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Introduction to Kentucky Budget System (KBUD)

Section 1 Introduction to KBUD

The Kentucky Budgeting (KBUD) system will be used to develop the 2020-2022 biennial
budget. This manual will provide information on the KBUD system and how to use it to
enter, change, report and submit the majority of their biennial budget request. This
process will enable the Commonwealth to meet the statutory requirements of KRS
Chapter 48 for preparing and submitting agency biennial budget requests to the Office
of the State Budget Director/Governor’s Office for Policy and Management
(OSBD/GOPM) and the Legislative Research Commission (LRC). It will enable the
Commonwealth to provide the information required for submission contained in the
2020-2022 Branch Budget Request Manual (Budget Instructions). It is essential that
agencies read and understand the 2020-2022 Budget Instructions in order to complete
and submit their biennial budget request accurately, on-time, and in the correct format.
The 2020-2022 Branch Budget Request Manual along with other budget resources can
be found on OSBD’s Website at the following location: http://osbd.ky.gov/Pages/KBUD-
Information.aspx

Section 1.1 Benefits of KBUD

Historical Analysis

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

Publish Budget Documents

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

Data Consolidation

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

Record the Trail of Changes
KBUD will provide an audit trail of all changes made to a budget request prior to its
submission. This function will enable the Commonwealth to track and record the many
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Introduction to Kentucky Budget System (KBUD)

changes that occur to a biennial budget request during its development process. This
will provide a valuable troubleshooting aid in a process that is large and complicated.

Section 1.2 KBUD Setup Summary

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

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

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

2) KBUD Reporting is hosted on SAP’s Enterprise Business Intelligence (EBI)
platform and allows user to run and print pre-built budget reports designed for
the budget preparation process. The link to this application is
https://ebi.ky.gov/BOE/BI. Each user requires a separate EBI account to
utilize the application. Contact the KBUD Administrator at
KBUDAdministrator@KY.GOV to request access instructions.

NOTE: Users can access both applications through compatible Web browsers
(Microsoft’s Internet Explorer, Google Chrome, or Mozilla Firefox). Only certain versions
of these browsers will work with KBUD or EBI. In addition, there are specific browser
settings that allow important features within KBUD to work properly. Features such as
the search lists, drop down menus, and the import/export of files will not work if the
browser settings are incorrect.

Microsoft Internet Explorer 9.0, 10.0, and 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 38

Chrome 40 on Android Tablet with Android 5.0

Apple Safari on Apple iPad with iOS 8.x

The following is a list of supported mobile app devices that are compatible with the
current version of KBUD.

e Apple iPhone 4S or higher with iOS 8.x (Advantage mobile apps only)
e Android phone device with Android 5.0 (Advantage mobile apps only)

KBUD - Section 1 6/1/19 Page 2



Baseline Budget Request

Section 2 Baseline Budget Request

Section 2.1 Budget Form Overview

Budget forms are the primary tools used to produce the agency budget request reports.
The budget request reports are the final output used by agencies to submit their formal
budget request to GOPM. The numerical budget data entered on the KBUD forms is
ultimately translated into budget totals on the budget request reports in EBI. In addition to
the budget request forms, the information entered into the dimension tables and the
FY18/FY19 historical data loaded into KBUD from eMARS are also used to produce the
budget request reports.

Budget Forms (KBUD)

[ ere— T |

Agency Budget Request
Reports (KBUD Reports-EBI)

Dimension Tables (KBUD) Submitted to GOPM
8 et | o Moy | oot | Gmmirmest Mensmesart | \ I
) SesEEE. Budget
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=>s__Totals
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Baseline Budget Request

The 2022_A2-A3-A4-A5 Baseline Budget Request form is the primary form used to
produce your agency’s 2022 baseline budget request (NOTE-1: The KBUD forms and
reports used for Restricted Funds and/or Federal Grants are covered in sections three and
four of this manual. NOTE-2: The 2022_A2-A3-A4-A5 Baseline Budget Request form also
includes your defined calculations which are technically considered part of the agency’s
additional budget request).

2022 Baseline Budget Request Form
2022 A2-A3-A4-A5 AZ2/A3/A4/85 Baseline Budget Reguest

The 2022_A2-A3-A4-A5 Baseline Budget Request form contains multiple tabs to perform
different functions. For example, the 2022_A2-A3-A4-A5 form contains separate tabs to
record the various components of your baseline budget request data:

A2/A3 Sources & Expenditures by Funds
A3 Expenditure Detail

A5 Personnel

Document Management

2022 A2-A3-A4-AS5 Form with Multiple Tabs

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

Motify

Expand &ll | Collapse All

r - Budget Request Details m

Request Code: 6530 Name: 721B_PG
Form: 2022 A2-A3-A4-A5
* Stage: [1-Agency Request K

r = Reason For Change

Reason Description:

r'= Budget Request Information

Legal Authority Citation::

r'= Dimensions m

Program: 721B_PG

Go to top of page
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Baseline Budget Request

Section 2.2 Creating a Baseline Budget Request

This section includes an overview of the baseline creation process along with the detailed
instructions to create a baseline budget request required by the 2020-2022 Budget
Instructions.

