS5 B2-B3-B4-B5 ] Post Sec - B2/B3/B4/B5 Additional Budget R

Please keep in mind, the Select Budget Request page will display all the
instances of this specific form (1820_PS_B2-B3-B4-B5) you have created.

Select Budget Request Pag

e (1820 PS B2-B3-B4-B5 Form

Welcome, MG10011
Reference Data Budget

Messages(0) [Home B1 | Help | Preferences | Reports | E
Security Utilities
Advantage Performance Budgeting - Trainin

> Budget T:

ormulate Budget Request > Select Budget Reguest

Select Budget Request

Layout Code: 1820_B2-B3-B4-B5S Request Code:

Stage:
Layout Type: |Generic Mame:

Grant:

Archive View: |False[v| search

New

[ [reouest code

Delete  Save Display 100[~] Items  Sort..

Name Stage

L - NO ITEMS TO DISPLAY - J O nStanCeS
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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 ABR by typing in the
information in the textboxes and clicking the Search button (* is the
wildcard) and the instances that match your parameters will
appear (NOTE: Once a form moves 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 PS B2-B3-B4-B5 Forms

Welcome, MGI0011  Messages(0) [Home 2 | Help | Preferences | Reports |

Reference Data Security Utilities: Budget Tasks
- KBUDNP = Budget Tasks > Formulate Budget Request > Select Budget Request

Advantage Performance Budgeting

Select Budget Request 1
Layout Code: 1820_P5_B2-B3-B4-B5 Request Code: Stage:  [w]| Archive view: False[~v] search

Layout Type: ~] Mame:

@: 3 4 Program: I4
[mewl Edit ][g\ w][ Delete  Saw ]D‘sphv 20 [v] tems  Sort

B 1773 EKU Additional Budget Request nstances O e Form 430U_BILL 430U16X001
Go to top of page
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Section 3.2.4 Creating the Additional Budget Request Form

In this section, we will continue from the previous section to create an ABR for the EKU
using Program Code 430U_BILL and ABR Code 43U18X001.

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 _PS_B2-B3-B4-B5 form.

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

Welcome, MGI0011  Messages(0) [Home '© | Help | Preferences | Reports | Edit Pat

Reference Data Security utilities Budget Tasks

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

Select Budget Request

stage: 1[v]| Archive view: [False[v] scarch

Layout Code: 1820_PS_B2-B3-B4-BS Request Code: |

Layout Type: | Generic [v] Name:

ABR: # Program: #
New Delste | Save Display 20 Items  Sort...

[ feoeccoe 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. 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 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 430U18X001 ABR

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

Create Bud%et Re%uest Pa%e

Create Budget Request

Expand All | Collapse All 1

— Budget Request Details m

Reguest Code: b N[me: EKU Additional Budget Request ]

Form: 1820_PS_B2-B3-B4-B5

* Stage: 1[v]

- Budget Request Information

ABR Search 2-]

{ Legal Authority Citation::

Name: Short
— Name:
Postable: [v]

Code: |430%

N

= Dimensions m piail
aren o
; ABR: &
Program: 430U_BILL 4 % s
B — ABR Search Page
o to top of page i = g
Display/ 20/ v| tems  Sort...
| Iname ___lshortName ________[Element iype
+ 430U18X001 oA
5e|act2_843DU18X002 COA
Select 4 430U18X003 COA
Select 4#/430U18X004 R
Select  # 430U18X005 con 8.
< 25
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Section 3.2.5 Entering Budget Data in the 1820 _PS_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 Sources tab (NOTE: You can now add your Sources of Funds
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 PS B2-B3-B4-B5 Form for 430U16X001

Save Back

1

)
Edit Budget ReﬂUEStii B2 Sources| I B3 Exp by Fund | B3 Expenditure Detail | BS Personnel | Document Management BZ SO u rces Tab

Notify

Expand All | Collapse All

- Budget Request Details
I Edi/gudget Request | B2 Sources | B3 Exp by Fund | 83 Detail | B5 Personnel | Document Management

