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Section 1: Introduction to KBUD

KBUD Overview

The Kentucky Budgeting (KBUD) system is used in conjunction with electronic Management
Administrative and Reporting System (eMARS) to automate the budget execution process by
allowing agencies to use KBUD to create specific budget year quarterly allocations based on
the enacted appropriation levels. These allocations are then reviewed and approved by the
Office of the State Budget Director (OSBD)/Governor’'s Office for Policy and Management
(GOPM). Once approved, GOPM will load these quarterly allocations into eMARS, so
agencies can then expend the necessary resources in order to meet the requirements of their
state and/or federal mandates.

This manual was developed specifically to provide helpful information concerning the KBUD
system and how to use it to enter the original fiscal year Allotments along with how to submit
modifications to Appropriations, Allotments, and Quarterly Revenue data as necessary
throughout the fiscal year. The primary tools within KBUD to accomplish the budget execution
process are the budget request forms, queries, and reports.

Budget Request Forms

KBUD uses budget request forms as the primary tools for entering information into the system.
Budget request forms are templates that users access from the list of forms available to
agencies. Users choose the appropriate budget form request template then create a specific
instance of the template to submit the request. Each budget request form is designed for a
specific purpose, such as entering original allotment requests or entering requests for
modifications to the original allotments and/or appropriations.

Queries

KBUD queries are used to display the information entered through budget request forms in a
data table format similar to a spreadsheet program. Users are able to access information from
either one budget request form or multiple budget request forms. The information contained in
these queries can be exported into a spreadsheet or database program for further analysis.

Reports

KBUD reports are standardized reports used to display the information that was entered
through the budget request forms. These reports are required for budget management
purposes and are used in communication between an agency and their assigned OSBD policy
and budget analyst.

BudExec2017 1 4/15/2016
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Basic Navigation

The following are important KBUD navigation rules that users should be aware of:

o Never use the “Back” or “Refresh” buttons on your web browser. Use of these buttons
may cause you to lose any unsaved work and/or lock forms so they cannot be modified.

e Always click the form’s Save button before exiting a form to save your changes.

¢ Always click the form’s Back button to exit a form after you have saved your changes.

e Always logout of KBUD using the Logout link at the top of the Home Page.

Welcome, RWI0040 Messages(0) [ Home h | Help | Preferences | Reports | Edit Fassword | Ln:rgn:rut

If you accidentally select the Web browsers “Back” button the following screen will be

displayed:
rWindows Internet Explorer -

| Are you sure you want to leave this page?

-

Message from webpage:

You are about to end your session. You may lose
unsaved work by continuing.

= Leave this page

= Stay on this page

Select the <Stay on this page> link, and you will be returned to KBUD. Selecting the <Leave
this page> link will cause KBUD to give you the Webpage has expired error, and you will lose
any unsaved work. From this point, you will need to reopen your browser to log back into the
KBUD to continue working.

@& http://kbud310np.state ky.us/trainl/Contraller

.Z% Webpage has expired

File Edit View Favorites Tools Help
M- v [0 = v Pagev Safetyv Tools~ i@~ N (]

|o Webpage has expired

Most likely cause:
» The local copy of this webpage is out of date, and the website requires that you download it again.

Something to try:

®  Click on the Refresh button on the toolbar to reload the page. After refreshing, you might need to
navigate to the specific webpage again, or re-enter information.

@& More information

BudExec2017 2 9/22/2016
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If you accidentally select the “Refresh” button on your web browser, the following screen will
be displayed. You should select <Stay on this page>.

-

Windows Internet Explorer

..‘j Are you sure you want to leave this page?

Message from webpage:

You are about to end your session. You may lose
unsaved work by continuing.

< Leave this page

< Stay on this page

Selecting <Leave this page> will display the following screen:

-~

Windows Internet Explorer 2

Te display the webpage again, the web browser needs to
! % resend the information you've previcusly subrmitted.

If you were making a purchase, you should click Cancel to
avoid a duplicate transaction. Otherwise, click Retry to display
the webpage again.

Retry l ’ Cancel

Select the <Retry> button. This will give you the following error, but you should be able to
continue to work from this point. However, it may be necessary for you to logout of KBUD and
log back in to continue to work.

Browser Either the Back, Stop, or Refresh button on your browser has been pressed, or a System transaction timeout has been exceeded.
Nawigation Flease use the application navigational controls to restart your previcus operation.

If you select the <Cancel> button, you will receive the following error. From this point, you will
need to reopen your browser to log back into KBUD.
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} & http://kbud310np.state.ky.us/trainl /Contraller

(2 Webpage has expired X |

File Edit View Favorites Tools Help
o~ v [ gm v Pagew Safety~ Toolsv @~ N [N]

|@ Webpage has expired

Most likely cause:
= The local copy of this webpage is out of date, and the website requires that you download it again.

Something to try:

® (Click on the Refresh button on the toolbar to reload the page. After refreshing, you might need to
navigate to the specific webpage again, or re-enter information.

= More information

The KBUD Home Page is the best starting point to use for navigating throughout the

application.

Reference Data

Security Utilities Budaget Ta

Adwvantage Performance Budgeting - Training = Budget T

@ Fassword changed successfully.

Budget Tasks

Go to top of page

Categories

Dimensigns - This contains links to the Dimensicns the users can edit.

Pages

Formulate Budget Request

Execute Query

Refresh Cache Page

The Navigation bar, located in the upper right hand corner of the application, is visible
throughout the KBUD application except when working within a budget request form.

Welcome, RVI0040

Messages(0) [ Home h | Help | Preferences | Reports | Edit Password | Ln:rgn:rut
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Messages: This allows users access to the KBUD broadcasted messages. Some
messages will be displayed upon login. All messages that pertain to a user can be
accessed from the Messages link.

Home: This allows the user to return to the homepage screen.

Help: This allows the user to access online help for using the application (NOTE: This
is generic help information and is not Kentucky specific).

Preferences: This allows the user to set preferences when working in KBUD.

Reports: This allows the user to open a new browser window to access the KBUD and
eMARS reporting application called EBI (Enterprise Business Intelligence).

Edit Password: This allows the user to change their password.

Logout: This allows the user to logout of the application.

From the KBUD Home Page and throughout the application, there are several options for
navigating to different KBUD tools:

e One option is to use the Category toolbar which is located on the left hand side of the
screen below the CGI Advantage KBUD banner. The upper row contains links to sub-
menus, one for each major function within KBUD. The lower row is a “breadcrumb trail”
which is used to move back to previous menus.

e A second navigation option is to use the KBUD main menu. The KBUD main menu
provides access to all the tasks listed within the Budget Tasks.

Category Toolbar - Major KBUD Functions

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

Reference Data Security Utilities Budget Tasks

Advantage Performance Budgeting - Training = Budget Tasks

"\i} Password changed successfully.

Budget Tasks

Categories

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

Pages

Formulate Budget Reguest

Execute Query

KBUD’s Main Menu

A

Refresh Cache Page

“Breadcrumb Trail”
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e A third option for navigating is to use KBUD’s sub-menus. For example, the Budget
Tasks sub-menu contains links to the same functions that are on the Main Menu page.

Reference Data Security Utilities Budget Tasks «
Advantage Performance Budgeting - Training = sl =
Formulate Budget Request
@ Password changed succ Execute Query

Refresh Cache Page

Budget Tasks

Categories

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

Pages

Formulate Budget Reguest
Execute Query

Refresh Cache Page

Go to top of page
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KBUD Home Page

The Home Page of the KBUD system has been designed to reflect the key parts of the
Commonwealth’s budget process.

Dimensions

Dimensions are information tables that contain descriptive and other information about
Restricted Funds, Off-Budget Funds, ABRs, Grants, and Projects (Capital Projects). Data
contained within the Dimension tables is used in conjunction with the data from budget request
forms to supply all the information necessary for KBUD Reports.

Formulate Budget Request (Budget Request Forms)

KBUD users create Budget Request Forms to enter their budget data, such as allocations, into
the system. Budget Request Forms are accessed from a list of budget layouts (templates).
Users will select the appropriate budget layout (template) and create a specific instance of the
budget request form. Each instance of the form will contain tabs used to enter the various
components of budget data that make up the entire budget request.

Execute a Query

Formatted System Queries (Queries) display information from KBUD in a table format similar
to a spreadsheet. However, since data in KBUD resides in a relational database, Queries can
be used to display information at different levels of detail and from multiple budget requests if
required. Information contained in Queries can be exported to Microsoft Excel for further
analysis.

Refresh Cache Page

One of the most important features for users is the Refresh Cache Page. The Refresh Cache
Page will allow a user to refresh their current KBUD session, so the user can see any newly
created data without having to log out and then back in. For example, if you needed a new
allotment code, the KBUD Administrators would add the new allotment code to the database
tables, and the user would need to refresh their cache before being able to see the new code
in their current session. The Refresh Cache Page option is available on the Main Menu and
also from the Budget Tasks dropdown.

Reference Data Security Utilities Budget Tasks

T —————————
Advantage Performance Budgeting - Training > Budget Tasks

Budget Tasks

Categories

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

Pages
Formulate Budget Request
Execute Query

I Refresh Cache Page I
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Once you have selected the Refresh Cache Page, you will need to select the <Refresh Own

Cache> button displayed on the next screen to complete the refresh.

Reference Data Security Utilities Budget Tasks

Advantage Performance Budgeting - Training = Budget Tasks = Refresh Cache Page -

Refresh Cache Page

Befresh Own Cache

BudExec2017 8
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Section 2: Operating Budget Execution Process Overview

Budget Execution Process Overview

The Budget Execution process involves processing the fiscal year’s original enacted
appropriations and allotments. As the fiscal year progresses, the budget execution process
may also include appropriation modification requests, allotment modification requests, and
Quarterly Restricted/Federal fund revisions. Some typical examples of modifications are an
agency may receive additional restricted or federal funds and must request an increase in
spending authority prior to obligating the funds, and/or general fund allotments may need to be
adjusted among budget units or fiscal quarters or budget objects such as personnel costs and
operating expenses.

Enacted Appropriations

e Enacted appropriations are entered in KBUD by the Governor's Office for Policy and
Management (GOPM) from the enacted appropriations bills, as revised.

e GOPM then transfers the information from KBUD to eMARS where it is used for budget
control purposes.

Original Allotment Requests

e Original allotment requests are entered in KBUD by the agencies.

e Agencies will then notify their GOPM budget analyst, usually via email, once the allotment
requests are ready for review.

e GOPM then reviews, modifies (if applicable), and approves the allotments. If there are
guestions prior to approval, the GOPM budget analyst will contact the agency.

e GOPM then transfers the information from KBUD to eMARS where it is used for budget
control purposes.

Allotment Modification Requests

To effect a change in how appropriations are allotted among the various budget units, an
agency must submit a formal allotment modification request. The Allotment Modification
Request process varies slightly depending upon the type of modification. The two types of
allotment modifications are requests that do_not impact an appropriation or requests that do
impact an appropriation.

The process for an allotment modification request that does not impact an appropriation will
have a “net zero” impact on the appropriation.

To better explain this type of request, consider this example. Let's assume an agency’s first
guarter expenditure activity will exceed the current quarterly allotment amount. The agency
can request a modification to move a portion of one of the other quarter’s allotment amount to
the first quarter. This would not change their overall annual allotment and would have a “net
zero” impact on your appropriation.

The following describes the process for an allotment modification:

BudExec2017 9 9/22/2016



5 -~

Kentucky Budget System (KBUD) — 2017 Budget Execution Manual

An modification request is entered in KBUD by the agency.

Agency submits written request to GOPM when it is ready for review. The request should
include the program code, fund and the request code from the KBUD modification form
along with the allotment modification report.

GOPM then reviews, modifies (if applicable), and approves the modification request. If
there are questions prior to approval, the GOPM budget analyst will contact the agency.
GOPM then transfers the information from KBUD to eMARS.

Appropriation Modification Requests

To help better explain this type of request, consider this example. Let's assume an agency
received a grant that was not reflected in the original appropriations bill. The agency would
need to request an increase in their appropriation. The agency should also complete an
allotment and a Quarterly Revenue Revision form if it is a Restricted or Federal Fund
modification. The following describes the process for completing an appropriation modification
request:

Modification requests are entered in KBUD by the agencies and submitted to GOPM, and
GOPM submits a hard copy to the Legislative Research Commission (LRC).

Agency submits a formal written request to GOPM, which includes the program code, fund
and the request code from the KBUD modification form. Guidelines regarding information to
be included in the written request can be found in the enacted budget bill, Part I11.

GOPM then reviews, modifies (if applicable), and approves the modification request. If
there are questions prior to approval, the GOPM budget analyst will contact the agency.
The LRC reviews the modification request.

If the request is approved, GOPM then transfers the information from KBUD to eMARS.
Appropriation modifications along with Quarterly Revenue Revision information is
transmitted by GOPM to the LRC on a quarterly schedule. Therefore, agencies are required
to submit appropriation modification requests to GOPM based on the following schedule.

Requests for 1st Quarter modifications are due to GOPM by June 15.
Requests for 2nd Quarter modifications are due to GOPM by September 15.
Requests for 3rd Quarter modifications are due to GOPM by December 15.
Requests for 4th Quarter modifications are due to GOPM by March 15.

O O0OO0oo
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Section 3: Budget Request Forms (General Information)

The budget request forms are the primary tools used for inputting budget information into the
system, which in turn is used to produce the KBUD queries and reports. This section includes
the information about the form stages, codes used on the forms, and the steps required to
access and create a budget request form.

Budget Request Form Stages

Stages are used to move budget request forms through the different levels of the budget
execution process. The number of stages and how they progress will vary depending upon the
type of budget request form used.

When a budget request form is ready to move from Stage 1 to the next stage, notification must
be sent by the agency responsible for creating the form to the appropriate GOPM budget
analyst. GOPM will then move the form to the next stage. NOTE: Agencies should not move
forms to the next stage. Moving forms to the next stage is solely the responsibility of
GOPM.

In the budget execution process, once a budget request form has been moved to the next
stage, the agency will no longer be able to access or view the form. Therefore, a search for
that specific form will bring up 0O results.

Codes Used on Budget Request Forms

There are various types of codes used on the Budget Request Forms for Budget
Execution. Below are three types of the most common and important codes to
understand:

o Program Codes

0 Budget Object Codes

0 AA Object (Event Type) Codes

Program Codes

The most important field in KBUD is the Program code. The code’s main purpose is
appropriating and allotting designated budget amounts to specific agency programs. The
codes are organized in hierarchal consolidation or “roll-ups” in order to report information at
various program levels. The program code is also used to determine each user’s security
access.

The Commonwealth will use 6 levels of Program codes for Budget Execution (see KBUD
Program Code table below). Think of each level as a step on a staircase. Each level reports
to the next higher level in the hierarchy. It is important to understand that program levels 1-4
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are used for reporting only, and program levels 5-6 are used for creating KBUD budget request
forms.

How the Program Codes are used in KBUD and eMARS

For budget execution, the level 5 and 6 program codes are used for every new budget request
form created in KBUD. Understanding the program code’s hierarchies, or consolidation levels,
is very important for effective use of filling out budget request forms and running KBUD queries
and reports.

Agencies will enter allotment amounts at level 6, but the information will “roll-up” or consolidate
to all the higher levels in order to report it at these various levels. So if an user wanted to view
allotment information for a specific Cabinet (Level 3), then the user will choose the program
code for the cabinet when running a cabinet-level report or query. Also once the appropriations
(level 5) and allotments (level 6) are finalized for the fiscal year, the amounts are transferred
from KBUD to eMARS. Appropriations amounts are loaded against the Function Groups in
eMARS, and allotments amounts are loaded against Function Types in eMARS. Allotment
amounts transferred into eMARS are used to control spending within a specified fiscal quarter
and to control spending by object type (such as Personnel Costs or Operating Expenses) for
the General Fund.

KBUD PROGRAM CODE CONSOLIDATION (ROLL-UP)
BUDGET EXECUTION

Program Name
Level

1 Commonwealth of Kentucky
2 Branch of Government
3 Cabinet
4 Combined Appropriations
5 Appropriations (Function Group in eMARS)
6 Allotments (Function Type in eMARS)

BudExec2017 12 9/22/2016
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Example Program Consolidation (Hierarchy):

Tourism, Arts and Heritage

Parks

Level Level Description Program Code  Description
1 Commonwealth STATE Commonwealth of Kentucky
2 Branch of Government EXEC Executive Branch
3 Cabinet 50 Tourism, Arts and Heritage
4 Combined Appropriations 50_CMAP Tourism, Arts and Heritage
5 Appropriation Program Entry 670K Parks
6 Allotment Program Entry 670A General Admin and Support
6 Allotment Program Entry 670B Resort Parks
6 Allotment Program Entry 670C Recreation Parks & Historic Sites
6 Allotment Program Entry 670D Cafeterias

Allotment Program

An allotment program (Level 6) is a subset of an appropriation program (Level 5). It is used for
distributing or allotting the appropriation amounts to various programs by each fund type.
There are often more than one allotment program for an associated appropriation. In the
example, the appropriation program for Parks (670K) is divided into four allotment programs:

670K Parks (APPROPRIATION — LEVEL 6)
670A General Administration and Support (Allotment — LEVEL 6)
670B Resort Parks (Allotment — LEVEL 6)
670C Recreation Parks and Historic Sites (Allotment — LEVEL 6)
670D Cafeterias (Allotment — LEVEL 6)

o

O O0O0Oo

These allotment program codes are referred to as function types in eMARS. The SAS-14
Account Modification Form is used to establish, change, or delete a function type in eMARS.
The SAS-14 is designed to be used with both KBUD and eMARS chart of account elements.
This will ensure that the program codes/function types are the same in both systems. The
SAS-14 form is available on the eMARS website at the link below:
http://finance.ky.gov/services/statewideacct/Pages/eMARSForms.aspx.