Section 2.2.1 Process Overview

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

1) Login to KBUD and navigate to the Formulate Budget Request Page to choose the
2022_A2-A3-A4-A5 Baseline Budget Request form
2) Create an instance of the 2022_A2-A3-A4-A5 Baseline Budget Request form for
each agency program
3) Manually enter or import the appropriate budget lines (data) into the appropriate
form’s tabs for each fund type and budget object combination
o AZ2/A3/A4/A5 Baseline Budget Request Form Tabs
= Edit Budget Request
A2/A3 Sources & Exp by Fund
A3 Expenditure Detail
A5 Personnel
Document Management (Used to upload the Word document
containing the program description narrative)
4) Login to KBUD Reports (EBI) and navigate to the 20-22 Biennium folder to run
and/or print the necessary budget request reports
0 Run the baseline budget math check report (A1A2 Financial Record Math
Check) necessary for performing a math check on the baseline budget data
that was entered into the KBUD forms
= If math check errors are indicated on the report, log into KBUD and
correct the errors by making the necessary changes in the form and
rerun the math check report to ensure the errors have been corrected
o0 Run the baseline budget request reports for each program code necessary for
the official budget submission to GOPM and save a PDF version of each
report for the electronic submission to GOPM
= A1A2 Financial Record
= A3 Expenditure Detail
= A5 Personnel Summary

KBUD - Section 2 6/1/19 Page 5



Baseline Budget Request

Section 2.2.2 Assumptions, Conditions, and Directions

The following is a list of helpful assumptions, conditions, and directions that should
be followed and understood prior to creating a 2020-2022 baseline budget in KBUD:

e The user should review and understand the LRC’s 2020-2022 Budget Instructions
located on OSBD’s Website (Link to Webpage - http://osbd.ky.gov/Pages/KBUD-
Information.aspx).

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

e Defined calculations budget requests are requested separately on the 2022_A2-A3-
A4-A5 Baseline Budget Request form. The Full Actuarial Required Contribution
(ARC) will be included as part of the defined calculations for the 2022 budget
request.

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

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

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

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

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

e The user has setup their computer in accordance with KBUD Setup instructions
located in Attachment 1, KBUD Setup and Preferences.

KBUD - Section 2 6/1/19 Page 6



T Baseline Budget Request

Section 2.2.3 Login to KBUD and Navigate to the 2022_A2-A3-A4-A5 Baseline
Budget Request Form

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

e Enter your KBUD user ID and password.
e From the Home page, you can navigate to the KBUD forms in two ways:
1. Click the Formulate Budget Request link under the Pages heading, or
2. Click on the Budget Tasks on the menu bar and select Formulate Budget

Request. The Budget Layout Selection page will appear.

Home Page

(=2 Budget Tasks

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

Reference Data Security Utilities Budget Tasks
DTTETT T B

Advantage Performance Budgeting - Training >

i Formulate Budget Request | Lo )
( ) <

Budget Tasks

Categories Refresh Cache Page

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

Py
1 L Formulate Budget Reguest

Secute Uel

Refresh Cache Page

Go to top of page

#100% -

javascripttriggerTransition('//Budgetl ayoutsSelection/Header')
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KEUDH Baseline Budget Request

¢ From the Budget Layout Selection page, you will see all the KBUD forms that are
available for your use. In this case, you want to choose the 2022_A2-A3-A4-A5 form
by clicking on the corresponding link. The Select Budget Request page will appear.

Budget Layout Selection Page

Reference Data Budget Tasks

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

Budget Layout Selection

Code: Mame:

Layout Type:

AZ/A3/A4/A5 Baseline Budget Reguest
B2/B3/B4/B5 Additional Budget Request

2022 E FUND-RECEIPTS E Restricted Funds & Receipts Form

2022 G G Federal Assistance Form

2022 OFFBUD FUND Off Budget Funds

2022 CAPITAL FUND Capital Request by Fund Source

2022 CAPITAL EXPEND Capital Request Expenditures

2022 CAPITAL IMPONOPBUD Capital Request - Impact on Operating Budget

e The Select Budget Request page will show all the instances of this specific form
(2022_A2-A3-A4-A5) you have created.