Request Code: 1773
Form: 1820_PS_B2-B3-B4-B5
* Stage: Eﬂ - Budget Request Summary [i)

Layout Code: 1820_PS_B2-B3-B4-B5  Type: [¥] Request Code: 1773 Request Name: [EKU Additional Budget Request]

ABR: Program: 430U_BILL
- Reason For Change 430U18X001 a ||

Refrech  Zero out Display Sub Total: Select Model: | [v]

Reason Description: v
P New Line | | Copy Line  Delete Line | Export Import Audit Trail View Graph

Sort... View as C5V

I N LT 2T I ~im ]

- Budget Request Information O 0100 430U_BILL REGAPP 1,800,000 3,600,000

. 1300 430U_BILL 3
Legal Authority Citation::
Totals 0 1,800,000 3,ﬁnn,nnn.
Page 1 of 1 Show 20 |¥|rows per page
- Dimensions m 3-1
Expand All | Collapse All
Program: 430U _BILL ABR: §Go to top of page
Go to top of page .
o oo Budget Object Search
Narne: Oibjmct <1
Type: .
r Shart
Name:
3-2

= Fnancal Rollups Information

roen & cateory Tups; Sroup;

3-3|| &= e

cisplay 20 [v] nems  Sgrt...

|| lcede fmame  lshortMeme _________lobjectiype Clement Type

Sedect ¥ REGARP Regular Appropristicn Regular Approgriation Revenue coh
3 4 & CURREC Current Recespts Current Receipts Revenue coa
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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.

Edit Budget Request | B2 Sources | B3 Exp by Fund | B3 Expenditure Detail | B5S Personnel | Document Management|

- Budget Request Summary m
[ Layout Code: 1820 _PS_B2-B3-B4-B5 Type: ﬂ Request Code: 1773 Request Name: EKU Additional Budget Request

ABR: 430U18x001 Program: 430U_BILL

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

New Line  Copy Line  Delete Line Export Import Audit Trail View Graph Sort... View as CSVY

Summary

CIE e N N N = B T
[m| 1 0100 430U_BILL REGAPP R 1,800,000 3,600,000
2 1300 430U_BILL CURREC R 180,800 334,400
Totals 0 -1,980,800 -3,934,400.
Page 1 of 1 Show 20 |™|rows per page

e To complete the 1820 PS B2-B3-B4-B5 form, you will need to repeat the
procedures previously described in this section of the manual for the B3 Exp by
Fund, B3 Expenditure Detail, and B5 Personnel tabs.

e The total expenditures by fund on the B3 — Exp by Fund tab must agree with the
total fund sources on the B2 Sources tab and the program narrative.

e The total expenditures on the B3 — Expenditure Detail tab must agree with the
total expenditures by fund (EXPBYFUND) on the B3 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.
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e Click on the B3 Exp by Fund tab and enter the necessary budget lines for your
request. Click the Save button when you have finished entering your budget
lines.

B3 Exp by Fund tab

| Edit Budget Request I B2 Suurclas I B3 Exp by Fund I EIEIF_xpenditure Detail | BS Personnel | Document Management

- Budget Request Summary m

Layout Code: 1820_ps_B2-B3-B4-BS Type: Generic Request Code: 1773 Request Name: EKU Additional Budget Request
ABR: 430U16X001 Program: 430U_BILL

Export Import Audit Trail View Graph Sort... View as CSV

Refresh  Zero out  Display Sub Total

New Line  Copy Line  Delete Line

Summary

I S I R e I T i Fri929

m} 1 0100 430INST_PG EXPBYFUND E 1,800,000 3,600,000

2 1300 4A30INST_PG EXPBYFUND E 0 180,800 334,400
Totals 0 1,980,800 3,934,400 ._

¢ 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 Sources | B3 Exp by Fum:l" B3 Expenditure DEta“l I BS Personnel | Document Management

- Budget Reguest Summary m

Layout Code: |1820_PS_B2-B3-B4-B5 Type: Generic Request Code: 1773 Request
ABR: 430U18X001 Program: 430U_BILL

Refresh  Zero Out Display Sub Total

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

Summary

[ e I R R R
m}

1 430U_BILL E111 E 1,119,300 2,562,900
O 2 430U_BILL E121 E 85,000 194,300
O 3 430U_BILL E122 E 139,900 319,700
O 4 430U_BILL E123 E 61,800 153,000
O 5 430U_BILL E131 E 6,300 14,400
O 6 430U_BILL NBKO3 E 44,400 83,500
O 7 430U_BILL NBKOS E 524,100 506,600
Totals 0 1,980,800 3,934,400 .
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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).