BudExec2017
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Budget Object Codes

Budget object codes are used for the purpose of classifying, controlling, and reporting
expenditures. For budget execution, all funds will use “Quarter” as the budget object in the
KBUD form. Each allotment program’s total FY dollar amounts are required to be allotted by
guarterly time periods to help ensure consistent and level spending across the entire fiscal
year.

Kentucky Budget System (KBUD) — 2017 Budget Execution Manual

Quarterly Allotment Periods
1%' Quarter (July-Aug-Sept)
2"? Quarter (Oct-Nov-Dec)

3" Quarter (Jan-Feb-Mar)
4™ Quarter (Apr-May-June)

However general funds will also use additional budget object codes to further classify how the
budget is used and controlled. These budget objects apply to general fund allotments only, and
therefore, do not apply to Federal, Restricted, Tobacco, or Road Funds.

Budget Object Codes (General Fund Only)

Object Type 1 Personnel Costs
Object Type 3 Operating Expenses
Object Type 4 Grants, Loans, Benefits
Object Type 5 Debt Service

Object Type 6 Capital Outlay

An Example Budget Request Form used for General Funds

- Budget Request Summary m

Layout Code: 16_AL_ORIGINAL Type: ﬂ Request Code: 1412
Fund: 0100
Program: 7285

Export Audit Trail View Graph Sort... View as C5V

Summary

& re [ progam [ maobies [ ouivetoner [| quers |
O 1 7284 X001 1 E

O 2 728A 001 3 E

O 3 7284 X001 4 E

O 4 7284 X001 QUARTER E 11,795,200
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Appropriation/Allotment (AA) Object (Event Type) Codes

Allotment transactions are differentiated through the use of Appropriation/Allotment (AA) object
codes that indicate whether the allotment was the original or a revision. For example, Regular
Budget (AA Object Code X001) represents allotments that are prepared during the regular
allotment request process. However, Other Budget Revisions (X010) represent some actions
that result from the allotment modification request process. A list of all the AA object codes
and their description are shown below. NOTE: AA Object codes X001 and X011 are the
only ones used during the original allotment request process.

Appropriation/Allotment (AA) Object Code (Event Type) Table

AA Object Code Description

X001 Regular Budget

X002 Continued Budget

X003 Special Budget

X004 Budget Revision Due to Reorganization
X005 Appropriation from General Fund Surplus
X006 Current Year Budget

X007 Surplus Expenditure Plan

X008 State Salary and Compensation Allocation
X009 Budget Reduction Revision

X010 Other Budget Revision

X011 Tobacco Settlement — Phase |

X012 Unallotted

An Example Budget Request Form used for General Funds

- Budget Request Summary m

Layout Code: 16_AL_ORIGINAL Type: ﬂ Request Code: 1412
Fund: 0100
Program: 7285

Export Audit Trail View Graph Sort... View as C5V

O 1 7284 X001 1 E
O 2 7284 X001 3 E
O 3 7284 X001 4 E
O 4 7284 ¥001 QUARTER E 11,755,200
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The intended uses of AA object codes are to track and report original budgets and changes to
those budgets by different categories.

o Regular Budget (X001)

These are operating budget appropriations and allotments that originate from a Regular
Session of the General Assembly and a branch of government appropriations act.

o Continued Budget (X002)

These are operating budget appropriations and allotment balances forwarded from the prior
fiscal year.

o Special Budget (X003)
These are operating budget appropriations and allotments that originate from an appropriation
provision in any act of the General Assembly that is not part of the first biennial branch of
government appropriations act; and any appropriation provision passed during an
Extraordinary Session that is not part of the first biennial branch budget.

o Budget Revision Due to Reorganization (X004)

These are operating budget appropriations and allotments that are transferred due to a
reorganization/executive order action.

o Appropriation from General Fund Surplus (X005)
These are operating budget appropriations and allotments from General Fund Surplus.

o Current Year Budget (X006)
These are operating budget appropriations and allotments originating from a Regular Session
of the General Assembly and a branch of government appropriations act for the current fiscal
year. These occur biennially in the even numbered years.

o Surplus Expenditure Plan (X007)

These are operating budget appropriations and allotments that occur based on a Surplus
Expenditure Plan.

o State Salary and Compensation Allocation (X008)

These are allocations from a centrally pooled Salary and Compensation appropriations.

BudExec2017 16 9/22/2016
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These are operating budget appropriation and allotment revisions due to an official budget
reduction.

o Other Budget Revision (X010)

These are operating budget appropriation and allotment other revisions not addressed by the
above codes.

o Tobacco Settlement — Phase | (X011)

These are operating budget appropriations and allotments that occur based on the Phase |
Tobacco Settlement.

o Unallotted (X012)

This code is used to unallott budgeted amounts associated with Mandated Expenditure
Reductions.

Accessing and Creating a Budget Request Form

Step 1 — To access a list of all the available budget request forms, the user can select
“Formulate Budget Request” from either the dropdown menu or a link from the Homepage.

Refarencs Data

Secunty Utifitias = Budgst Tasks =

Advantage Performance Budgeting - Training > Bt

Formulate Budget Request I

Budget Tasks |

o

_—
Categonies Refresh Cache Page

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

Eader

Ga to tep of page

javascripttriggerTransition(’//BudgetlayoutsSelection/Header) ®100% ~
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Step 2 — Click the <Search> button to see all of the available budget form layouts (templates)
or use the “Wildcard” search to search for the “17_*" budget layout.

Kentucky Budget System (KBUD) — 2017 Budget Execution Manual

Step 3 — Select the appropriate budget form layout code. In this case, select the
17 _AL_ORIGINAL code. NOTE: These codes are the budget form layouts (templates)
used by all users to create specific instances of the forms. Once a user chooses the
needed budget form layout, the user will be taken to the primary screen where they can
create new instances or search and edit previously created instances of the form layout.

Reference Data Security Utilities Budget Tasks

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

Budget Layout Selection

Coce: Hame:

Layout Type: ﬂ

Display 20 | V| Items Sort...

Items 1-2 of 2

r El 17 AL ORIGINAL FY 17 Allotment Request Generic

1] 17 MODIFICATION FY 17 Appropriation/Allotment Modifications Generic

Go to top of page
< >

The Select Budget Request screen will appear. From this screen, a user can search for,
create, edit, view or delete an instance of the 17_AL_ORIGINAL budget request form. To
search for an existing budget form, a user can use any of the search boxes available above
the buttons. Each form’s search criteria will be different based on the budget request form
selected. There are also several buttons available for users:

e New — used to create a new budget request form

e Edit — used to modify or change an existing budget request form (greyed out until an
instance of the form is searched for and selected)

e View — used to see an existing budget request form but not modify or change (greyed
out until an instance of the form is searched for and selected)

e Delete — used to mark a budget request form for deletion

Save — used to confirm and finalize the deletion of a budget request form

Budget Tasks

Reference Data Security Utilities

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

Select Budget Request

H

Layout Code: 17_AL_ORIGINAL Request Code: Stage: ﬂ Archive View: Fa\sE

Layout Type: ﬂ Name:

Eund: | % Program: &

I New Delete  Save ID\splay 20 [¥]| tems  Sort..
I e S S = S
- NO ITEMS TO DISPLAY -
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Step 4 — Select the <New> button to create a new 17_AL_ORIGINAL budget request form.
This form is used to create the original allotment request for each allotment program and fund
type (Fund Type Examples: 0100, 1300, 6350, 0200, 1200) combination. The Create Budget
Request screen will appear.

Save Back

Create Budget Request

Expand &ll | Collapse All

— Budget Request Details m

Request Code: * Name:
Form: 17_AL_ORIGINAL

* Stage: ﬂﬂ

|— - Budget Request Information

- Dimensions m

Fund: &

Program: k4

NOTE: On the Create Budget Request screen, there will be various entry fields. Each
Create Budget Request screen will be different based on the budget request form being
created.

Budget Request Instance Details

e Request Code — a unique number assigned to each budget request form instance. This
field is automatically created by the KBUD application when the user clicks the <Save>
button. This field is read only and cannot be changed by the user. This code will be
included in the user's communication to GOPM as part of the justification in any
appropriation or allotment modification requests.

e Form — the budget request layout code selected to create this budget form. This field is
read only and cannot be changed by the user. It is filled in automatically, when a user
selects the budget request code from the previous screen.

e Name — a 60 character name assigned by the user to identify the budget instance. The
user can use any name that is meaningful to them, but the same form name cannot be
used repeatedly for each specific type of budget request.

e Stage — stages are the means by which forms progress through the budget execution
process. Budget request forms travel through stages in one direction, and the ability to
access the budget request forms is determined by the form’s stage and the user’s
security. Agency users can only access forms that are in Stage 1 during the budget
execution process. NOTE: All budget request forms will be created in Stage 1, and
GOPM is responsible for advancing forms through subsequent stages.

Dimensions — the information required for this section will change based on the budget
request form being created. Every budget request form will contain a program code. NOTE:
The program code used by an agency to create a budget request form for budget
execution will always be the appropriation unit code.

BudExec2017 19 9/22/2016



Kentucky Budget System (KBUD) — 2017 Budget Execution Manual

Step 5 — Once the Name and Dimension(s) have been entered, select the <Save> button, and
a new instance of the 17_AL_ORIGINAL form will be created.

Save I Back
L

Create Budget Request

Expand &ll | Collapse All

- Budget Request Details

Request Code: * Mame: Public Health - FY17 General Fund Allotments
Form: 17_AL_ORIGINAL
* Stage: 1 ﬂ

|— - Budget Request Information

- Dimensions m

Fund: 0100 &
Program: 7285 &

Once the instance of the form is created, it will be displayed with new tabs available to begin
entering the budget request data. In the case below, the budget data entered will be for the
FY17 original allotment requests for each Level 6 allotment program that will receive General
fund allotments. NOTE: These programs are beneath the Level 5 appropriation unit 728S

in the program consolidation.

17_AL_ORIGINAL Form Instance

3 Action was successful.

Program Consolidation

Save Back

728S Public Health | Level 5 - Appropriatio

7282 HANDS

‘ Edit Budget Request

Allotments | Document Management ‘ I

Motify
Expand All | Collapse All

~ Budget Request Details m

7283 Reach QOut and Read

7284 Healthy Start

7285 Smoking Cessation

Request Code: 5417 *MName: Public Health - FY17 General Fund Alfments

7286 Immunization

7287 Folic Acid

7288 Early Childhood Mental Health

7289 Early Childhood Oral Health

728A General Health Support

728B Women's Health

728C Prevention and Quality Improvement

Form: 17_AL_ORIGINAL
* Stage: I3
-/ Reason For Change /
Reason Description:

[ -/ Budget Request Information /

728D Epidemiology and Health Planning

- Dimensions m /

Fund: 0100
Program: 7285

728J Maternal and Child Health

728L Laboratory Services

728P Public Health Protection and Safety

Unit Level

Level 6
Allotment
Level

BudExec2017
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Allotments Tab

Step 6 - Select the Allotments tab. This is the screen where budget request data will be
entered for the Level 6 allotment programs.

Kentucky Budget System (KBUD) — 2017 Budget Execution Manual

Save | Back

Edit Budget RequEt | Allotments | Iucument Management
H

- Budget Request Summary @

Layout Code: 17_AL_ORIGINAL Type: ﬂ Request Code: 5417 Request Name: Public Health - FY17 General Fund Allotments Stage: 1

Fund: 0100

Program: 7285

Refresh  Zero out Display Sub Total: Select Model:  [¥]
New Line  Copy Line  Delete Line Export Import Audit Trail Sort... View as CSV

Summary =1 =3 ]

[ oo rroven [ robea | wudneione

Totals
Page 1 |of 1 Show 20 %] rows per page No records to view
&

Expand All | Collapse All

Go to top of page

The two buttons located in the upper left-hand side of the screen perform the following
functions:
e Save — used to save the information entered in all tabs on the budget request form
e Back — used to close the budget request form. NOTE: If any changes were made
to the budget request form that have not been saved, a confirmation message
will appear warning that the changes will be lost.

You have made changes that have not been saved.

Click the Back button below to return to the previous page in order to save yvour work.
If wou want to proceed without saving vour changes, click Continue.

Back  Continue

o If the user wants save the changes, select <Back> to return to the budget
request form, and select the <Save> button to finalize your changes.

o If the user wants to continue and discard the changes, select <Continue> to
exit the budget request form without saving your changes.

The Static Fields section of the page displays read-only fields that will provide information
about the current budget request form instance:

e Layout Code: type of budget request form created
Type: this field will always display Generic
Request Code: the unique number assigned to this budget request form instance
Request Name: the name given to this budget request form instance by the user
Stage: the current stage of the budget request form
Program and Fund: the dimensions used to create the budget request form.
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The buttons located below the Static Field section are used for the following purposes:

Refresh — used to refresh and recalculate displayed sub-totals/totals based on changes
made in the posting column(s). It does not refresh totals in display columns or save any
of the data contained on the budget request form.

Zero Out — used to zero out ALL amounts in the posting column(s).

New Line — used to create a new blank budget line.

Copy Line — used to copy a budget line with the same chart of account information
(dimension) from the selected budget. No posting amounts are copied.

Delete Line — used to mark the selected budget line for deletion. However, the deletion
of the budget line will not be finalized until the user saves the budget request form by
selecting the <SAVE> button.

Sort — used to sort the budget line data in a way that is meaningful to the user.

The links below the Static Field Section are:

Export and View as CSV — used to export the budget line data in the form to a comma-
separate value (CSV) file, which can be opened in Excel. In order for this functionality to
work, the Internet Option setting changes discussed in Attachment 1: KBUD Setup and
Preferences must be completed.

Import — used to import budget line data from a comma-separate value (CSV) file into
the budget request form.

Audit Trail — used to show the User ID and Timestamp for each change made to the
budget lines, as well as comments that were entered by the user.

Step 7 - Select the <New Line> button. This will insert a blank row.

| Edit Budget Request I 1l I Document |

- Budget Reguest Summary

Layout Code: 17_AL_ORIGINAL Type: [¥] Request Code: 5417 Request Name: |Public Health - FY17 General Fund Allotments Stage: 1

Fund: 0100
Program: 7285

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

ine | CopyLine  Delete Line

Export Import Audit Trail Sort... View as CSV

Allotment Total

Expand All | Collapse All
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Each line will be assigned a line number which is the sequential order of the lines. The fields
immediately after the Line column will be dependent on the dimensions (fields) necessary for
the budget request form. On the 17_AL_ORIGINAL form, users will need to input the Program
and Budget Object for each row of data. The “T” column is the Object Type: “E” for Expense
and “R” for Revenue. The Object Type column will automatically be populated once the
budget request form is Refreshed or Saved. Located after the dimension columns will be a
number of posting columns. The number of posting columns will depend on the budget
request form. These are the fields that the user will input actual allotment amounts.

Posting Columns Posting Columns

B E o oo | Aobes | dugeobies [| e Quster2 Qurer s Quiers | lomeniTool —|_
O 1 X001
m]
—» =
< >
Totals Favorites
Short
Code Name
Search...
Dimension Field
—  Select Row

Select All Rows

Each dimension field will have a search option available. To use this feature, the user should
place the cursor in the desired cell and right mouse click to display the search link. The user
will then click the Search... link to search for the needed code.

All dimension fields must be completed before the budget form will save. Posting columns can
be blank. NOTE: If the user tries to save the budget request form with a blank dimension
field, the user will receive an error message.

Step 8 — Enter the budget request data for the Level 6 allotment programs and click the
<SAVE> when the user is ready to save the information.

Save Igack
\ Edit Budget Requast' Allotments l Document Management
(i
- Budget Request Summary @
Layout Code: |17_AL_ORIGINAL Type: [¥] Request Code: 5417 Request Name: Public Health - FY17 General Fund Allotments Stage: |1
Fund: 0100
Program: 7285
Refresh | Zero Out  Display Sub Total: Select Model:  [¥]
New Line | | Copy Line | | Delete Line Exort Import Audit Trail View Grach |50t | view as cv
] | Line Program AA Object Budget Object |1 Quarter 1 Quarter 2 Quarter 3 Quarter 4 Allotment Total Object
17284 X001 QUARTER 11,795,200 2,149,000 11,209,100 1,857,800 0
2 7284 X001 1 0 7,938,400
3 728A X001 2 433,500
4 X001 3 18,675,200
< >
Totals 0 0 0 0 0 0
Page 1 of1 Show |20 | % |rows per page Rows 1 - 4 of 4;
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If you receive an error message on the budget request form, click on the “breadcrumb trail” for
the error message at the top of the form, and the row where the error occurred will be
highlighted. In this case, Line 4 is highlighted with a bluish color highlight and requires a
program code to be entered. Fix the error and click the <SAVE> button until the user receives
the confirmation message “Action was successful.” To complete this form for submission, the
user would finish entering all the Level 6 programs that are being allocated General funds.

10012 Reference is required for Program’ I
|

I €3 Budget Request = > Budget Line 1 == Program

i
Save Back /
Edit Budget Request | All s |Dncument /

/ 0

- Budget Request Summary [i)

Layout Code: |17_AL_ORIGINAL Type: [~] Request Code: 5417 Uest Hame: Public Health - FY17 General Fund Allotments Stage: 1
Fund: 0100
Program: 7285

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

Export Import Audit TrailMfew Graph | ot | view as 5V

New Line  CopyLine Delete Line

QUARTER 11,785,200 2,145,000 11,209,100 1,857,800 0

(]
O 1 0 7,938,
O 3 4338
4 18,679,
< >
Totals 11,795,200 2,149,000 11,209,100 1,897,800 o 27,051,1
Page 1 of1 Show 20 || rows per page Rows 1-4of 4

Audit Trail Feature
It is possible the user will be changing the budget line amounts several times before the final

submission. Therefore, KBUD includes an audit trail feature that will enable you to track these
changes. To use the audit trail most effectively, fill in the “Reason for Change” box on the
Edit Budget Request tab prior to each time you Save the budget form. The “Reason for
Change” box can hold up to 255 characters. It is not required, but it could be helpful.

—
Edit Budget Request | Allotments | Document Management |

MNotify

Expand All | Collapse All

- - Budget Request Details m

Request Code: 5417 * Name: Public Health - FY17 General Fund Allotments
Form: 17_AL_ORIGINAL
* Stage: ﬂ

r - Reason For Change

Reason Description:

’— - Budget Request Informatien

- Dimensions m

Fund: 0100

Program: 7285
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Section 4: Original Allotment Requests & Modification Requests

Original Allotment Requests

Original Allotment Process Overview

After the biennial budget preparation process has been completed and the appropriation bills
enacted, the Governor’'s Office for Policy and Management (GOPM) will create and load all of
the agencies’ enacted appropriations within KBUD. Once the appropriations have been
completed, each agency will submit their original allotment budget request forms for the
upcoming fiscal year to be reviewed and approved by GOPM. Once approved, GOPM will load
the appropriations and original allotments into eMARS. The original allotment request process
must be completed prior to the beginning of each fiscal year in order for agencies to be able to
expend allotted amounts through eMARS.

GOPM will initiate the allotment request process through communication with all state
agencies. This communication will outline the allotment request process and the guidelines for
preparing and submitting allotment information.

The original allotment requests will follow the process below:

¢ Original allotment requests are entered in KBUD by the agencies and submitted to GOPM.
e GOPM then reviews, modifies (if necessary), and approves the allotment requests.
e GOPM uploads the allotment data into eMARS.

The original allotment budget request form (17_AL_ORIGINAL) is used to enter the requested
amounts for each allotment program prior to the beginning of each fiscal year. There should
be one allotment budget request form submitted for each appropriation unit/fund type
combination. For example, the Department for Public Health (Appropriation Unit 728S) would
submit four allotment budget request forms for FY 2017 because their budget involves four
different Fund Types (0100, 1300, 1200, and 6350):

Original Allotment Request Form for each Appropriation Unit/Fund Type
728S/0100 (General Fund)

728S/1300 (Restricted Fund)

728S/1200 (Federal Fund)

728S/6350 (Tobacco Fund)

All allotment programs within the same appropriation unit/fund type combination must be
submitted on the same form. It is important to note that if an allotment program does not have
any allotment amounts, then the agency should not include that allotment program in the
allotment budget request form. In addition, only the budget object types used by an allotment
program need to be included in the budget lines of the allotment budget request form.
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In the example below, Department for Public Health’s three allotment programs (728A, 728B,
and 728C) do not require an allotments for budget object types 5 and 6 (Debt Service and
Capital Outlay). Therefore, no lines were created for these two budget objects.

W] | o | 2 oo [| s | omrs | s | s | o |_ooes |
:

Oooooooooao

1 728A X001 1 E 0 6,595,100
2 728A X001 3 E 0 206,300
3 728A X001 4 E 0 20,250,900
4 728B X001 1 E 0 222,300
5 728B X001 3 E 0 16,900
6 728B X001 4 E 0 1,367,700
7 728C X001 1 E 0 1,561,000
8 728C X001 3 E 0 291,800
9 728C X001 4 E 0 5,128,600

Allotment Budget Request Process (Step by Step)
To create an allotment budget request form (17_AL_ORIGINAL), complete the following steps
after logging into KBUD and navigating to the Home page:

Reference Data Security

Advantage Performance Budgeting - KBUDNP = Budget Tasks

utilities

Step 1 — Click on the <Formulate Budget Request> link.

Budget Tasks

Categories

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

Pages

I Formulate Budget Regquest I

Execute Query

Refresh Cache Page

Go to top of page

Step 2 — Click on the <17_AL_ORIGINAL> link to begin the process of creating an instance

of the form.

Reference Data Security Utilities Budget Tasks

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

Budget Layout Selection

Code: MName: Search
Layout Type:

Display 20 Items Sort...

oot v |
E 1618 CAPITAL EXPEMND Capital Request Expenditures

_EJ 16 AL ORIGINAL FY 156 Allotment Request

_TEI 16 MODIFICATION FY 16 Appropriation/Allotment Modifications

:l] 17 AL ORIGINAL I FY 17 Allotment Request

_:J 17 MODIFICATION FY 17 Appropriation/Allotment Modifications

Go to top of page
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Step 3 — Click on the <NEW> button to create a new instance of the form.

Welcome, RVI0040 Messages(0) [ Home &

Reference Data Security Utilities Budget Tasks

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

Select Budget Request

Layout Code: 17_AL_ORIGINAL Request Code: Stage: ﬂ Archive View: Fa\seﬂ Search
Layout Type: ﬂ MName:
Fund: | 5 program: ¥
New Delete  Save Display 20 ¥|Items  Sort..
[ frowes:coe S T

- NO ITEMS TO DISPLAY -

Go to top of page

Step 4 — Enter the following information in the fields on the form and click the <SAVE>
button:

e Name: Enter the name of the form. This name will always be assigned to this
allotment budget request form. It is recommended that the user choose a
meaningful name that can help identify the Appropriation Unit/Fund Type
combination represented by the budget request form. You may enter up to 60
characters with spaces. A good “rule of thumb” would be to enter the
appropriation unit program name followed by the fund type name or code (i.e.
FY17 DPH Tobacco Fund Allotment).

e Stage: By default, all forms will be created in Stage 1. NOTE: GOPM will
advance forms through subsequent stages.

e Program: This field is used to designate the appropriation unit program code for
this budget request form. The program code will always be the appropriation unit
code, also known as the Function Group in eMARS (i.e. 728S for Department for
Public Health).

e Fund: This field is used to designate the fund type for this budget request form.

Save Back

Create Budget Request

Expand All | Collapse All

- Budget Request Details m

Reguest Code: * MName: |FY17 DPH Tobacce Fund Alletment

Form: 17_AL_ORIGINAL

* Stage: lﬂ

|— - Budget Request Information

-/ Dimensions m

Eund: 6350 I4
Program: 7285 &
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Once the <SAVE> button has been clicked, an instance of the 17_AL_ORIGINAL form will be
created to include the Allotments tab where the user will finish entering the actual allotment
budget request amounts:

Edit Budget Request I Allotments |[Document Management |
L

Expand All | Collapse All

r - Budget Request Details m

Request Code: 5364 * Name: FY17 DPH Tobacco Fund Allotment
Form: 17_AL ORIGIMAL
* Stage: ]

r—= Reason For Change

Reason Description:

|—— Budget Request Information

-/ Dimensions m

Fund: 6350

Program: 7285

Step 5 — Click on the Allotments tab and enter the actual allotment budget request amounts
by adding new lines to the form and click the <SAVE> button to complete the form.

e The example below is a single budget request for the appropriation unit 728S (Dept
for Public Health) and fund type 6350 (Tobacco). This example allots $13,383,800 to
six different allotment programs (7282, 7284, 7285, 7287, 7288, and 7289) across
four quarters. The amounts entered for the four quarters should be representative of
the actual expected expenditure rates. NOTE: General Fund ONLY allotments are
also divided by the budget object types. The budget object type amounts
would be entered in the Object column (Note: The screenshot below does not
have any amounts entered in the Object column because this is not a General
Fund budget request).

Edit Budget Raquei ! Allotments | lincument Management |

- Budget Request Summary m

Layout Code: 17_AL_ORIGINAL Type: ﬂ Request Code: 5364 Request Name: FY17 DPH Tobacco Fund Allotment Stage: 99
Fund: 6350
Program: 7285

Refresh  Zero Out  Display Sub Total: Select Model: ﬂ

MewLine  CopyLine  Delete Line Exo0rt Import AuditTrail View Graoh  gorp . yiew as €SV

=] Line [yp— Budget Object |1 Quarter 1 Quarter 2 Quarter 3 Quarter 4 ‘Allotment Total
[m] 17282 X011 QUARTER E 2,700,000 2,250,000 2,070,000 1,980,000 9,000,000
O 2 7284 X011 QUARTER E 300,000 250,000 230,000 220,000 1,000,000
O 3 7285 X011 QUARTER E 541,100 451,000 414,900 396,800 1,803,800
O 4 7288 X011 QUARTER E 300,000 250,000 230,000 220,000 1,000,000
O 57287 X011 QUARTER E 40,000 40,000 0 0 80,000
O 6 7285 X011 QUARTER E 150,000 125,000 115,000 110,000 500,000
< pd
Totals 4,031,100 3,366,000 3,059,900 2,926,800 13,383,800
Page 1 of1l Show 20 | |rows per page Rows 1 - 6 of 5,‘4
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Appropriation and Allotment Modification Requests

Appropriation and Allotment Modification Request Process Overview

A modification budget request form can be used to submit changes to the original
appropriation, allotment, and/or quarterly revenue revision amounts. Here are two most
common examples for completing a modification request form:

e Prior to the beginning of each fiscal year, agencies submit their original allotments via
the 17_AL_ORIGINAL Form. These original allotment requests are the agency’s best
forecast for matching quarterly allotment amounts to the agency’s actual quarterly
expenditure patterns. However, these expenditure amounts may need to shift
throughout the fiscal year based on changing quarterly needs. Therefore, an allotment
modification request may be necessary to make adjustments to the original allotment
requests in order to realign quarterly allotment amounts to the agency’s actual quarterly
expenditure needs.

e In another common example, modification requests may be needed due to a change in
the appropriation. For example, an agency may receive a new federal grant during the
course of the fiscal year. Therefore a modification request will need to be submitted for
an increase in the appropriation, allotment, and quarterly revenue revision amounts.

If an appropriation, allotment, or quarterly revenue revision must be modified during the fiscal
year, a modification budget request form (17_MODIFICATION) must be completed. Once the
modification request has been processed and approved in KBUD, GOPM will load the change
in eMARS. The agencies should discuss these modifications as they materialize with their
GOPM analyst. Agencies initiate the modification request process through written
communication with GOPM. This communication outlines the reason for the modification and
the amount of change. A copy of this written request is also transmitted to the LRC.

The modification budget request forms follow the process below:

e The modification budget request forms (17_MODIFICATION) are entered in KBUD by
the agency.

e The agency submits written request to GOPM for the modification, including the
program code, fund, budget request code, and reason for modification of the specific
KBUD modification form.

e GOPM will then review, modify (if necessary), and approve the modification.

e GOPM uploads the modified data into eMARS and forwards a copy to LRC for reporting
purposes only.
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Allotment Modification Request Process (Step by Step)

Example 1 — Modification to allotment only (no change to appropriation or quarterly

revenue)

This is an example of a Department for Public Health General Fund allotment modification
budget request adjusting the allotment amounts between quarters and budget object types.

To create an allotment modification request form (17_MODIFICATION), complete the following

steps after logging into KBUD and navigating to the Home page:

Step 1 — Click on the <Formulate Budget Request> link.

Reference Data Security Utilities Budget Tasks

Advantage Performance Budgeting - KBUDNP = Budget Tasks

Budget Tasks

Categories

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

Pages

I Formulate Budget Regquest I
Execute Query

Refresh Cache Page

Go to top of page

Step 2 — Click on the <17_MODIFICATION> link to begin the process of creating an

instance of the form.

Reference Data Security Utilities Budget Tasks

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

Budget Layout Selection

Code: MName: Search
Layout Type:

Display 20 Items Sort...

oot v |
_EJ 1618 CAPITAL EXPEMND Capital Request Expenditures

D 16 AL ORIGINAL FY 156 Allotment Request

EI 16 MODIFICATION FY 16 Appropriation/Allotment Modifications

_:J 17 AL ORIGINAL FY 17 Allotment Request

1] 17 MODIFICATION I FY 17 Appropriation/Allotment Modifications

Go to top of page
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Step 3 — Click on the <NEW> button to create a new instance of the form.

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

Reference Data Security Utilities Budget Tasks

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

Select Budget Request

£2Yout 117 MODIFICATION Seguest stage: [v] Archive g [V search
oo ] Name:

Fund: ] Program: 7

New Delete  Save Display 20 [¥]Items | Sort...

| W] [requestcode  fmame  Jswge  [rund  [erogram |
Go to top of page
Step 4 — Enter the following information in the fields on the form and click the <SAVE>
button:

e Name: Enter the name of the form. It is recommended that the user choose a
meaningful name that can help identify the Appropriation Unit/Fund Type
combination represented by the budget request form. You may enter up to 60
characters with spaces. A good “rule of thumb” would be to enter the
appropriation unit program name followed by the fund type name or code (i.e.
FY17 DPH General Fund Modification-1).

e Stage: By default, all forms will be created in Stage 1. NOTE: GOPM will
advance forms through subsequent stages.

e Program: This field is used to designate the appropriation unit program code for
this budget request form. The program code will always be the appropriation unit
code, as known as the Function Group in eMARS (i.e. 728S for Department for
Public Health).

e Fund: This field is used to designate the CAFR fund type for this request form.

Save Back

Create Budget Request

Expand All | Collapse All

- Budget Request Details m

Request Code: * MName: FY17 DPH General Fund Modification-1
Form: 17_MODIFICATION
* Stage: 1ﬂ

[ - Budget Request Information

-/ Dimensions m

Fund: [sNRL x| &
Program: 7285 7
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Once the <SAVE> button has been clicked, an instance of the 17 _MODIFICATION form will be
created to include the AL Modification, AP Modification, and Quarterly Revenue Revision tabs.
NOTE: Not all the tabs will have to be used when requesting a modification. In this case,
the AL Modification tab will be the only tab used to enter the modification request:

| Edit Budget Request I AL Modification |AP Modification | Quarterly Revenue Revision | Document Management |
Motify

Expand All | Collapse All

- Budget Request Details m

* Stage: ﬂﬂ

Request Code: 5418 *Name: FY17 DPH General Fund Modification-1

Form: 17_MODIFICATION

- Reason For Change

Reason Description:

-

Budget Request Information

- Dimensions m

Fund: GNRL

Program: 7285

Step 5 — Click on the AL Modification tab and enter the actual allotment modification
request amounts by adding new lines to the form and click the <SAVE> button to complete
the form.

In this specific example, the agency (appropriation unit 728S) will be hiring a
new staff assistant at the beginning of Quarter 3 and needs to realign
allotment amounts of $50,000 from one allotment program to another, and it
also involves realigning allotment amounts of $50,000 from one budget object
to another.

The first line reduces program 728C’s General Fund allotment amounts by
$25,000 for both Quarters 3 and 4 ($50,000 Total).

The second line reduces 728C’s General Fund allotment amounts for Budget
Object 4 (Grants/Loans/Benefits) by $50,000.

The third line increases program 728A’s General Fund allotment amounts by
$25,000 for both Quarters 3 and 4 ($50,000 Total).