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

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

e Click on the B5 Personnel tab and enter the necessary budget lines for your

request. Click the Save button when you have finished entering your budget
lines.

B5 Personnel tab

Save lﬁa ck

‘ Edit Budget Request | B2 Suurcesl B3 Exp by Fund | B3 Expenditure Deta I B5 Personnel I Document Management

Y ——

- Budget Request Summary m

Layout Code: 1820 _FS_B2-B3-B4-B5 Type: ﬂ Reguest Code: 1773 Reguest Name: EKU Additional Bud,
ABR: 430U18X001 Program: 430U_BILL

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

sowwney

@[ [ oo [ mwmoie [ sew | ow [ rwew | ven ]

O 1 430U_BILL FULLTIME R FILLED 20 20

O 2 430U_BILL GFPOS EO 1,800,000 3,600,000

3 430U_BILL RESPOS EO 180,800 334,400
Totals 0 1,980,780 3,934,380 .

The final step to complete the 1820 _PS B2-B3-B4-B5 form is to use the Document
Management tab to upload the 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.

KBUD — Section 3 06/27/17 Page 47



Additional Budget Requests

2018-2020 Additional Budget Record B4 (Program Narrative)

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

PRIORITY
Cabinet #:
Agancy #:

OPERATING BUDGET REPORT B4 Agency:
Appropriation Una:
Program/Service Una:

Governmaental Branch: Sub Program:
CabinetFunction: Paosting Uina;
REQUEST TITLE;
L PROGRAMRBESULTS 29 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

ogagrwNE

Document Management

f
“ Edit Budget Request | B2/B3 Sources & Exp by Fund I B3 Expenditure Detail | BS Personnel | Document Management K B U D
r

Add Document

- File Name

Upload Tool

Expand All | Collapse All

- Upload Document

Expand All | Collapse All

Content: CiUsers\phillip.rosel\Downloads\FY1618 DPH Budget Prep Files\d

Cancel | Upload 5

Windows

Document Management

;
‘ Edit Budget Reuuastl B2/B3 Sources & Exp by Fund | B3 Expenditure Detail | BS Personnel | Document Management Lﬁ
I

6

Add Document Display Al [v] items  Sort...

Content Type

SA-NARRATIVE 16-18 FINAL.docx ) ok

application/vnd.cpenxmliformats-officedocument.wordprocessingml.document

Expand All | Collapse All 5 T WIS 3[ ]S4 HASRATIVE 16-18 FINAL doex }

o sS4 BARRATIVE 16-18 FINAL does Al Fies 1)

N=—=r—

¢ Once the dimension has been updated and the 1820 _PS B2-B3-B4-B5 form
has been completed for each ABR, the associated ABR reports can be created
and printed.
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Section 3.2.6 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 n

avigate to the 18-20 Biennium folder to

access the necessary budget request reports. Reference Section 5, 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 _PS_B2-B3-B4-B5 form we created in the
previous sections for ABR 430U18X001 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.