The fourth line increases 728A’s General Fund allotment amounts for Budget
Object 1 (Personnel) by $50,000.
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Bt Budet fequell | AL Modifetation | B Hoddicaton | Quarery Reverue Bevaos | Document Hanagement |

- Bt Regquest Summary (1)

Layout Coder 17 _HODIFICATION Type ;l Regquest Code: 5418 Sequest Mame; FY17 0P General Fund Modficatan- 1 Stage; |
Fund: Gl
Pregraem I8

Befresh  Zero Gut  Dapley Sub Toksl: [ Sefect Mofal: v

Mew Line sy Line | Dejete Line | CERSED Lmeas AudtToed Mew Goagh | ssm.. yeew a5 OOV

Allstment Total

3 7IBC OADD A0MD 4 E

L] o o [} L] ] 50,003

3 TaEa L5t bt JUMRTER E L a 5,000 15,000 50000 o L

4 TIEE Lehte) MY L E L] 1] o 2 L] o 50,003

Tatals [ [ o [ [] [ o
] Pige 1 o1 Show 0 [¥] rews per page

Note: the AA Object code will prepopulate on the line. The form will default to
the X010 code for allotment modification since this is the most common code.
However, users can change the code as necessary.
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Example 2 — Modification to the appropriation, allotment and quarterly revenue amounts
This is an example of a Department for Public Health Federal Fund allotment modification
budget request. In this example, an additional federal grant award was secured; therefore
there is a need to increase the appropriation, allotment, and quarterly revenue amounts.

To create an allotment modification request form (17_MODIFICATION), complete the following

steps after logging into KBUD and navigating to the Home page:

Reference Data Security Utilities Budget Tasks

Advantage Performance Budgeting - KBUDNP = Budget Tasks

Step 1 — Click on the <Formulate Budget Request> link.

Budget Tasks

Categories

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

Pages

I Formulate Budget Regquest I

Execute Query

Refresh Cache Page

Go to top of page

Step 2 — Click on the <17_MODIFICATION> link to begin the process of creating an

instance of the form.

Reference Data Security Utilities Budget Tasks

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

Budget Layout Selection
Code: Name:
Layout Type:

Display 20 Items Sort...

16 AL ORIGIMNAL
16 MODIFICATION
17 AL ORIGINAL

L

_EJ 1518 CAPITAL EXPEMND
O]

E

O

L

17 MODIFICATION I

Go to top of page

Search

Capital Request Expenditures

FY 156 Allotment Request

FY 16 Appropriation/Allotment Modifications
FY 17 Allotment Request

FY 17 Appropriation/Allotment Modifications
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Step 3 — Click on the <NEW> button to create a new instance of the form.

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

Reference Data

Security Utilities Budget Tasks

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

Layout
Type:

Fund:

New

Go to top of page

Select Budget Request

Layout 17 wopIFICATION Request Stage: | [v] Archive (g [ search
Code: View:

ﬂ Name:

(M foewestcoge —— Jeme g luna  lerogom

Code:

] Program: 4

Delete  Save Display 20 [V] Items  Sort...

- NO ITEMS TO DISPLAY -

Step 4 -

button:

Enter the following information in the fields on the form and click the <SAVE>

Name: Enter the name of the form. This name will always be assigned to this
allotment budget request form. It is recommended that the user choose a
meaningful name that can help identify the Appropriation Unit/Fund Type
combination represented by the budget request form. You may enter up to 60
characters with spaces. A good “rule of thumb” would be to enter the
appropriation unit program name followed by the fund type name or code (i.e.
FY17 DPH Federal Fund Modification-1).

Stage: By default, all forms will be created in Stage 1. NOTE: GOPM will
advance forms through subsequent stages.

Program: This field is used to designate the appropriation unit program code for
this budget request form. The program code will always be the appropriation unit
code, as known as the Function Group in eMARS (i.e. 728S for Department for
Public Health).

Fund: This field is used to designate the CAFR fund type for this request form.

Save Back

Create Budget Request

Expand All | Collapse All

— Budget Request Details m

Reguest Code: *Name: FY17 DPH Federal Fund Modification-1
Form: 17_MODIFICATION
* Stage: 1ﬂ

|—— Budget Request Information

- Dimensions m

Fund: FDRL i
Program: 7285 &
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Once the <SAVE> button has been clicked, an instance of the 17 _MODIFICATION form will be
created to include the Request Code, AL Modification tab, AP Modification tab, and Quarterly
Revenue Revision tab. NOTE: Not all the tabs will always need to be used when
requesting a modification. In this case, all three tabs will be used to enter the modification

request:

Save Back

Edit Budget Reques| I AL Modification | AP Modification | Quarterly Revenue Revision

Motify
Expand All | Collapse All

- Budget Request Details m

Request Code: 541% I" Name: FY17 DPH Federal Fund Modification-1

Form: 17_MODIFICATION

* Stage: ﬂ

- Reason For Change

Reason Description:

|- - Budget Request Information

- Dimensions m

Fund: FDRL

Program: 7285

Step 5 — Click on the AL Modification tab and enter the actual allotment modification
request amounts by adding new lines to the form and click the <SAVE> button to complete
the form.

In this specific example, the agency (appropriation unit 728S) has received an
additional $600,000 grant award to an existing federal grant supporting
smoking cessation to increase public outreach and support additional
cessation treatments. The additional funds will be available starting in Quarter
2 of the current fiscal year. The agency plans on hiring two additional part-
time personnel to help with the outreach in various areas of the state and to
provide additional funds to the local health departments to help pay for
additional cessation treatments.

In the screen below, the agency will use the expenditure forecast shown to
add a new budget line to the form to allot $600,000 in funds across the
Quarters 2, 3, and 4 for allotment program 7285 (Smoking Cessation) using
Fund 1200 (Federal), AA Object X010 (Other Budget Revision), and Budget
Object Quarter.

Expenditure Forecast

Smoking Cessation Quarter 2 Quarter 3 Quarter 4 FY Total
Personnel $20,000 $20,000 $20,000 $60,000
Treatment 180,000 $260,000 $100,000 $540,000
Total $200,000 $280,000 $120,000 $600,000
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Save  Back

Edit Budget Request | AL Modification | AP Modification | Quarterly Revenue Revision | Document Management

= Budget Request Summary
Layout Code: |17_MODIFICATION Type: |Generc [V] Request Code: 5419 Request Name: [FY17 DPH Federal Fund Modification-1 Stage: 1
Fund: FDRL
Program: 7285
Refresh | | Zero Out | |Display Sub Totali| []i Select Model:
Mew Line  Copy Line  Delete Line ExRort Import AuditTrail View Graph sort.. view as €5V
Summary =1} =1 =]
e o] e | o | N
17285 1200 X010 QUARTER  E 200,000 280,000 120,000 600,000
Totals 0 200,000 280,000 120,000 600,000 0 n.
Page 1 |of1 Show |20 [ ]rows per page Rows 1-10of 1,

Step 6 — Click on the AP Modification tab and enter the actual appropriation modification
request amount by adding a new budget line to the form and click the <SAVE> button to
complete the form.

e In the screen below, the user adds one new budget line and fills in the AA
Object code and Appropriation Mod field with the total amount of the
modification, $600,000.

Save Back

——————
Edit Budget Request | AL Mudiﬁc‘atiunl AP Modification | Quarterly Revision | D gement

- Budget Request Summary m

Layout Code: 17_MODIFICATION Type: |Generic Request Code: 5419 Request Name: FY17 DPH Federal Fund Meodification-1 Stage: 1
Fund: FDRL
Program: 7285

Refresh  Zero Out  Display Sub Total: Select Model:

Export AuditTrall got  yiew as €SV

New Line  Copy Line  Delete Line

[ - S - . S

1 APPROP X010 600,000

Totals .

Page |t |of1 show |20 [W]rows per page

Step 7 — Click on the Quarterly Revenue Revision tab and enter the quarterly revenue
amounts from this new grant award by adding a new line to the form and click the <SAVE>
button to complete the form.

e In the screen below, the user adds one new budget line and populates the
budget object, Quarter 2, 3, and 4 fields with the appropriate information
based on the expenditure schedule below. NOTE: New lines will
automatically default to Budget Object CURREC:
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Layout Code: |17_MODIFICATION Type: [~] Request Code: 5419
Fund: FDRL

Program: 7285

Smoking Cessation Quarter 2 Quarter 3 Quarter 4 FY Total
Personnel 520,000 520,000 520,000 560,000
Treatment 5180,000 5260,000 5100,000 5540,000
Total 5200,000 5280,000 5120,000 £600,000
Save Back
Edit Budget Request | AL Madification | AP Modification Wm
i
- Budget Request Summary
Request Name: FY17 DPH Federal Fund Modification-1 Stage: 1

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

Export Audit Trail View Graph  gpore .| view as csv

New Line  Copy Line  Delete Line

Summary

1 CURREC R 200,000
Totals 200,000
Page 1 of 1

280,000

-280,000

EH S GhEs
o

Show 20 [™|rows per page

120,000

=]

Revenue
Total Revised
FY 16-17

==
300,000

-120,000

—3uu,uuu.

Rows1-1of1l
#

NOTE: the Revenue Total Revised FY 16-17 column will fill in automatically by the
system when the user clicks the <SAVE> button. The amount should represent
the accumulative amount for all _previously approved FY17 Modifications
processed for 728S Federal Funds. Therefore, based on the screen above, there
have been previous modifications submitted and approved for 728S/Federal

funds for $300,000.
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Process for Submitting Appropriation Modification Requests to GOPM

Depending on your agency’s guidelines for review, your appropriation modification request is
now ready for submission to GOPM. You will need to send your written justification along with
the modification report to your GOPM analyst.

Upon receipt of your written justification, the GOPM budget analyst will then access your
modification budget request form for review. The GOPM analyst will want to access the
request at the agency stage level 1, so if any changes need to be made, the agency can make
those changes and resubmit the request to GOPM.

Upon approval, GOPM will upload the modification data to eMARS. A copy will also be
forwarded to LRC by GOPM.

Quarterly Schedule for Appropriation Modification Requests

APPROPRIATION MODIFICATION
QUARTERLY REPORTING SCHEDULE

QUARTER DUE DATE REPORT EFFECTIVE DATE
DATE
15T Quarter June 15 July 1 August 1
2" Quarter September 15 October 1 November 1
3" Quarter December 15 January 1 February 1
4™ Quarter March 15 April 1 May 1

Appropriation modification requests are processed on a quarterly schedule. The table above
shows the due date from the agency to GOPM, report date from GOPM to LRC and effective
date for the loading to eMARS for each quarter.

Requests for Appropriation modifications must be submitted on or before the due date for the
modification to be included in the packet submitted from GOPM to LRC for review by the
Appropriation and Revenue Committee.
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Section 5: KBUD Queries

Queries can be run within the KBUD application to display financial data. Generally, queries
are the best way to review data in KBUD. Queries resemble Excel spreadsheets because they
display the data in rows and columns. The following is a sample query result of an FY 17

allotment request:

Allotment |Allotment Allotment Allotment
Qtr 1 IQtr 2 Qtr 3 Qtr 4 Unallotted
FY 16-17 FY 16-17 FY 16-17 FY 16-17 FY 16-17

Summary 7285: Public Health
Quarter

Appropriation

7288: Public Health
Appropriation

7282: HANDS

Quarter

7283: Reach Out and Read
7284: Healthy Start
Quarter

7285: Smoking Cessation
Quarter

7286: Immunization
7287: Folic Acid

Quarter

7288: Early Childhood Mental Health
Quarter

7289: Early Childhood Oral Health
Quarter

728A: General Health Support

Quarter

728B: Women's Health

Quarter

728C: Prevention and Quality Improvement
Quarter

728D: Epidemiology and Health Planning
Quarter

7281: Maternal and Child Health

Quarter

728L: Laboratory Services

Quarter

728P: Public Health Protection and Safety
Quarter

§9.127,200 74,275,400 68,436,100 65,154,500
a g ) a

a a ) a
9,472,400 7.893.700 7,262,200 6,946,500
300,000 250,000 230,000 220,000
541,100 451,000 414,500 356,800
40,000 40,000 o ol
300,000 250,000 230,000 220,000
150,000 125,000 115,000 110,000
6,441,500 5,367,900 4,938,500 4,723,800
2,972,000 2,476,700 2,278,600 2,179,500
1,628,400 1,357,000 1,248,400 1,154,200
13,384,600 11,153,800 10,261,500 9,815,400
49,215,700 41,013,000 37,731,900 36,091,400
1,950,200 1,625,200 1,625,200 1,300,000
2,731,300 2,276,100 2,099,500 1,956,900

=N

=

=]

=]

L T =T = T T R = S 1= R O T S =

=]

Allotment

FY 16-17

297,037,200
)
0

31,574,800

1,000,000

1,803,800

80,000

1,000,000

500,000

21,471,700

9,906,800

5,428,000

44,615,300

164,052,000

6,500,600

9,104,300

(Object Class
FY 16-17

=2 Iele

[=]

= e e

(=]

(=]

[Appropriation
(Amount

FY 16-17

368,148,500

368,148,500

2

=]

=]

=

=]

=]

=]

=]

=]

=]

=]

=]

(=]
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How to Access and Run a KBUD Query

Step 1 - The query option is available on the Home Page as well as on the Budget Tasks sub-
menu. Click the <Execute Query> link.

Reference Data Security Utilities Budget Tasks

Advantage Performance Budgeting - Training = Budget Tasks

Budget Tasks

Categories

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

Pages
Formulate Budget Reguest
Execute Query

Refresh Cache Page

Go to top of page

The user can now view the “Execute Query” page and search for the specific query.

One of the commonly used functions is Wildcard searches. A Wildcard search allows the
user to search and find items that have related nhames or codes. There are three ways to
use the Wildcard search:

1) Use an asterisk after the words or numbers; this will return a list of queries that
BEGINS with your search word/number.

2) Use an asterisk before the words or numbers; this will return a list of queries that
ENDS in your search word/number.

3) Use an asterisk before and after the words or numbers; this will return a list of
gueries that use your words/numbers anywhere in the field being search.

For example, if the user wanted to see all of the queries available for the FY 2017 budget
execution, type “17_*" in the Code textbox and select the <Search> button.

Reference Data Security Utilities Budget Tasks

Advantage Performance Budgeting - KBUDNP > Budget Tasks > Execute Query &

Execute Query

Code: 17_7| I x| Name: Query ﬂ Public: Search
Type: —

Display All ﬂ Items Sort...

—

Items 1-4 of 4 [&]

| jcode fvame  [gueryiype |
:J 17 AP WS AL EMARS FY 2017 Original AP vs AL Loaded to eMARS Budget Data

E 17 AP REVISED FY 2017 Revised Appropriations Budget Data

[E 17 AL ORIGIMNAL FY 2017 Original Allotments Budget Data

& 17 NGE FY 2017 Mecessary Government Expenses Budget Data
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Step 2 - From this Execute Query page, click the <17_AL_ORIGINAL> query to view the
original allotment amounts for a specific allotment program and CAFR fund type combination.