B3 Expenditure Detail Report

vantage Parformance Budgeting - KBUDNP > Budget Tasks > Dimengicns =

Edit ABR | Document Management

Fave

B1B2 Financial Record Report
' Dimension Data

CRERATING PUGET RECORD 0193

Lagems  Fporongs upern

Efgnnu Al gl All
- ABR Information E:l

Code:  430U18X001

Program terus Und

wrconedary [oducaton Sub Progeem
r Hame: BT TITLE [uumnmexwu
,__,.-d"'"' REGUE ST TrPL Grow :r'\'mru BT ;Tnl':::
- Kartucky AR iformation (I | = i Form Data -
R i T = Growth Carsesl Funs
U Ll - B e dgorogranon Ci e 1.0 200
. _IoAs Giamaryl Fgre ] L850 00} L.680 000
ABR Agency Rank: 2 Pasirised F
\, . Currant Racwoin 3 180 B30 X400
ABR Cabinet Rank: Tetl B vy — ¥ ™ 3
- PoTaL SOURCE OF Fumtd ] 1,303 s EA TR )
EXPEMCITURE & BY CLASS
B Leve 5 141 350 1500350
Crarptng Earerers L= LR
o iy 5 a5 00,80
TOTAL EXFENDITURE § 7 CLARE & 20 8 3 400
ERPEMCITURE 3 OY FUND S00URCE
e — R 2000500
1 Flaarrtid Fundi 5 e X 42
TOTAL EEPENDNTLUSEE 5 I FUSND ¥ .0 B 190 400
PLRSONNEL PO MTIONS.
1820_PS B2-B3-B4-B5 Form :
A ¥l Tera Priicen - LD 8 E E
plrslfery depppiiem— H H -
| Edit Budget Bequest | 82 Ssurces | B3 Bxp by Fund | B3 Expendiure Detai | B5 Perscers | Duownent Managerment |

= Budget Request Summary :l]

Layout Cnde: 1BEI0_PS_BI.BL.B4.B5  Type! Request Code: 1773

ABR:  AJ0U1EX00L Program:

Befresh  Zerocu  DiSplay Seb Totaly ]| Select Model: [v]

Mew Lme Copy Une  Delete Lne

Program Budget Chiect |
REGAFF

CURREC

FY 17-18

430U _BILL
A30U_BILL

430U_BILL

Cxport |moort Audi Tral View Grach o yiew og cov

Reguedr Name: Exl Addnanal Budge! Request

Numerical
Budget Data

FY 18-1%

FY 19-20

1,800,000 3, 500,000
180,800 334,400
o 1,580,800 -:ﬂ,nu,-nm.
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In this scenario, we will run the two ABR reports for EKU Program 430U_BILL
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).

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)

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/logonN0oSso.jsp

Reference Data Security Utilities

Advantage Performal

Welcome, MGI0O11  Messages(0) [Home E! | Help | Preferen
Budget Tasks
nce Budgeting - Training > Budgst Tasks

ce: | Reports | Edit Password | Logout

Budget Tasks

Categories

Dimension:

Pages

s - This contains links to the Dimensions the users can e

Formulate Budget Request
Execute Query

Budget Reguest 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

KBUD — Section 3

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.

Systs =
User Narfe: [MEJ0011 2
Passncfc: [ssssssassesnne|

@

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

06/27/17
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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

e

Welcome: MGIOO11 | Applications v  Prefersnces Halp menuv | Logoff

| = MyRec
W Welcome: MG30O11 | Appicati
¥ a142 (]
5 a142 A Home | Documents
P CIORE vy - New rgani Wore Acions Details
RSTEE, S—
B 25 ap | 1 Dacuments Title ~ Type
T =
PESTEE i
¥ seol ! E vwebinteligence
& L 1nbox ®
By lerts Home | Documents
2 Subscribed Alerts =
E View * MNew Organize Send More Actions ~ Details
2 personal Categories — ~
| = My Rece] My Documents
- Welcome: MGI00LY | Acphaats
Type
- Web Inteligence
Public Foiders v Wab Inteligerce
MARS, Frarcial r Weh [neeligence
o r Web ntslbgerce
: = 2 Web [meligence
- Web Inteligence
Agercy Budget Preparation
[ Web [nteligence
10-12 Rlarwiurs
r Web [meefigence
1224 Do =] Wb Irtaligeres
4 426 Peerrs = Web Inteligence
KD Traiang Manasks ¥ |03 Emonciore 0 Webs I
— np— W | Capisl Listing with Rasthorization Statis. Web [eteligerce
¥  Capeal Lishing with Short Descripton Web [reefigence
2 Ardevelged Agency Reports
¥ oo Wieh Inteligence
Folders CBEOY - Cisbirest Rarik - Run ot Cabiret level ordy il [rtefigers
Search 2 i
Etans ¥ oz \iah Ireeligence
L) Weh [maeligence
- 4 \\' IR } S g
N——
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e In this scenario, we will run and print the B1B2 Financial Record Report for EKU
Program 430U_BILL, ABR 430U18X001. You will need to repeat this process
for each ABR you create.