Reference Data Security Utilities Budget Tasks

Advantage Performance Budgeting - KBUDNP > Budget Tasks = Execute Query A=

Execute Query
H

Code: 17_% x| MName: Query [v] Public: Search
Type: -

Display All ﬂ Items Sort...
Items 1-4 of 4

| Jcode [Nme  [gueryType
E 17 AP WS AL EMARS FY 2017 Original AP vs AL Loaded to eMARS Budget Data
& 17 AP REVISED FY 2017 Revised Appropriations Budget Data
s ———
|E] 17 AL ORIGIMAL I FY 2017 Original Allotments Budget Data
[&

17 NGE FY 2017 Necessary Government Expenses Budget Data

Step 3 - From this Query Results page, choose all of the query parameters necessary to get
the results desired and click the <QUERY> button to execute the query and view the results.

e In the example below, program 728S (Public Health) and CAFR fund type TBCO
(Tobacco Funds) will be used. The query results are dependent upon the
parameters (filters) entered by the user. In this example, the user will need to enter
the Fund Code “TBCO”, Program Code “728S”, and Budget Period Code “2017”
(NOTE: 2017 will be the default code for all the 2017 Budget Execution
qgueries).

e The user can also choose the level of detail for the query results by changing the
query parameters:

e Tabbed Dimension: Choose the dimension from the drop down menu you want
to show on a separate tab — for example if you wish to see a separate tab for
each appropriation unit and all of the allotments below it you would select
“Program” from the drop down list. The choices in the drop down will depend on
the report; different reports will have different choices.

e Level: The level field directly relates to the level of the Consolidation table
associated with the Dimension selected. For example, to see a tab for all of the
allotments beneath a particular appropriation unit, the user should select Level
“6”, since the level “6” on the Program Consolidation table is the allotment level.

e Show All Levels: This checkbox determines whether all data between the
selected dimension and the level selected is displayed in the QUERY results.
Tab Results: Determines the level of detail shown. Options are “Summary”,
“Detail” or “Both”.
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Reference Data Security Utilities Budget Tasks

Advantage Performance Budgeting - KBUDNP > Budget Tasks > Execute Query > Qu

Query Results Pop up Search Screen

=]
A 4

= Query Information m Fund Search
Query Code: 17_AL_ORIGINAL ﬁ%ﬂ Edit Query fimension Consolidation. e, consaiinaTioN Pimension [y
it Model . G
* Toggle Column: COLUMN1 ) L
Edit Conditional Format Search [ Cancel
/ Bieplay (20 (%] tame | Sart_.
- Query Parameters [i] Tharm Pages 1 2 3
N / | fcode ____________ [DimensionCode ______[Dimensionbame |
Dimension Filte. v = o
Selest & FUND_CONSOLIDATION o Cnfaule
Fund / ” -
K Select & FUND_CONSOLIDATION oL Capital Fund
Default Consolidation: #' Default Dimension Code: + N i EohabtinaiEy Vit SRR
’r Code: [FUND_CONSOLIDATION @ ’V Code: TBCO ¥ FUND_CONSOLIDATION LPFL Appeopriation Fund Dummy Lavel |
Select ' FUND_CONSOLIDATION FORL Federal Fund
Program Selest 4 FUND_CONSOLIDATION GNL General Fund
Default Consolidation: Defsult Dimension Code: ¥ Select 4 TUND_CONSOLIDATION vz Appeopristion Fsnd Dumry Level 3
’r Code: |2017BUDEXEC @ ’V Code: 7285 Select  + FUND_CONSOLIDATION WY Highway Bands
Select 4 FUND_CONSOLIDATION ROAD Roed fund
Budget Period Select  # FUND_COMSOLIDATION RSTO Restricted Fund
Default Consolidation: #' Defsult dimension Code: ¥ Select 4 FUND_CONSOLIDATION 1200 Federal Fund
’r Code: BUDGET_PERIOD_CON: & ‘ ’V Code: 2017 Selact ¥ FUND_CONSOLIDATION 2800 Harse Park Commissian Fund ]
< >
Tab Setup
Tabbed Dimension: Program *Tab Results: Both
Level: & 6 Show All Levels:

The results of the query show both the Summary and Detailed results.

[Allotment [Allotment |Allotment Allotment [Appropriation
Qtr 1 lObject Class [Amount

Summary 7285: Public Health

Quarter 4,031,100 3,366,000 3,055,500 2,926,800 o 13,383,800 a o

Appropriation o o o o o o o 13,383,800

728S: Public Health Summary ReSUItS

2 = o L o o o L o 4

7282: HANDS

Quarter 2,700,000 2,250,000 2,070,000 1,980,000 o 9,000,000 o

7283: Reach Out and Read

7284: Healthy Start

Quarter 300,000 250,000 230,000 220,000 o 1,000,000 o

7285: Smoking Cessation

Quarter 541,100 451,000 414,900 396,800 o 1,803,800 o

7286: Immunization

7287: Folic Acid .

Quarter Deta”ed ReSU”IS 40,000 40,000 o o ] 80,000 ]

7288: Early Childhood Mental Health

Quarter 300,000 250,000 230,000 220,000 o 1,000,000 o

7289: Early Childhood Oral Health

Quarter 150,000 125,000 115,000 110,000 o 500,000 o

728A: General Health Support

728B: Women's Health

728C: Prevention and Quality Improvement

728D: Epi iology and Health PI; i

7283: Maternal and Child Health

728L: Laboratory Services

728P: Public Health Protection and Safety
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The query has a drill down feature, so a user can click on an amount in the query and a pop up
screen will provide the budget form detail for that amount.

The query also has a zoom feature, so a user can choose a budget line in the drill down pop
up screen and enable the <Zoom> button. When the user clicks on the <Zoom> button the
Zoom pop up screen will appear and provide the Form request code, stage, amount, user and
time stamp.

‘Allotment ‘Allotment |Allotment |Allotment [Allotment [Appropriation
Qtr 1 Qtr 2 Qtr 3 Qtr 4 Unallotted Total Object Class [Amount
FY 16-17 FY 16-17 FY 16-17 FY 16-17 FY 16-17 FY 16-17 FY 16-17 FY 16-17

Summary 7285: Public Health

Quarter 4,031,100 3,366,000 3.055,900 2,925,800 o 13,383,800 o o
Appropriation o a a a o o o 13,383,800
728S: Public Health

Appropriation o 0 0 0 o o o 13,383,800
7282: HANDS

Quarter 2,700,000 2,250,000 2,070,000 1,980,000 o 5.000.000 o o

7283: Reach Out and Read
7284: Healthy Start
Quarter —
7285: Smoking Cessatio!
Quarter

7286: Immunization
7287: Folic Acid

Quarter . :
7288: Early Childhood M = Display 20 |V |Items View as CSV Sort...

Boade; - Items 1-2 of 2 [F]
7289: Early Childhood O

Quarter it Budget Restricted Budget Off Budget Time
728A: General Health Su hganization hrogram|Braiect Object Ob]ect Fund ane |Period Fund Period

7288: Women's Health 6350 7282 0 QUARTER X011 0 0 2017 0 17Q1AVORG 2,700,000
728C: Prevention and Qu|
728D: Epidemiology and |!] 2,700,000

7281: Maternal and Child
728L: Laboratory Servicel] 50 to top of page
728P: Public Health Prot

Display 20 [¥]|Items View as CSY Sort..

Ttems 1-2 of 2 [F] .

e

2,700,000 MGIOO11 03/01/2016 10:27:28

2,700,000

Go to top of page
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How to Export the KBUD Query Results to Excel

KBUD has the capabilities to export the results of a query into Excel.

Step 1 - To export your data to Excel, click the <Export Tab> link.

Export Tab f§Send Link Row Label: Column Label: Goto

|Allotment |Allotment Allotment Allotment

lQtr 1 IQtr 2. Qtr 3 Qtr 4

FY 16-17 FY 16-17 FY 16-17 FY 16-17
Summary 728S: Public Health
Quarter 4,031,100 66,000 3,059,500 2,926,800
Appropriation 2 2 o o
728S: Public Health
Appropriation 2 2 o a
7282: HANDS
Quarter 2,700,000 2,250,000 2,070,000 1,980,000
7283: Reach Out and Read
7284: Healthy Start
Quarter 300,000 250,000 230,000 220,000
7285: Smoking Cessation
Quarter 541,100 451,000 414,500 356,800
7286: Immunization
7287: Folic Acid
Quarter 40,000 40,000 a o
7288: Early Childhood Mental Health
Quarter 300,000 250,000 230,000 220,000
7289: Early Childhood Oral Health
Quarter 150,000 125,000 115,000 110,000
728A: General Health Support
728B: Women's Health
728C: Prevention and Quality Improvement
728D: y and Health Planning
7281: Maternal and Child Health
728L: Laboratory Services
728P: Public Health Protection and Safety

Unallotted
FY 16-17

[Total Amou

FY 16-17 FY 16-17
o 13,383,800 o o
o o ol 13,383,600
o 2 2 13,383,800
0 9.000,000 ] 0]
o 1,000,000 o 0
o 1,803,800 a o
o 80,000 ol o
0 1,000,000 ] 0]
o 500,000 il 0]

|Allotment

Appropriation

Object Class
FY 16-17

Step 2 — The user will be prompted to either Save or Open the file. If the user opens the file,
the Excel file will open and resemble the one below.

Page Layout

=

Insert

Ea =

Formulas Data

Review

Wiew

Developer

Add-Ins

s woman Q [ B B 5
uer [ Formula Bar L

Acrobat

B

Team

[ split

! Hide

11 View Side by Side

[} synchronous Serolling

Normal| Page Page Break | Custom  Full Gridlines [ Headings Zoom 100% Zoomta | MNew Arange Freeze ) - Save Switch | Macros
Layout  Preview Views Screen Selection | Window Al Panes= 1 Unhide | 4 Reset Window Position  warkspace Windows ~ - I
Warkbook Views | Show | Zoam | Window | Macros |

- £ | Code: 17_AL_ORIGINAL v
i =
| -
|
|
|
4,031,100 3,366,000 3,059,900 2,926,300 13,383,800 [
[ [} 0 [ [} [} [} 13,383,800 =
o [ 0 o [ [ [ 13,383,800
2,700,000 2,250,000 2,070,000 1,930,000 [} 9,000,000 [} [}
300,000 250,000 220,000 220,000 [ 1,000,000 [ [
541,100 451,000 414,900 396,800 [ 1,803,800 [ [
40,000 40,000 0 o [ 30,000 [ [
300,000 250,000 220,000 220,000 [ 1,000,000 [ [
150,000 125,000 115,000 110,000 [} 500,000 [} [} i
- ||
[l [ ] (0|

[EFFREIcEm— |
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How to Email a KBUD Query Link to Another KBUD User

KBUD has the capabilities to email the results of a query to another KBUD user.

Step 1 — Click the <Send Link> button to open a Send Email page which allows the user to
send a link of the specific query results to another user.

Export Tal} Send Link Rfw Label: Column Label:
|Allotment |Allotment Allotment Allotment |Allotment. /Appropriation
IQtr 1 IQtr 2. Qtr 3 Qtr 4 Unallotted ITotal /Object Class /Amount
FY 16-17 FY 16-17 FY 16-17 16-17 FY 16-17 FY 16-17 FY 16-17 FY 16-17

Summary 728S: Public Health

Quarter 4,031,100 665,000 3,055,500 2,526,800 o 13,383,800 o 0
Appropriation 2 2 o o o o o] 13,383,800
7285: Public Health

Appropriation 0 o a 0 o ) a 13,383,800
7282: HANDS

Quarter 2,700,000 2,250,000 2.070,000 1,980,000 o 5.000,000 o o
7283: Reach Out and Read

7284: Healthy Start

Quarter 300,000 250,000 230,000 220,000 o 1,000,000 o 0|
7285: Smoking Cessation

Quarter 541,100 451,000 414,500 356,800 o 1,803,800 o 0
7286: Immunization

7287: Folic Acid

Quarter 40,000 40,000 o ] o 80,000 a ]
72886: Early Childhood Mental Health

Quarter 300,000 250,000 230,000 220,000 o 1,000,000 o o
7289: Early Childhood Oral Health

Quarter 150,000 125,000 115,000 110,000 o 500,000 a o
728A: General Health Support

728B: Women's Health

728C: Prevention and Quality Improvement

728D: Epi iology and Health Pl ing

7281: Maternal and Child Health

728L: Laboratory Services

728P: Public Health Protection and Safety

Step 2 - Click the <User Name> link to open the User search window.

Send Email

Expand All | Collapse All

— = Email Information

— *User Name: 4

*Full Name: |

*Subject: ||

URL: |htt|:l:.-",fkbudnp.state.kv.us!train1.-"C ontroller?g

-

Message:

e The easiest way to search for a specific user is through the Full Name search. Enter
the users first name followed by an asterisk (*) or enter an asterisk followed by the
user’s last name and click the <Search> button.
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Step 3 - Click the <Select> button to select the User desired. A Send Email page will appear.

Kentucky Budget System (KBUD) — 2017 Budget Execution Manual

User H

Cancel

Display 20 [v] items  Sort..

| # MGI0011 Phillip Rosell

Step 4 - The Subject field is required. Enter an appropriate Subject title. The Message field is
optional. Click the <Send> button to email the link.

Send | Cancel

Expand All | Collapse All

r = Email Information

= User Name: 4
* Full Name: Phillip Rosell

* Subject: 7285 TBCO Original Allotments| »
URL: http://kbud310np.state.ky.us/trainl/Contrall
Message:

NOTE: When the user clicks on the link in the email, the KBUD Login page will appear.
Once the user logs in, they will automatically be directed to the Query Results page.

—
| H @* ¥ = 7285 TBCO Original Allotments - Message (HTML) |_|_|ﬂ‘:' 1
File Message Developer o e
) : ¥ Rules - ¥ Mark Unread % e
% Ignore x _% _& $ Bl Meeting | Maove to: 7 L % Rules (-3 Mark Unrea a&) ) ‘kl
- q\; To Manager - = j,@ OneMote E Categorize = -
« Delete Reply Reply Forward B - . _ Mave Translate Zoom
& Junk All 4 More 2 Team E-mail v - [z Adtions ~ | ¥ Follow Up ~ > g -
Delete Respond Quick 5teps = Move Tags u Editing Zoom
From: jenny.glass@ky.gov Sent: Thu 2/19/2015 2:37 PM
Tao: Rosell, Phillip (OSBED)
Cc
Subject: T2E5 TECO Original Allotments

&1

http:/kbud3 10np.state kv us/train 1/ Controller?fsqDefinitionCode=16 AL ORIGINAL&EVENT endState=%2F%
2FFSQResult View%
2FHeader&principal GUID=0122ffdbf7b610186210237900000180&persistent Tvpe=E&EVENT transition=emailQuerv
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select the <Print> button.

How to Print a KBUD Query

There is not a print option within the query feature. However, the user can print the query by
exporting the data to Excel and printing from Excel or by using the web browser print option.
To use the web browser print option, right click on the query results window and select “Print”
from the pop-up window. The printer dialog box will open. Choose the appropriate printer and

Summary 7285: Public Health
Quarter

Appropriation

7285S: Public Health

Appropriation

7282: HANDS

Quarter

7283: Reach Out and Read

7284: Healthy Start

Quarter

7285: Smoking Cessation

Quarter

7286: Immunization

7287: Folic Acid

Quarter

7288: Early Childhood Mental Health
Quarter

7289: Early Childhood Oral Health
Quarter

728A: General Health Support

728B: Women's Health

728C: Prevention and Quality Improvement
728D: Epid, logy and Health PI
7283: Maternal and Child Health
728L: Laboratory Services

728P: Public Health Protection and Safety

Allntment
FY lﬁ 17

Allntment \Allotment Allotment
Qtr 3

FY l.li 17 FY 16-17 F\' lﬁ 17
4,031,100 3,366,000 3,05%,500 2,526,800
0 o Q 0
0 o Q 0
2,700,000 2,250,000 2,070,000 1,580,000
300,000 250,000 230,000 220,000
541,100 451,000 414,500 356,800
40,000 40,000 o a
300,000 250,000 230,000 220,000
150,000 125,000 115,000 110,000

Allotment
Unallotted Total
FY 16-17 FY 16-12
ac

[[=]=]

=

cwac 2w

Appropriation

(Object Class

=

Select all

[5% Translate with Bing

All Accelerators

Create shortcut
Add to favorites...

View source

||

Refresh

Append to existing PDF
Convert to Adobe PDF
Export to Micresoft Excel

Send to OneNote

Properties

= E-mail with Windows Live

13,383,800

13,383,800

o

=]

=]

=]

=]

=]
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Section 6: Reports (EBI)

KBUD'’s reporting feature uses a web-based reporting tool (Enterprise Business Intelligence,
a.k.a. EBI) to create standard reports for all state agencies. This section of the KBUD manual
is designed to show users how to perform the basic report functions within EBI. The basic
functions include accessing, running, and saving KBUD reports to the user's computer. This
section is not intended to cover the full functionality available within EBI.

How to Access a Report
Step 1 - To access EBI from within the KBUD application, click the <Reports> link from the
Navigation bar in the upper right hand corner of the Homepage.

Welcome, MGI0011 Messages(0) [ Home EE | Help | Preferencez | Reports | Edit Password | Logout

Reference Data Security Utilities Budget Tasks

Advantage Performance Budgeting - Training = Budget Tasks f;.

Budget Tasks

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

Step 2 - Depending on the version of KBUD and EBI, the Reports link may take the user to the
SAP BusinessObjects (EBI) login screen, or it may take the user directly into the Reports
application’s homepage. If the link takes the user to the login screen, the user will need to
enter their KBUD User ID and EBI Password. NOTE: The passwords for KBUD and EBI are
independent from one another.

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.

User Name: |MG10011

PassWord: seeessssnsssene

Authentication: [ Enterprise ~

(:
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Once the user is logged in to the Reports application, the Reports homepage should appear.
Note: Do not use the back button in your Web browser to navigate within any portion of

BusinessObjects Enterprise; doing so may result in the user being logged out of the
application.

Welcome: RVIODSD | fppistirs = Prefmenes  Hek menu =

= 0unread messages in My Tnbay = My Applications

P unrmad rrmssages '

= 0 Unread Alerts

Ma recrntly nn docurments alerting i5 nat erabled

Step 3 - Click the <Documents> tab. This will allow the user to view documents within the My
Favorites folder and/or Inbox. Then click the <Folders> bar at the bottom left of the screen.

Welcome: RVI0040 |  Applications v Preferences  Help menu v Log off

View * New v Organze - Send Details

My Documents Title ~
[ My Favorites |
L 1nbox

Type Last Run Instances

2 Personal Categories

BE=

Step 4 - Expand the Public Folders to view the subfolders in the directory. Expand the
subfolders until the KBUD> Budget Execution> 2017 folder is located. Click on the <2017>
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folder, and the user can now access the standard KBUD reports for the 2017 Budget
Execution on the right-hand side of the reports panel.

[ Home | Documents
View = Nev Send More Actions ~ | Details
My Documents Title ~
Ifulders | | Allotment Modification
= 7 Public Folders # | Allstment Request by Fund
B KBUD | | Allstment Request by Fund (Specify Fund)
=8 =] Agency Budget Execution # | Allstment Request by Program
b 13011 # | Allotbment Request by Program loaded to eMARS
2015 #| | Appropriation Medification
* |Budget Execution Forms by Program
23 #| | Original AP vs AL at Appropriation Unit
el ¥/ | 058D Statewide - Allotment Modification
12015 # | OSBD Statewide - Appropriation Modification
| 2018 # | Quarterly Revenue Revision Rpt
|5 2017 | || # | Revised Allotments
B g Agency Budget Preparation - ¥ | Revised Allotments-Specified AA Object(s)
#| |Revised AP vs AL at Appropriation Unit

| Type
Web Intelligence
Web Intelligence
Web Intelligence
Web Intelligence
Web Intelligence
Web Intelligence
Web Intelligence
Web Intelligence
Web Intelligence
Web Intelligence
Web Intelligence
Web Intelligence
Web Intelligence

Web Intelligence

How

to Run a Report

Step 1 - Click the <Allotment Modification> report link or any other report link you desire to run.

|HD|'ne|Documenis

View + New end
My Documents
Folders
E Fublic Folders
= kgup
g .
=1 Agency Budget Execution
B 2011
I 2012
2013
1 2014
1 2015
| 2015
|5 2017]

) Agency Budget Preparation

More Actions = | Details

Title «
£

Allotment Modification I

B EE RS BB R R €

Allotment Request by Fund

Allotment Request by Fund (Specify Fund)
Allotment Request by Program

Allotment Request by Program loaded to eMARS
Appropriation Medification

Budget Exacution Forms by Program
Original AP vs AL at Appropriation Unit
0SBD Statewide - Allotment Modification
0SBD Statewide - Appropriation Modification
Quarterly Revenue Revision Rpt

Revised Allotments

Revised Allotments-Specified A2 Object(s)
Revised AP vs AL at Appropriation Unit

Type

Web Intelligence
Web Intelligence
Wweb Intelligence
Web Intelligence
Web Intelligence
Web Intelligence
Web Intelligence
Web Intelligence
web Intelligence
Web Intelligence
Web Intelligence
Web Intelligence
Web Intelligence

Web Intelligence
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Step 2 - The selected repo

rt will open in a separate tab. In the example below, the user

entered the Budget Request Code “5418” as a parameter, and clicked the <Run> button to
execute the Allotment Modification report.

- Welcome: RVJ0040 |  Applications v Preferences Helpmenuw | Log off |
[ Home umnms]uhnnmmdﬁmﬂ; Ao
Web Intelligen: g @ﬁ ﬁ, 23 1Ts o ] -: [& Track 3 Dill - T AlterBar [T Freeze - & Outline | Reading |~ Desion
Sl
—
L5 | Enter Budget Request Code:
=g | 5918
e | Commonwealth of Kentucky Page 1 of 1
= Fiscal Year 2017 Allotment Modification
Last Execution Date
1ot | Running Query
|
. Quariers | _ ot
| ~
TOTAL |
Last refresh time: Oh Om 2s
Cancel
<
| B report1
M- Repotl - | < Pagetofi b DI\l:_i_EJ\lIBD% v_

Note: Users can find the

Budget Request Code in KBUD by navigating to the Select

Budget Request screen and choosing the 17_MODIFICATION form. The request codes

are located next to the N

Reference Data Security Uti

ame column.

Messages{0) [ Home T | Help | Preferences | Reports | Edit Password | Logou

Welcome, RVI0040
lities Budget Tasks
Formulate Budget Request > Select Budget Request

Advantage Performance Budgeting - KBUDNP = Budget Tasks =

Select Budget Request

EI Request Code
B
[F1] sa19

Go to top of page

[
Layout Request Stage: Archive s h
Code: | 17_MODIFICATION Code: [¥] Vi < |False[v] | §earc
Layout | Name:
Type: —
Fund: & Program: &
New Delete  Save Display 20 Items  Seort.

Items 1-2 of 2 [F]

e T———

FY17 DPH General Fund Modification-1 GNRL 7285

FDRL 7285

FY17 DPH Federal Fund Medification-1
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NOTE: If the Budget Request Code is unknown, another method to use for locating the
code would be to click the Advance button and use the Prompts selection list to locate it.
If the user can locate the code in the selection list, click the right arrow to select the code,
and then select the Ok button.

Welcome: RVID0D40 | Applications v Preferences  Help menu Log off

| Home | Documents | Allotment Modification = = &

Design

Web Intelligence = == Db P8 ) 6| @ - | | [ Tredk ¥ Dril - Wa Fiter Bar [ Freeze = 6 Outline Reading =

& | Enter Budget Request Code:
=

(2 Prompts £ Page Tor{
Available prompt variants - E B X

.0. - ﬁmaudjmnemmcnde:su T

418
Refresh values &
ai=s [ 1] | oviect _|otyect Amount
=

Budgat Request Code . | Budget Reguest Name
s IS dta U

681 2015 LIHEAP FF Apl
3419 FY17 DPH Federal F
| 5418 FY17 DPH General
5417 FY17 DPH General f
FBIRS 200 qEr
5398 123F - FY17 FF Alloiys
5398 123F - FY17 RF Allo
< >
March 15, 2016 8:05:13 AM GMT-D4:00
ﬂﬁ -
< >
= Required prompts
o
< >

| B Report1
| 4 4 pagerofr | M ||="EM 100% v &

P  PReportl -

Once the user clicks the <Run> button and the report has finished running, it should appear like
the one below.

Welcome: MGI0011 | Applications »  Preferences  Help menu v Log off
__ il @
| Home | Documents | Allotment Modifiation = = = |

Weblnteligenes - ([ 2 E - | S -8 |2 -2 - |9 & | @ -] |[ETek - 0ol - % AlterBar [ Freez= - &5 Outline Reading ~ DOf

Bl —
\_jj Advanced | == Run

Enter Budget Request Code:

=g 5418
=— Commeonwealth of Kentucky Page 1of 1
2 ! Fiscal Year 2017 Allotment Modification
LastSxecxition Dae Appropriation: 7285 - Public Health
415016 Request Code: 5418

oment_|toment Name | Fund |_Quarter1_ | _Quartor2_ | _Quarer3 | Quarwora | Toial | _Obect _Object Amourt

T2BA |General Health Support 0100 0 o 25,000 25.000 50,000, o

7284 |General Health Support o100 0 0 [t} 0 a1 50,000
Prevention and Quality

T28C Improvement 0100 0 0 -25,000 -25.000 -50,000 o
Prevention and Quality

7268C Improvement 0100 0 0 0 0 01 -50.000

TOTAL o 0 0 0 0 o
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How to Create and Print a PDF Document from the Report

Step 1 - After the report is finished running, click the Print icon on the report. NOTE: This will

allow the user to save the report as a PDF document on their computer, not send it to an
actual printer.

Welcome: RV10040 | Applications = Preferences  Help menu = Log off
Home DDcmlentslAllntment Modification - £ I
Web Inteligenca + =3 & oL - D | @ | |[RTreck - F Dd 7 Filter Bar [T Freeze - & Outline Reading
£
(3 Advanced | & Run
Enter Budget Request Code:
=g| | 12418
o Commonwealth of Kentucky Page 10f 1
— Fiscal Year 2017 Allotment Modification
Last Execution Date Appropriation: 7285 - Public Health
3MEMB Request Code: 5418
e —— Fona L unert | quanerz L oures | aunerd  toul - |_ovkectovect Amount
T22A General Health Support 0100 25, DOD 25,000 50,000
T23A General Health Support 0100 D D 0 04 50, DOD
Prevention and Quality
723C Improvement 0100 0 o -25,000 -25,000 -50,000 0
Prevention and Quality
723C Improvement 0100 0 a 0 1] 04 -50,000
TOTAL 0 0 0 0 0 0

Step 2 - Click the <Print> button to create a PDF document of the report.

Print %
— Print Range Page size
@ Al Reports A% =
) Current report [~ Margi
. Taop:
0.79 | inches
Left: Right:
042 3| inches 042 3| inches
Enter Page Rangs
Battom:
(Example: 1,3,5-11). 079 5| inches
—Scaling
® adjustto: | 100 2| % nomal size
O Ftto: .;_-_: page(s) wide Auto page(s) tall
— Ori
Al O Portrait
- Landscape

Step 3 - Click the <Open> button if you prefer to open the PDF document or click the <Save>
button if you prefer to save it to your computer.

Do you want to open or save Allotment_Modification.pdf (50.3 KB} from ebi41test.ky.gov? Open Save | ¥ Cancel x

Step 4 — If you open the PDF document, it should open up in PDF software like Adobe Acrobat

Reader. From the Acrobat Reader application, you can print a paper copy of the report from
your network printer.
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How to Export the Report to Excel

Step 1 - After the report is finished running, click the Export icon on the report.

Home | Documents | Allotment Modification = + = |

Welcome: RVI0040

Applications »  Preferences  Help menu v

Log off

Web Intelligence ~ =3 S # E £ I S & - | | [ Track w Orill ~ W Filter Bar [ Freeze - B[ Outline Reading
(7 Advanced | & Run
IEE Enter Budget Request Code:
ﬂ 5418
=0
o Commonwealth of Kentucky Page 1071

Last Execution Date

31516

Fiscal Year 2017 Allotment Modification
Appropriation: 7285 - Public Health

Request Code: 5418

Aoment_|atioment Name Fane L ourert L qurerz owriers | ourierd Lo L ovect obect Amount

723A General Health Support 0100 25,000 25,000 50,000
T28A General Health Support 0100 D D 0 0 04 SD,DOD
Prevention and Quality
723C Improvement 0100 ] ] -25,000 -25,000 -50,000 o
Prevention and Quality
723C Improvement 0100 0 o 0 1] 04 -50,000
TOTAL 0 0 0 0 0
Welcome: RVI0040 | Applications Preferences  Help menu v Log off 4
| Home | Documents | Allotment Modification = = = |
Web Intelligence ~ SR | P8 L & | | T il - % FAlterBar [ Reading | = Desigr 3
B UserP 1 o Export Document As L3
(71 Advanced I Export Current Report As * P0E
%E Enter Budget Request Code: Export Data to C5V .. Excel (.xdsx)
=g [ (548 Excel (.xls)
[=E o
= :;A ik Commonwealth of Kentucky Page 1 of1
= L Fiscal Year 2017 Allotment Modification
East Execytion Uale Appropriation: 728§ - Public Health
I1ENME Request Code: 5418
T S ) I ol el 7 I T
728A General Health Support 0100 | 25,000 25,000 50,000 0
728A General Health Support 0100 0 [i] 0 04 50,000
Prevention and Quality
728C Improvement 0100 0 0 -25,000 -25,000 -50,000 0
Prevention and Quality
728C Improvement 0100 0 0 0 0 04 -50,000
TOTAL 0 0 0 0 0
< >
@ Report 1
B Reporti - |4 4 pPagerof1 b | |='[5] [100% -| & 1minuteagd
javascriptvoid(0) H100% ~

Step 3 - Click the <Open> button if you prefer to open the Excel file or click the <Save> button
if you prefer to save it to your computer.

Do you want to open or save Allotment_Modification.xlsx (5.36 KB) from ebid1test.ky.gov?

COpen Save > Cancel
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How to Close a Report and Exit the Report Application

Select the small X on the report tab to close the report. If prompted, do not save the report
results. Once the user is finished running reports, select the Log Off link to exit the Report

application.

F Bl launich pad
e [Edt  Yiew Fpvorites Tools Help

i Ky Office of State Budget Dw... 8] (2 unrea

d] - philiosell - Ya.. 8 Welcome to AMS Advant.., [ Google 27 KBUDS10 (2015) - Prod -8 -

wammww

w%wmmm =0

Wekome: MGIOD11 | Applieations=  Preferences  Help menu Vel

— | (30 advanced | X Run

"
U0 Enter Budget Request Code:
Er)

Hl_']‘jv ; 1 |t 1\@{& & ® wes - Mg | o [ e

Commonwealth of Kentucky
Fiscal Year 2016 Allotment Modification
Last Exgcution Date Appropriation: 7288 - Public Health
21815 Request Code: 379

totment | toiment ame jrnel qncu | gunars | gunes | onmee | et

T20A eneral Health Support 0100 25, 000 25,000

T204 eneral Health Support 0100 0 0 0

faac Prevention and Quality Improvement oo 1] o 20,000 25,000 50,00

7200 Frevention and Quality Improvement 0100 0 0 0 0

TOTAL (1] ] 0 ]

1158 x 826 n 0 m |

The kst panel is updated. 1% -
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Section 7: eMARS

SAS-14 Account Maintenance Form (Chart of Accounts)

The SAS-14 Account Maintenance Form is used to establish, inactivate or change an
Allotment, Function, and/or Fund Chart of Account element in KBUD and eMARS. The form is
split into two distinct sections: FUNCTION and FUND.

e The Function section should only be completed when an agency needs to affect the
function type (allotment) or function code. It can also be used to request a budget
override and/or update the VFDF (Valid-Fund-Dept-Function) table in eMARS.

e The Fund section will be completed when an agency needs to affect an operating or capital
fund. It can also be used to request a cash override on a fund or indicate a specific
accounting template to post the interest income from an interest-bearing fund in eMARS.
The latest version of the SAS-14 form and instructions can be found on the eMARS website
at: http://finance.ky.qgov/services/statewideacct/Pages/eMARSForms.aspx.

SAS-14 Commonwealth of Kentucky Date: 49/2013
T ACCOUNT MAINTENANCE FORM

O Establish
O Inadivate Reason for Change:

O change

FY:[__| DEPT] |
ALLOTMENT (FUNCTION TYPE)

on Functon Type
IGpup (AP)  |(AL) Function Type Name (AL)

(N) override Allotment Fom[ ] e[

Pipvide justification for allotment override

FUNCTION

FUNCTION
Function Function
Fund Group (AP) _ |Type (AL) _|Function Function Name

FUND

Fund Type Fund Fund Name Function

For Restricted Funds Only - Isthe Fund: () on Budget O Off Budget
For Fund Types 1300, 1400, 6300, 6310 and 6350:

Legal citation, If any, authorizing the receipt of funds into a special revenue fund

Legal citation, if any, that restricts the spending from the source of funds:

[_] Does this Fund Accrue Interest Income? If yes, state the legal authority for the accrual of interest income.

Legal Authority
Q ter the account information where the interest income should post
% nd Dept Unit Function | Sub-Function Activity Sub-Activil Program
ogram Dept Revenue
Period Location Task Sub-Task Task-Order Reporting Code Sub-Reporting Code |Source
[} override Cash me.l:l To :I
Provide justiication for cash override:
Require Chart of for ing (S) or (R):
s R s R s R
O [J  Require Sub-Function O [1  Require Appropriation Unit O [[] Require Dept Object
| ] Require Activity | [] Require Reporting Cade | [[]  Require Location
| | Require Sub-Activity | || Require Sub-Reporting Code Ll [_| Require Sub-Location
Agency Contact Govemor's Offica for Policy and Management
—
w >
g2 Fund CAFR Fund
Z O |Fund Class _|category Fund Type |Fund Group [Type Investment Pool |Template ID
z8 ENIA 0 VA SNA
E]
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Operating Accounts

REQUIRED ELEMENTS — Select one of the following:

Establish — For requesting a new Allotment, Function, Operating Fund (cash control)

Inactivate — For requesting to inactivate an existing Allotment, Function, Operating Fund (cash control)
Change — For requesting to change an account element (e.g. overrides, interest income posting). Any
requests for changes must have a corresponding explanation in the Reason for Change box.

FY — Select the current fiscal year from the drop down list.
Dept — Select the department that this request applies to from the drop down list.

FUNCTION AREA:

ALLOTMENT (FUNCTION TYPE) - Complete this section when requesting to establish, inactivate or
override an Allotment account.

0 Select the Function Group (AP) from the drop down list.

o Enter the Function Type (AL) being established, inactivated, or changed.

o Enter the name of the Allotment Account.

Override Allotment - If requesting an Allotment override, select this check box. The From/To dates must
be completed as well as the justification for the override. The end date of an override cannot exceed the
end of the current fiscal year.

FUNCTION — Complete this section when requesting to establish, inactivate, or change a Function.

o Enter the Fund Code from which the function makes/will make expenditures. If a new fund is being
requested on the same form — enter an asterisk (*) in the fund field to indicate the fund will be the
new fund established.

Select the Function Group (AP) from the drop down list that the Function rolls/will roll up to.