1. Double click on the B1B2 Financial 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 Program Code and ABR
text boxes. In this scenario, we will enter the Program code 430U_BILL
and ABR 430U18X001 _

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 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 ] |
1

View * New v Organize = Send v More Actions ~ | Details

mtmmants][ B1B2 Financial Record = © 1 |

My Documents Title.».

roes T cnrmnees B1B2 Financial
= 1 public Folders = T ]W-EIJ Intelligence ~ | [ 2= [ 5v o | L2 - -

o Record Report

eMARS Financial

KBUD C1C2 Financial Record Mati ‘:':-l 9182020 Hantuchy Evanch B P
= Al Budgel Regel. s lyirved .

C1C2_C3_C5 Records : = = L
L]J Advanced RUH 3 OPERATING BUDGET RECORD BB 2

€3 Expenditure Detail

2 '
Capital Listing with Reauth E Enter value(s) for Program Code: Cabioat. Pertarcundary Eduucation sut Prcgram
Capital Listing with Short D) Peating liat N
430U_BILL REQUEIT TITLE. EKU Aduitiunal Budyel Request

Agency Budget Exscution

= 1 agency Budget Preparation

10-12 Bignnium

12-14 Biennium

CBROL e FYaT4E  PYaeinae Y ana0

T Deuwity
RECHEAT AR Requesied Requested Reguested

14-16 Biennium CBROL - Cabinet Rank - Ru

i Enter ABR Code: SOURCE OF FUNDS

ceros 2 430U18X001 Gomeatns

" 0 Zricnr] 800,
coRo4 — [ LE0000 19090

16-13 Biennium

KBUD Training Manuals

OSED Budget Preparation

CBROS

Gt Hucagts ] w0000 114 40
Tl Ratrited Fundy ] 130300 M40
CBRCPL Capital Project Listing TOTAL SOURCE OF FUNDS L] 1,430 300 1B 400
D_RestrictedFundSumRecord i

DCB1B2 Financial Record

Redeveloped Agency Reports

00

DCE3 Expenditure Detail
E Restrictad Fund Record

TUR S OY CLASS
BY FUND SOURCE
E_Rstd_Fund_Mathcheck
ES BY FUND
F Federal Funds Summary e

E G Fed Assist Op Bud Record

¥l | P Cabinet Priority Ranking

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

BUDGET POSIT
Genera! Fd G

il | P Priority Ranking

‘¥ | Request Code - Serial Number Report

] Fusters g 180,500 334400
TOTAL FUNDS ° 1,800,800 3304400
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¢ In this second scenario, we will run and print the B3 Expenditure Detail Report
for EKU Program 430U_BILL, ABR 430U18X001. You will need to repeat this
process for each ABR you created.

1.
2.

Double click on the B3 Expenditure Detail Report to open up the report
Click on Question Mark icon to ensure the parameters/variables’ text
boxes are visible. This will allow you to enter the required
parameters/variables

Enter the required parameters/variables into the Program Code and ABR
text boxes. In this scenario, we will enter the Program code 430U_BILL
and ABR 430U18X001 -
Once the proper parameters/variables are entered, the Run icon
will be enabled. Click the Run icon to run the report

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

copy

Documents | F Federsl Funds Summary

| & Fed Assist Op Bud Rec I |

View - New - Organize ~ Send -

My Documents
Folders
=1 (9 public Fokders

"I emars Finandial
"I kewp

B Agency Budget Exscution

& Agency Budget Preparation
10-12 Biennium
12-14 Biennium
14-16 Biennium
1618 Biennium
KBUD Training Manuals