Enter the Function Type (AL) that the Function rolls/will roll up to.

Select the Fund Type for the Function from the drop down list.

Enter the Function code being requested.

Enter the Function Name.

OO0OO0OO0Oo

If a new Function is being requested, the agency will enter the Function code and the Function Name; this
will not be assigned by the Controller’s Office or GOPM.

FUND AREA:

FUND — Complete this section when requesting to establish, inactivate or change an Operating Fund.

0 Select the Fund Type from the drop down list.

o0 Toinactivate or change an existing Fund, enter the Fund code.

0 To request a new Fund, leave the Fund field blank. All new fund codes are assigned by Statewide

Accounting Services.

o Enter the Fund Name.

o Enter the code for the Function that makes/will make expenditures from this fund.

For Restricted Funds Only — If this is a Restricted Fund, select whether the restricted fund is on-budget

or off-budget. If this is not a Restricted Fund, do not select either option. Skip to the next item.

For Fund Types 1300, 1400, 6300, 6310 and 6350:

o0 Legal citation, if any, authorizing the receipt of funds into a special revenue fund: Enter the
state or federal statute, or other legal authority establishing the special revenue fund.

0 Legal citation, if any, that restricts the spending from the source of funds: If there are
restrictions on the use of the funds, enter the state or federal statute, or other legal authority defining
these restrictions.

Fund accrues interest income — If this fund accrues interest income, check this box. The legal authority

for the accrual of interest income as well as the account information where the interest income should

post must be completed. (e.g. KRS 94A.220, 101 KAR 3:10) Fund, Dept, Unit and Function is required
except where the interest is posting to the new fund. In this case, leave the Fund blank and Statewide

Accounting Services will enter this information. All remaining fields on these two lines are discretionary.
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= Override Cash — If requesting a cash override on a fund, check this box. Justification and the From/To
dates for the override must be completed. The end date of a cash override cannot exceed the end of the
current fiscal year.

= Spending and Revenue — Departments can require Sub-Function, Activity, Sub-Activity, Appropriation
Unit, Reporting Code, Sub-Reporting Code, Department Object, Location and Sub-Location at the fund
and department level for both spending and revenue. Check the appropriate boxes based on the
departmental needs.

CONTACT:

A signature or a typed name is sufficient on the Agency Contact line. This needs to be the name of the person(s)
to whom a new fund code will be sent or to whom questions may be referred.
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This is an example of a SAS-14 to establish a new fund and function.

SAS-14 Commonwealth of Kentucky Date: 4/9/2013
‘ 0{13 5 ACCOUNT MAINTENANCE FORM

(® Establish
[0 Inactivate Reason for Change:

(O Change

FY:[2013 | 'bEPT:| 52 ||
ALLOTMENT (FUNCTION TYPE)

[Function Function Type
Group (AP)  |(AL) Function Type Name (AL)

Z

O T onmdentomen  Fom[ ] =
I_ Provide justification for allotment override:
Z
-

FUNCTION
Function Function
Fund Group (AP) Type (AL) Function Function Name
* 520D 520t DFAO Forensic Investigations

FUND

Fund Type Fund Fund Name Function
1300 Forensic Investigations Fund DFAD

For Restricted Funds Only - Is the Fund () On Budget (O Off Budget

For Fund Types 1300, 1400, 6300, 6310 and 6350:

Legal citation, if any, authorizing the receipt of funds into a special revenue fund
KRS 999.99(9)(a)

) g g ™ )

KRS 999.99(9)(a)

[[] Does this Fund Accrue Interest Income? If yes, state the legal authority for the accrual of interest income:
Legal Authority:

D Enter the account information where the interest income should post

% Fund Dept Unit Function Sub-Function Activity Sub-Activity Program
ergram Dept Revenue
Period Location Task Sub-Task | Task-Order Reporting Code Sub-Reporting Code |Source

[] override Cash From‘: Tc::

Provide justification for cash override:

Require Chart of A El for Spending (S) or R (R):
s R s R S R
O []  Require Sub-Function O []  Require Appropriation Unit O [] Require Dept Object
D D Require Activity D D Require Reporting Code D D Require Lacation
O ] Require Sub-Activity H [] Require Sub-Reporting Code O [] Require Sub-Location
e o s e
Agency Contact Name
Agency Contact Governor's Office for Policy and Management
w >
T Fund CAFR Fund
,ZI O |Fund Class |Category Fund Type |Fund Group |Type Investment Pool |Template 1D
z § SREV 1300 RSTD INT

Completed SAS-14’s should be emailed to the GOPM Policy and Budget Analyst assigned to
your agency. Once approved, it will be submitted to Statewide Accounting Services for
processing. If requesting a new “Fund”, Statewide Accounting Services will provide the Fund
code that has been assigned to the new fund, and the policy and budget analyst will provide
this information to the agency who made the request.
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eMARS Function Group, Function Type, and Function

The KBUD appropriation and allotment program codes are the same codes used in eMARS for

the Function Group (Appropriation Code) and Function Type (Allotment Code).

Function Group Search

Here are the steps to view the eMARS Function Group table:

Step 1 - From the Home page in eMARS, select Page Search.

Step 2 - In the Description field, enter “FUNCTION*".

Step 3 - Select Function Group from the list.

| eMARS Production

Message Center

E Search

Page Search
Document Catalog
infoAdvantage
History
Favorites

Administration

Page Search

Category :
Page Type :

Description : FUNCTION®

Page Code 1 =

Browse Clear

Description Page Code
~ Function Category FMCAT
Function Class FNCLS
Function Group FNGRP
Function Tvpe FNTYP
Function FUNC

First Prev Mext Last
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Step 4 - The Function Group table will open and allow you to view or search for a particular
Appropriation (Function Group) code.

| eMARS Production Function Group

Message Center

E Search : ] 2
Function Group Name Active Effective From Effective To
Page Search ~ 005A General Assembly Yes
Document Catalog 010A Legislative Research Commission Yes
infoAdvantage ozoc Judicial Form Retrement System ez
EH 030A Commonwealth Attorneys Yes
istol
y 030B County Attorneys Yes
Favorites First Prev Next Last

Administration
Save Undo Delete Insert Copv Paste Search

*Function Group : ggsg, Effective From : e
*Name : General Assembly Effective To: B
*Short Name : | Gen Assembly Active : [
Contact Code : a2 Budgeting : [
Description :

Step 5 - Click on the Search link and the Search box will open. From the search box, the user
can search either by the Function Group (Appropriation Unit) code or by the name. The user
can use wildcard (*) searches as well. Enter *Parks* in the Name field and click Ok.

eMARS Production Function Group

Message Center

E Search

Function Group Hame Active Effective From Effective To
Page Search - -
2 /& Search - Windows Internet Explzl EI@
Document Catalog ‘:e; about:blank ‘ B |
infoAdvantage
History Function Group: |
Favorites Name :
Administration OijilcagCancel
@ Internet | Protected Mode: On fa v H100% ~
=
“Name : General Assembly Effective To: )
“Short Name : Gen Assembly Active : ||
Contact Code : & Budgeting : [/
Description :
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The Function Group for the Department of Parks is displayed below as a result of the wildcard

search.
eMARS Production
Message Center

E Search

Function Group

Page Search

Document Catalog

Function Group HName Active

+ BTOK Parks Yes
First Prev Next Last

Effective From Effective To

infoAdvantage
Save Undo Delete Insert Copy Paste Search

& Hi
Loy *Function Group : g7qK Effective From : i)
Favorites *Name : parks Effective To: ]
Administration *Short Name : parks Active : [

Contact Code : &; Budgeting : [

Description :
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Function Type Search

Here are the steps to view the Function Type table:

Step 1 - From the Home page in eMARS, select Page Search.

Step 2 - In the Description field, enter “FUNCTION*".

Step 3 - Select Function Type from the list.

| eMARS Production

Message Center

E Search

Page Search
Document Catalog
infoAdvantage
History
Favorites

Administration

Page Search

Category :
Page Type :

Descriptionf: FuNCTION

Page Code : =

Browse Clear

Description
~  Function Category
Function Class
Function Group
Function Tvpe
Function

First Prev Mext Last

Page Code
FNCAT
FNCLS
FNGRP
FNTYF
FUNC
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Step 4 - The Function Type table will open and allow you to view or search for a particular
allotment (Function Type) code.

eMARS Production

Message Center

E Search

Page Search
Document Catalog
infoAdvantage
History
Favorites

Administration

Function Type
Fiscal Year Function Type Hame Active Effective From Effective To
2007 0058 General Assembly Regular Sessions  Yes
2007 005C G.A -Ky Legislative Ethics Commission Yes
2007 005D G.A -Ky Long Term Policy Research  Yes
2007 0M0B Legislative Research C Yes
2007 O010C LRC-Administration Yes
First Prev Next Last
Save Undo Delete Insert Copv Paste Search
*Fiscal Year : 2qqp7 - Effective From : |
*Function Type : ggsp Effective To: E
“Name : | General Assembly Regula Active : [/
“Short Name : ga Reg Sessions Budgeting : [
Contact Code : | Description :

Step 5 - Select the Search link and the Search box will open. From the search box, the user
can search either by the Fiscal Year, Function Type (Allotment) code or by the name. The
user can use wildcard (*) searches as well. Enter 2015 in the Fiscal Year field and 670* in the

eMARS Productiol

Message Center

E Search

Function Type field and click Ok.

Welcome, Rachelle Wilkins
Function Type

Procurement

Accounts Payable | Accounts Receivable | Budget | Cost Accounting

Page Search
Document Catalog
infoAdvantage
History
Favorites

Administration

Fiscal Year Function Type Name

Active Effective From Effective To

/& Search - Windows Internet E"F‘"E@ EI@

|§, about:blank % | §|

[

Fiscal Year:
Function Type :
Name :

Ok Clear Cancel

& Internet | Protected Mode: On ‘g v H100% -

es

es

es

*Name : | General Assembly Regula Active : [/

*Short Name : g4 Reg Sessions Budgeting : [

Contact Code : A

o Description :

]
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A list of all the Function Types (Allotments) that begin with 670 in fiscal year 2015 are
displayed.

eMARS Production Function Type

Message Center

[E Search
Fiscal Year Function Type Name Active  Effective From | Effective To

Page Search

- 2015 670A General Administration and Support ez
Document Catalog

2015 6708 Resort Parks Yes
DAyt 2015 670C Recreation Parks and Historic Sites Yes
History 2015 670D Cafeteriaz Yes
Favorites 2015 670E Parks - Debt Service Yes

First P N Last
Administration e

®

Save Undo Delete Insert Copy Paste Search

“Fiscal Year : 2915 A | Effective From : E
*Function Type : g704 o Effective To: B3
*Name @ General Administration an. Active
*Short Name : gep adm & Supp Budgeting :
Contact Code : &| Description :

Step 6 - Select the record for Resort Parks (670B) to view the table information.

eMARS Production Function Type

Message Center

[l Search
Fiscal Year Function Type Name Active Effective From Effective To

Page Search

2015 BT0A General Adminizstration and Support es
Document Catalog

+ 2015  &§70B Resort Parks Yes
S B 2015 670C Recreation Parks and Historic Stes  Yes
History 215 870D Cafeteriaz Yes
Favorites 2015 6T0E Parks - Debt Service Yes

Adanistiation First Prev Mext Last

Save Undo Delete Insert Copy Paste Search

*Fiscal Year :|2q15 &J Effective From :
*Function Type : 5708 Effective To: =
*Hame : pesort Parks Active
*Short Name : Qezprt Parks Budgeting :
Contact Code &: Description :
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Function Search
The Function Group (Appropriation) and Function Type (Allotment) are associated to the
Function code on the Function table.

Here are the steps to view the Function table:

Step 1 - From the Home page in eMARS, select Page Search.

Step 2 - In the Description field, enter “FUNCTION*".

Step 3 - Select Function from the list.

eMARS Production

Message Center

El Search

Page Search
Document Catalog
infoAdvantage
History
Favorites

Administration

Page Search

Category :
Page Type :

Description: FuNCTION®

Page Code : =

Browse Clear

Description Page Code
~ Function Category FMNCAT
Function Class FNCLS
Function Group FNGRP
Function Type FNTYP
Function FUNC

First Prev Mext Last
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Step 4 — The Function table will open and allow you to view or search for a particular Function
code and its associated Appropriation (Function Group) and Allotment (Function Type) codes.
The Appropriation (Function Group) and Allotment (Function Type) codes are displayed in the
Rollups section.

eMARS Production Function

Message Center

El Search
T = n Fiscal Year Department Function Hame Active Effective From Effective To
age Searc
2015 670 CADD General Admin & Support Yes
Document Catalog

¥ 2015 670 CBoo Resort Parks Yes

SR L 2015 670 ceoo Recreational Parks & Historical Sites Yes

History 2015 870 cooo Cafeterias Yes

Favorites 2015 870 CEDD Parks - Debt Service Yes

Admietiation First Prev Mext Last

Save Undo Delete Insert Copy Paste Search @B

w General Information

*Fiscal Year: 2g4c a Effective From : =
*‘Department : g7p &) Effective To: En
*Function : cpog Active :
*Name : Resprt Parks Budgeting :
*Short Name : cppp Description :

4  Contact Code:

lLd

= Rollups

Function Class :

Function Category :
Function Type : g7pp

BB [ [

Function Group : g7pK

b Extended Description
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Step 5 - Select the Search link and the Search box will open. From the search box, the user
can search either by the Fiscal Year, Department, Function code or by the name. The user
can use wildcard (*) searches as well. Let’'s look for the Function codes in Department 670.
Enter 2015 in the Fiscal Year field and 670 in the Department field and click Ok.
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TTEETE
Welcome, Rachelle Wilkins Procurement | Accounts Payable = Accounts Receivable | Budget | Cost Accounting

eMARS Production Function
Message Center
El Search . . . .
Fiscal Year Department Function Name Active Effective From Effective To
Page Search ; -
9 @ Search - Windows Internet E)(E“II EI@ es
E Document Catalog |é, aboutblank g8 | E| Ves
infoAdvantage mssien W=D
earch Center Yes
Histol Fiscal Year : A
ry iscal Year : | A —
Favorites Department : &
Administration FITEEEDE
Ok Clear Cancel
@ Internet | Protected Mode: On Ya v H10% - m
“Department:pgs ﬁ Effective To: B
*Function: aaap Active : |7
“Name : General Assembly Budgeting : [
*Short Name @ 4240 Description : i
Contact Code : g
A
b Rollups
b Extended Description
Top
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A list of all the Function codes in Fiscal Year 2015 for Department 670 is shown. In the

Rollups section, the user can view which Function Type (Allotment) and Function Group

(Appropriation) the Function code rolls up to.

eMARS Production

Message Center
£l Search
Page Search
Document Catalog
infoAdvantage
History
Favorites

Administration

Function

Fiscal Year Department
2015 870
- 2015 670
2015 870
2015 670
2015 670

First Prev Mext Last

Function

CADD
CBoo
CCoo
cooo
CEDOD

Save Undo Delete Insert Copv Paste

¥ General Information

Name Active Effective From Effective To

General Admin & Support Yes
Resort Parks Yes
Recreational Parks & Historical Sites Yes

Cafeterias Yes
Parks - Debt Service Yes
Search ¥k

*Fiscal Year : 2q15 -..ﬂ.il Effective From : B
*Department : 57 & Effective To: En
*Function : cRgg Active :
*Name : Resort Parks Budgeting :
*Short Name : cpop Description :
Contact Code : a
= Rollups
Function Class : A
Function Category : |
Function Type : g7oB |
Function Group : g7pK |
b Extended Description
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Budget Inquiries

Four inquiry pages are available in eMARS to break down the budget balances and view the
individual transactions that total up to the balances:

e Appropriation (BQ3LV1)

e Allotment Program (BQ3LV2)

e Allotment (link on the Allotment Program BQ3LV2 page)
¢ Obiject Allotments (BQ3LV3)

These inquiry pages can be reached through the Budget workspace from the Home page in
eMARS.