0SBD Budget Preparation

"I Redeveloped Agency Reparts

More Actions ~

Details

Title + [ Home " Documents m B3 Expenditure Detail - X H
¥ | B1B2 Financial Record
' |B3 Expenditure Detail ]|"€b Inteligence ~ ™ = g 5 @v i D) £ - - 3 3 E d H D . | R
— = xpenditure Detal eport
¥ | C1C2 Financial Record e
¥ | C1C2_C3 C5 Records = 4 2018-2020 Kentucky Branch Budget . DPRI?;!ITIQ
o = itional Budget Request: Expenditure Detail Summary Record abinet £:
¥ | C3 Bxpenditure Detail LJJ Advanced R” n 3 All requested columns rounded fo nearest $100 Agency # 10
| Capital Listing with Rea OPERATING BUDGET RECORD B3 ‘Agency: Tourism, Arts and Heritage
Appropriation: Parks
| Capital Listing with Shor Enter value(s) for Program Code: Govenmental Branch: Executive Branch pr ice Unit: General Administration and Support
Cabinet: Tourism, Arts and Heritage = "
¥ | CBRO1 43DU BILL Sub Program:
8RO - Cabinet Rk — Posting Unit:
= - Cebinet Rank- REQUEST TITLE 670A3_PG
il Enter ABR Code: REQUESTTYPE Growth Y 201718 FY201848  FY2019.20
¥ |CBRO3 2 ar
B | caros 430U18X001 EXPENDITURES BY FUND
General Fund 4,345,000 9,578,500
¥ CBRO3 TOTAL EXPENDITURES BY FUND [] 4.345,000 9.578,500
¥ | CBRCPL Capital Project EXPENDITURE CATEGORY
¥ | D_RestrictedFundSumRecord
¥ | DCB1B2 Financial Record Debt Service
¥ | DCB3 Expenditure Detail Debt Service-General Fund 0 4,345,000 8,578,500
¥ | E Restricted Fund Record Total Debt Service o 4,345,000 9.578.500
¥ | E_Retd_Fund_Mathcheck TOTAL EXPENDITURES 0 4345000 9.578.500
¥ | F Federal Funds Summary
N T —

% | P Cabinet Priority Ranking
¥ | P Priority Ranking

¥ | Reguest Coda - Serial Number Report

e You should now have the understanding on how to use KBUD and EBI (KBUD
Reports) to create the necessay electronic and paper copies of the Additional
Budget Requests reports required for your budget submission.
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Section 4 Capital Budget Request

Section 4.1 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

- =T — I Branch: cutive Branch AgAncy: Tourism, A 7
L FT T - — >, -
s Sty S gttt Aot {Cmetyhs Mare = Guymmmental Branch; Evecusve Baanch AGEncy: 1ounsm, Arts and Hevitage Catanal L
P’ STPESTRCT PO e ¢ el + Cabinet: Tourssm, Ares and Meriage Cabinet Appropnanon: Farks i
o o
E - Guvetnmantsl Branch: = v Branch Agency: Taunsm. Al 7 et —
Cabinat: Tourism, Aris and Herfiage Cabinet Appropriatias: Farks B
fe Swte FY 201518 FY 2018-11 Y 2017198 Todsl
Requesten Requesten Requestes Requenses
[ [ [] [ e
K TOTAL EXPENDITURE S BY UNiT 0 0 0 0 090
PRO, 00
& L0 RANF PLAN RANK KBUD m;-‘ R
. Cab Agy Cab Agy Proj Wem Project Mame X a, ;6‘_‘
ETDKIBCIRY Upgrade Golf Coure Irigation. Ky Yam )k -
Bord Funds. 1,400,000 1,400,000 2,800,000 :m =
Tessl Upgrade Golf Course Imigation-Ky Dem & Li. | 1 400,000 1 400,000 2,800,000 " . DN
GTOKIECTE Foad Mart Vanous Parks :
Bl i £ 1 eann 1800 A 0%
000 jo. 0%
H H e 1000
Dimension Data Form Data |«
00 0,000
1,500,000 26000 410000 o -
. 1,500,000 2,600,000 L0 [0 s ;
Capital Forms prrosksslisy "k
Bord Funds 1 2,750,000 2750000 5,500,000 DN
- 7 Total Houpitality Upgrades 2,750,000 2,750,000 LEYE N L
= =] =g mm_‘]'l.lald BTS00 Restone COC Struthaes - Statews
e o = Bond Funds ] 2,100,000 1 200 000 3,500 000
- i L] 100,000 1,590,000 3,190.05

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 are some guidelines 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
o0 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

1320 CAPITAL FUND Capital Request by Fund Source
1820 CAPITAL EXPEND 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 4.2 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 4.2.1 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 4.2.2 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
—
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From the Project Maintenance page, you can search and view all the Project codes by leaving
the Code and Name textboxes empty and clicking the Search button. This will bring back all
the Projects available based on your security. You can also narrow your search for a specific
Project by following these steps:

1. Enter the Project’s Code in the Code textbox

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

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

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

Project Maintenance

Reference Data Security Utilities Budget Tasks

Advantage Performance Budaeting - Training = Budget Tasks = Dimensions = Project Maintenance iy

=

Project Maintenance 2
Code: 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.

KBUD — Section 4 06/27/17 Page 59



Capital Budget Requests

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 4.2.3 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 4.2.4 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 -

KBUD — Section 4 06/27/17 Page 65



Capital Budget Requests

From the Create Budget Request page, you will need to complete these three 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 4.2.5 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 4.2.6 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 4.2.7 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 an

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 4.2.8 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 5, 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 N — Capital Budget Reports

I [r——— p———— N LT —

L T — —
- rr———— . _N 2 R ——— By, Vi, A sl o siges st

P —— — 2 Tt Do, B el g Ll Agee i e, Paein

[r————p——— L e T =y i
Cabri i, B b g Lt gt et P

FOrAL CEIPTRISTINN L BT LT

e
Ay Gk gy PeEmes e e

P F i
R e e Ll LY

Dimension Data

M
[«
9
3 .
|
-]
1]

3
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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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Capital Budget Requests

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
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. ¥ [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
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7
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addtianal funding? NO
If (¥es, Addiional Funding) . pravide the following informatar:
New Total Project Coet: §1.300.000
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KBUD — Section 4

06/27/17

Page 74
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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
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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
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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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KBUD Reports

Section 5

Section 5.1

KBUD Reports

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)

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

e i it | AB/AS e & £ oy Pt | i B | P | Bt Mt

e i it | AB/AS e & £ oy Pt | i B | P | Bt Mt

e e o Bl L Data

B i 1] s

Dimension Tables (KBUD)

8 rmat | ctarmanca Abocanins | Casashastons | Dacumars Masagamare

Agency Budget Request

Reports (KBUD Reports-EBI)
Submitted to GOPM
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KBUD Reports

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 5.2 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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KBUD Reports

Section 5.3 Accessing EBl14.1

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

reports:
1. Either click on the Report link located in the KBUD application to access the
webpage, or 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 2! | Help | Preference: | Reports | Edit Password | Logout

E
Budget Tasks

Pages

Formulate Budget 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
administrator.

Systege a
User Narfe: |MGI0011 2
Passwfd: eesnssennenee o
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KEUD. KBUD Reports

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: MGIDOLL | Agplications  Preferences Help menu~ | Log off