The Appropriation Inquiry Page provides information for the Appropriation balances. The key
fields are defined below:

Budget Actuals

o Accrued Expenses = expenditures where the payment has been authorized but payment has
not been submitted to the vendor. (The payment request document has been completed but the
check/EFT has not been generated.)

e Cash Expenses = expenditures where the payment has been authorized and submitted to the
vendor. (The payment request document has been completed and the check/EFT has been
generated.)

e Actual Expenses = Accrued Expenses + Cash Expenses
e Unobligated = Current Budget — Encumbered — Accrued Expenses — Cash Expenses
o Unexpended Accrued = Current Budget — Accrued Expenses — Cash Expenses

Budgeted Amounts

o Adopted = Appropriations included in the Appropriations Bills and any Special Legislation
¢ Amendments = any changes that occur after the enactment of the Appropriations Bills

e Current Budget = Adopted + Amendments

e Total Current LVL2 = sum of Allotments

e Total Adopted LVL2 = sum of Allotment amounts as enacted during the Allotment Request
process
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Appropriation (BQ3LV1) Inquiry Page

Budget Appropriation
Save Menu
Restart
Save Al BFY CAFRFund Type Cabinet Function Group CurrentBudget Encumbered Actual Expenses Unobligated
Cioen 2015 FDRL 53 7285 $199,916,700.00 $801,760.61 $112,784,063.75 $86,330,875.64
~ 2015 GNRL 53 7285 $68,820,000.00 5458 739.74 $37,314,25692  531,047,001.34
AT 2015 RSTD 53 7285 597,016 400.00 52947 237.13 540,840,180.74 $53,228932.13
Inguiries 2015 TBCO 53 7285 523,015,457.59 £3,581.11 £7,869,926.59 515,141,939.89
-+ Appropriation Inguiry First Prev Next Last
(BQ3LV1)
Allotment Inguiry Search #k
(BQ3LVZ) = Budget Actuals
Object Allotment Purchase Reservations : = g 2 Uncommitted : 530 577 20007
Inquiry (BQ3LV3)
Bre-Encumbered : s5g 201.27 Q Unobligated: $31,047,001.34
?5;$§$ti§gur.1zl_1} Encumbered : g455,739.74 ), Unexpended Cash: 53 530,544 51
e Sy Accrued Expenses : 534 503.43 .. Unexpended Accrued : 531 505,741.08
(ESUM3LZ) Cash Expenses : 537 739 455 49 3
Object Allotment Actual Expenses : 537 314 258,92
Summary (ESUM3L3}
Cash Balances « Budgeted Amounts
(CBALSQ) Adopted : 553 820 000.00 { 1 Budaet Reserve : =g g
Capital Budgets Allocated : g g Q Transfer Out: =g gg Q
Management Budgets Amendments : 5q Q Transferin: sqop Q
Carry Forward : zp 0p ( & Original Budget: =53 320 000.00
Reversions : zp g & Current Budget: ggg 5320 00000
Total Current LVL2 : g5z 550 000.00
Total Adopted LVL2: 5z 200 000.00
b General Information
Top
- Modified Budget Line Controls o Next Level
' Appropriation Summary
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The Allotment Program Inquiry Page provides information for allotment balances. The key
fields are defined below:
Budget Actuals

o Accrued Expenses = expenditures where the payment has been authorized but payment has
not been submitted to the vendor. (The payment request document has been completed but the
check/EFT has not been generated.)

e Cash Expenses = expenditures where the payment has been authorized and submitted to the
vendor. (The payment request document has been completed and the check/EFT has been
generated.)

e Actual Expenses = Accrued Expenses + Cash Expenses

e Unobligated = Current Budget — Encumbered — Accrued Expenses — Cash Expenses
e YTD Unexpended Accrued = YTD Allotments — Accrued Expenses — Cash Expenses
o Unexpended Accrued = Current Budget — Accrued Expenses — Cash Expenses

Budgeted Amounts

o Adopted = Appropriations included in the Appropriations Bills and any Special Legislation
Appropriations

¢ Amendments = any changes that occur after the enactment of the Appropriations Bills
e Current Budget = Adopted + Amendments
e Total Current LVL3 = sum of the Object Type amounts

e Total Adopted LVL3 = sum of the Object Type amounts as enacted during the Allotment
Request process

e Total Allotted = sum of the quarterly Allotments
e YTD Allotments = sum of the quarterly Allotments to date
¢ Allotment Program (BQ3LV2) Inquiry Page
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Allotment (BQ3LV2) Inquiry Page

Budget Allotment Program
Save Menu
Restart
Save Al BEY CAFR Fund Cabinet Function Function Fund Current Encumbered Actual Unobligated
Type Type Type Budget Expenses
== « 2015 GNRL 53 T28A o100 $26,552,300.00 H17,776.99 $13,236,459.45  $13,298,063.56
Operating Budgets First Prev Next Last
Inquiries
Search #k
Appropriation Inguiry
(BQILVH) + Budget Actuals
- Allotment Inquiry Purchase Reservations : s g ( Uncommitted : 543 255 063,55
(BQA3LVZ) Pre-Encumbered : g gg -_:{ Unobligated : 513 293 06256
Dbject Allotment Encumbered ; 517 775.99 Q Unexpended Cash : 513 323 161.42
Inquiry (BQ3LV3) Accrued Expenses : 57 92087 ( YTD Unexpended Accrued : s 575 240 55
Appropriation Cash Expenses : g13 225 13858 ‘ Unexpended Accrued : 513 315 840 55
Summary (ESUM3L1)
Actual Expenses : 513 235 459 45
Allotment Summary
(ESUM3LZ)
= Budgeted Amounts
Object Allotment -
Summary (ESUM3 Adopted : $27.052,300.00 Q& Budget Reserve : g g
Cash Bances Allocated : sq.00 Q Iransfer Out: sp.on Q
(CBALSQ) Amendments : (5500, 000.00) { Transferin: g g [*}
Capital Budgets Carry Forward : 5.0 Q Original Budget: s57,052,300.00
Management Budgets Reversions : g (g ) Current Budaet : zo5 552 200.00
Total Current LVL3 : 525 552 300.00
Total Adopted LVL3 : 27 052 300.00
Total Allotted : 525 552 300.00
YTD Allotments : 515992 700.00
b General Information
Top
# Modified Budget Line Controls o Allotments o Next Level o Previous Level
' Allgtment Program Summary
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The Object Inquiry Page provides information for the Object Type balances. These balances

are by Object Type only.

Budget Actuals

Accrued Expenses = expenditures where the payment has been authorized but payment has
not been submitted to the vendor. (The payment request document has been completed but the
check/EFT has not been generated.)

Cash Expenses = expenditures where the payment has been authorized and submitted to the
vendor. (The payment request document has been completed and the check/EFT has been
generated.)

Actual Expenses = Accrued Expenses + Cash Expenses

Unobligated = Current Budget — Encumbered — Accrued Expenses — Cash Expenses

Unexpended Accrued = Current Budget — Accrued Expenses — Cash Expenses
Budgeted Amounts

Adopted = Appropriations included in the Appropriations Bills and any Special Legislation
Appropriations

Amendments = any changes that occur after the enactment of the Appropriations Bills
Current Budget = Adopted + Amendments

Object (BQ3LV3) Inquiry Page

Budget Object
Save i Menu
Restart
Save All CAFR - Function Function Fund Object Current Actual
BFY Fund Cabinet Encumbered Unobligated
Group Type Type Type Budget Expenses
Close Type
e rating Bucgots v 2015 GNRL 53 7285 728A 0100 4 56,595,100.00 5000  S2575821.45 53,619278.55
i 2015 GNRL 53 7285 T2BA o100 3 $206,300.00 $17,776.99 (§94,620.58) $283,343.59
nquiries
2015 GNRL 53 7285 T28A o100 4 5$18,750,500.00 50.00 §10,355458.56 59,385441.42
I‘EFOFTLE}T._W” inquiry 2015 GNRL 53 7285 728A o100 5 50.00 50.00 50.00 50.00
- 2015 GNRL 53 7285 T28A o100 6 5$0.00 50.00 50.00 50.00
Allotment Inguiry
(BQ3LV2) 2015 GNRL 53 7285 7284 0100 7 50.00 50.00 50.00 50.00
3 _ 2015 GNRL 53 7285 7288 o100 1 $222,300.00 50.00 $07,695.42 $134,604.58
-+ Object Allotment
Inquiry (BQ3LV3) 2015 GNRL 53 7235 7288 o100 3 518,500.00 50.00 $18,693.92 (51,793.92)
Appropriation Firet Prev Mext Last
Summary (ESUM3L1)
<
Allotment Summary Seoich iR ®
(ESUM3L2) 1 w Budget Actuals
Object Allotment 4 | Purchase Reservations : zn 0o 3 Uncommitted : 53 515273 55
Stmmary {ESIMEL) Pre-Fncumbered : s gp 3 Unobligated : =3 515 273 =<
Cash Balances Encumbered : sqgp Q@ Unexpended Cash: 53 515 278 55
5 50 4 $3,619,278.55
(CBALSQ)
Accrued Expenses : s p F Y
Epibnace Cash Expenses : 57 57532145 Y
Management Budgets Actual Expenses : 52 575 321 45
= Budgeted Amounts
Adopted : 55 595 100.00 4 Budget Reserve : 5q.0g
Allocated : g gp 1 Transfer Qut: s gg
Amendments: g g 'y Transfern: gggg
Carry Forward : 5 gp 3 Original Budget : 55 505 100.00
Reversions: =g o . Current Budget: g 595 100.00
b General Information
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Attachment 1. KBUD Setup and Preferences
KBUD Setup

Internet Browser Requirements

The following is a list of supported web browsers that are compatible with the current version
of KBUD.

Microsoft Internet Explorer 8.0 (for Windows XP)

Microsoft Internet Explorer 9.0 (for Windows 7)

Microsoft Internet Explorer 10.0 (for Windows 7)

Microsoft Internet Explorer 11.0 (for Windows 7)

Microsoft Internet Explorer 10.0 (for Windows 8 and 8.1; Desktop mode only)
Microsoft Internet Explorer 11.0 (for Windows 8 and 8.1; Desktop mode only)
Mozilla Firefox ESR 24

Apple Safari on Apple iPad with iOS 6.1 and 7.1

To check the Microsoft Internet Explorer version, click the Tools button 2 and select About
Internet Explorer.

@ -) B nttp://viwgoogle... O ~ ¢ X I Google .
x |Q = w‘ - [ Facebook ~ i) q Y Listen fo music | Print

File
Zoom (100%)
Safety

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

View downloads
Manage add-ons
F12 developer tools

Go to pinned sites

Internet options

About Internet Explorer
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" About [n1;e_r_r1el Explorew ng1
E Internet
Explorer11

Version: 11.0,9600.18204

Update Versions: 11.0.28 (KB3134814)
Product ID: 00150-20000-00003-A4459

'@' [ Install new versions autornatically

2 2013 Microsoft Corporation. All ights reserved.

Close

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

s - C X N ﬂiﬁp_ﬁ Help Contents F1
For Internet Explorer Users

2 Most Visited P Getting Started - Latest
= Release Motes

| *§ iGoogle I_ Report Broken Web Site...
Report Web Forgery...

%+ Downloading Firefox 3.6.18...

_” About Mozilla Firefox

| About Meozills Firefox ]

efox ESR
m

Eerd nrupmtu

You are currently on the esr update chanmel,

Firefou is designed by honils. # globs! community
u.-urlrim} together to keep the Web open, public snd
sccessible to all.

Sound interesting? Get invobed

| Ligenging Infoirmation mi-Lger 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

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

-9 Sy

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 MNever allow websites to request your
physical location

Clear Sites

Pop-up Blocker -
[ Turn on Pop-up Elocker Settings

InFrivate

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 _|
[ 0 P
= =] =1 = L e

J == & & & :
Main Tabs Content  Applications  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

[

OIK

] [ concel ] [ el
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Internet Explorer Security Setting to Enable Menu Display

Kentucky Budget System (KBUD) — 2017 Budget Execution Manual

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 with Internet
Explorer 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>
Local Intranet and then the Custom level button.

Internet Options @

¥ |
Genia\ Security |Pﬂlacy I Content I Connections I Programs | Advancedl

Select a zone to wiew or change security settings.

@la |V O

Internet ff Localintranet Justed sites  Restricted
sites

A

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
— - Prompts before downloading potentially unsafe
content
- Unsigned ActiveX controls will not be downloaded

Enable Protected Mg ternet Explorer)
l Custom level... J l Default level I

I Reset all zones to default level J

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.

Security Settings - Local Intranet Zone - @
Settings
|| Allow seripting of Microsoft web browser control -
() Disable
Binialil
|| Allow script-nitiated windows without size or position constra
(© Disable
@ Enable
— w—
L Allow wel:pagas to use restricted protocols for active conten
() Disable
) Enable
@ Prompt
|| Allow websites to open windows without address or status b
(© Disable
@ Enable
|| Display mixed content
() Disable
P Enzhla A
< m +
*Takes effect after you restart your computer
Reset custom settings
Resettor  [medumlow (default) v] [ meset.. |
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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  Favorites  Tools

% Add a Favorite

Add a Favonte

Add thiz webpage as a favorite. To access your
favorites, vigit the Favorites Center.

Help

M arme: | KBUD

Create in: |$2 Favvaorites

V| [ MHew Folder ]

L

&dd

J[ Cancel ]

This will take you to the KBUD login screen as shown below:

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 Personnel ID (eMARS ID), or for
University users, enter your separately assigned ID (example: UK1). Tab to the Password field
and enter your password. Select the <Login> button.

Password Criteria

Appropriate password security is very important. Having a password that is unique and not
easily guessed is the best way to ensure the secrecy of your password. The following are the
guidelines for KBUD passwords:

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.

I & Login Warning: Currently legging in under a grace Login. This is your |ast grace login. Flease change your passwerd now.
Change Password G

Change Password

Warning : If the cancel button is pressed, you will be logged out of the application and loclked out of the system.

Expand &ll | Cellapse &l

-l Change Your Password m

Password: I New Password: |

Verify Password: |

Go to top of page

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

"é:,} Fassword 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 Projection/Allocation Security Utilities Budget Tasks Dashboards Integration Bookmarks

z KBUD |Kentuckv Budgeting System Welcome, MNJ0O&2 Messages(0) [ Home () | Help | Preferences | infoAdvantage | Edit Password | Logout
B

KBUD > Budget Tasks

Enter your current password in the Password field. In the New Password field, a new
password will need to be created using the password criteria above. Repeat the new password
in the Verify Password field and select the <Save> button.

Forgotten Password or Password Reset

If you have forgotten your password or need your password reset, from the KBUD login screen
select the “Forgot your password?” link. 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?

©2001, 2014 CGl Technologies and
Solutions Inc.

All Rightz 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.

I To have your password reset, please enter your user ID.

©2001, 2014 CGI Technologies and
Solutions Inc

All Rights Reserved.

H10% v

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

- - - B
= - - = m#ormancebudgeﬁng Forgotten Password Generated Response - Message (Plain Text] E@g
iginiainig .

Fil ] ge Dev per (] 0
H | = |
Y o 3 : 3 Rules ~ ¥ Mark Unread 1 Find
@y Ignore ; a } % B2l Meeting (23 Move to: 7 ™3 [ Rules (¥ Mark Unrea ab 44 Fin
@ To Manager - ‘—] @ OneMote Categorize ~ % Related -~
~ Delete Reply Reply Forward E# - . _ Move Translate Zoom ||
& Junk Al i ors (4 Team E-mail = - [ Actions - | ¥ Follow Up - - g select -

Delete Respond Quick Steps P Move Tags ] Editing Zoom
From: kbudadministrator @ky.gov Sent:  Fri 2/13/2015 11:02 AM
To: Rosell, Phillip (0SBD)

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,e

The password for the user id associated with this email address has been changed. If you have problems signing in, please contact your
system administrator for assistance.

If you are still having difficulty with your password or you do not receive the email resetting
your password, contact the KBUD Administrators (KBUDAdministrator@ky.gov).
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Preferences

The “Preferences” feature allows you to customize the KBUD application. “Preferences” can
be accessed from the Navigation bar.

Welcome, RWI0040 Messages(0) [ Home h | Help | Preferences | Reports | Edit Fassword | Ln:rgn:rut

The first tab, Styles, will allow you to change the appearance of KBUD (default and simple
schemes).

Reference Data Security Utilities Budget Tasks

Advantage Performance Budgeting - Training = Budget Tasks = 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.
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Styles I Bookmarks | Usability Settings |

Save Cancel

Bookmarks Label: IEcckmarks|

Display | 10 % | Items

I R

- NO ITEMS TO DISPLAY -

]

“Rank: |

Label: |

The third tab, Usability Settings, allows you to set certain options within the application.
Certain settings on this page have already been set by the KBUD Administrators for you.

e Expert User — allows you to move from one data entry field to another data entry field
by using the tab key. (This option has already been selected for you).

e Auto Tab — will automatically tab to the next data entry field when the current data entry
field is full. For example, if a data entry field will hold 9 characters and you enter
“Halloween,” as soon as you complete entering the word, the cursor will automatically
move to the next data entry field without using the tab key.

e Expand Section — will expand all sections on a screen when the screen is first
displayed.

e StartPage — will determine what the first screen will be when you login to the
application. (This option has already been selected for you).
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| Styles | Bookmarks I Usability Settings ‘

Save Cancel

Expand All | Collap=se &ll

— = ExpertlUser

Expert User Option: |

Return to Top

= Autc Tab m

Enable Auta Tab: [

Return to Top

— = Ewxpand Section m
Expand Section Cption: [

Beturn to Top

— = StartPage m

Start Page Name: |Categor',f Fages

Return to Top

Reset Start Page

Go to top of page
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