| = MyRec
W Welcome: MGI0011 | Applicati
¥ a142 Fi ®
5 a142 5| Home | Documents
PICIQRE iy - New - Organize - Send ~ More Actions Details
EATLY, SR -
B meo My Documents | Title ~ | Type
B
SEISTLYS fl = My Favoritas ]
Rl [ ~webintelligence.
Bl 1nbox B
i .-29 My Alerts Home || Documents
i i@ subscribed Alerts = » :
i View v New Organize Send More Actions ~ Details
B arsonsl Categories — -
| * My Rece] My Documents
I u Welcome: MGI00LY | Acphaats
3 Leoiders
; ;
[ Ll 5 puiblic Folders
Type
- \Web rtefigence
i Fok v Wb Irteligerse
~ v AL 3, Weh [neeligence
o ¥ | A3 b Al Deted Web Irgligence
. B ¥ | &3 Spendere Detad Web reefigence
¥ | AS Personnel S Web Inteligence
Agercy Budget Preparation "
¥ | BLIEQ Financial Record Web [reeligence
12-14 Bennam
w B3 Espendture Detad Web [meefigence
1436 Beervmam ¥ | CET Francsl Record Wk Irtafiggeres
4 AE18 Bierruan ¥ | C1C2 Firancal fiscord Math Chack Wb teeligence
v CIEI OO Rexors el irteligerce
KD Training M > Web [reeligence
580 Budpat Precantion 2 oot e
¥  Capeal Lishing with Short Descripton Web [reefigence
2 fndieceloped Aosncy Reports
. L itk rtefigence
Folders CBROY « Cosbirt Rank « Run uf Cabiret vl oy Wb [rtmligers
Search < i
(i ¥ oo Wb Irteligence
L) Weh [maeligence
- \\- B ) Web [rzeligence
N——
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Section 5.4 Running Reports

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

o | Documents |

View * MNew + Organize = Send = More Actions = | Details

My Documents Title =

= (D —
=[50 public Folders A142 Financial Record Math Check

eMARS Finangial (testing purposes only) A1A2_AZ_AS Records

KBUD A3 Exp All Detail

Agency Budgat Execution A3 Expenditure Detail

A5 Personnel Summary
Agency Budget Preparation

o B1B2 Financial Record
12-14 Bignnium

B3 Expenditure Detail

14-16 Bignnium
C1C2 Financial Record

16-13 Biennium

18-20 Biennium

C1C2 Financial Record Math Check

R 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.

m[mumﬁnancialm R

|
Web Inteligence =1 [P 2 B - |G| S22 -2 0 | @ -

& Outline
]
B Print
‘a 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 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
~ Document Options 0 0 0 0
Refresh on off
TOTAL SOURCE OF FUNDS 0 0 0 0
EXPENDITURES BY CLASS
0 a 0 a
TOTAL EXPENDITURES BY CLASS 0 0 0 0
EXPENDITURES BY FUND SOURCE
o a o a
TOTAL EXPENDITURES BY FUND 0 0 0 0
EXPENDITURES BY UNIT
o a o a
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 [ [ ]

KBUD — Section 5 06/27/17 Page 85



e KBUD Reports

Section 5.5 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———————
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Pop-Up Blocker

Pop-up blocker must be disabled in order for the web page to function properly. To disable the
pop-up blocker in Internet Explorer, click the Tools button :2¢ and select Internet options.
Select the Privacy tab and unselect Turn on Pop-up Blocker.

Internet Opticns l M

General | Security | Privacy | Content | Connections I Programs | Advancedl

Settings

Select a setting for the Internet zone.,
Medium

- Blocks third-party cookies that do not have a compact

privacy palicy

- Blocks third-party cookies that save information that can
— be used to contact you without your explicit consent

- Restricts first-party cookies that save information that

can be used to contact you without your implidt consent

l Sites ] l Import ] l Advanced ] Default
Location

A Eﬁ:;z;lllou'ggoegsibes to request your
Pop-up Blocker i

[ Turn on Pop-up Blocker Settings
I

Disable toolbars and extensions when InPrivate Browsing starts

[ OK ” Cancel ] Apply

To disable the pop-up blocker in Mozilla Firefox, select Tools/Options/Content. Uncheck the
Block pop-up windows box and select the <OK> button.

Options _|
[ [a) P
= =] =4 = K
U =I5 m] % == E= B
Main Tabs Content  aApplications  Privacy  Security  Advanced

[ Block pop-up windows

Load images automatically
Enable JavaScript

Enable Java

Fonts & Colors

Default font: | Times Mew Roman v sizer [18 | [advanced |

Languages

“hoose your preferred language For displaving pages
[ ok ][ comeel | [ meb
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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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