Select Budget Request Page (2022 A2-A3-A4-A5 Form

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

Reference Data = [ETRETS

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

Select Budget Request

G
Budget Request Selection Criteria

Layout _A3_AA_ Request Stage: Archive v] | s h
covout 2022 A2-A3-A4-A5 = [v] prehive pojse[v]  searc
Layout Name:

Type: Gener\c

{Hesd&r Filfter

Program: &
[Lme Filter- ]
Hew Delete  Save  Sort Print View as €SV

DT — S N N
I 6530 721B_PG 721B_PG
O 6532 723B_PG InStancles 723B_PG
Page 1 of1 Show 20 Fows per page View 1 - 2 of 2,5

Go to top of page

KBUD - Section 2 6/1/19 Page 8



Baseline Budget Request

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

get Request Page (2022_A2-A3-A4-A5 Form

Welcome, MG10011  Skip Navigation

Messages(0) [Home 2 | Help | Preferences | Reports | Edit Password | Log
SBFS Security Utilities Budget Tasks

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

Select Budget Request

dget Request Selection Crit: A

t
4t 2022 A2-A3-A4-A5
ut

ayol

ode:

ayor
e

@
L
[=
L:

.
£9z

Stage: |1-Agency Request [v] Archive i io[v]  search
Wi

Typer  |Generic [~
eader Fill
Lngram: 670 4
Lj 1~
[Mew I Ed\lI View lDelete Si\/E] Sort  Print View as CSV

Summary

I S S S - S
& 6337

Parks Administration sea !.ch Res u Its 670A_PG
O 6338 Resort Parks 670B_FG
O 6339 Rec/Historic Parks

O &340 Cafeterias (Instancps of the Form) §70C_PG

670D_PG

Page 1 |of i Show all [w]rows per page

view1-4of4
*
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Baseline Budget Request

Section 2.2.4 Creating the Baseline Budget Request Form

In this section, we will create an example of a baseline form for the Department of Public
Health (DPH), Department 728. In this first scenario, we will create the 2022_A2-A3-A4-A5
form for program 728A PG, General Health Support.

e From the Select Budget Request page, click the New button. The Create Budget
Request page will appear and allow you to create a new instance of the
2022 _A2-A3-A4-A5 form.

Select Budget Request Page (2022_A2-A3-A4-A5 Form)

Select Budget Request

[V] archive view: [False[%| | search

Layout Code 2022 A2 A3-Ad-A5 Request Code: Stage:
Layout Type: |Ge Name:

Header Filter |

"Edgtﬂq est Selection Crite
[Lin

o e o er—— = [
i} 6530 721B_PG 721B_PG

O 6532 723B_PG 1
Paget |of1 Show (20 [~ ] rows per page View 1-20f2,

723B_PG
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Baseline Budget Request

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

1. Fill in the Name textbox (Suggestion: make it meaningful, so you will know by
its name what program is contained in the form)
Fill in the Legal Authority Citation textbox
Fill in the Program textbox (NOTE: You can only create a single instance of
this form with this specific program). There are two ways to fill in the textbox:
1) Type in the correct program code, or 2) click on the blue Program link to
pull up a Program Search box, and complete the following three steps to
select it from a pick list:

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

textbox

= 3-2) Click the Search button

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

created

Create Budget Request Page
4 Save | Back

Create Budget Request

2.
3.

Expand All | Collapse All

- Budget Request Details m 1

Request Code: Nam{ F2BA_PG ]

Form: 2022 A2-A3-A4-A5 -

- Stage: L-Agency Aeusst—od] Stage should always be set to 1 by the agencies.
— — GOPM will move the forms to Stage 2 when needed.

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

_ — Dimensions [i] 3

' Program Search Page

Program Search
Program: |728A_PG| x|
i Code: 728% 3-1 Name: Short Elemer
Name: Type:
Postable: [~] Parent P
[50 to top of page Program:

~ Dimension Reference Information
[ Department: &

= Financial Rollups Information

Type: ' Group: s
[ 29

o Ly 4

Sancel

Display (20 [¥] Items  Sort...

lcode | short Name _____[Element Type ___[Parent___|Depal

7 728A_FG General Health Support CoA

Select 728B_PG Women's Health coA

Select ¥ 728C_PG Prevention and Quality Improvement CoA

Select  # 728D_PG Epidemiclogy and Health Planning CoA

Select ¥ 7281_PG Maternal and Child Health coA

Select ¥ 728L_PG Laboratory Services coA b
< >
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Baseline Budget Request

Section 2.2.5 Entering Budget Data in the 2022_A2-A3-A4-A5 Form

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

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

2. Click the New Line button to add a new blank line (NOTE: Continue to add new blank
lines for each line of budget data you need to enter for this program. Enter a separate
budget line for each fund/budget object combination required by the 2020-2022 Budget
Instructions)

3. Enter the appropriate budget data on the line. Every line will require a fund and
Budget Object (NOTE: You can go to OSBD’s Website,
http://osbd.ky.gov/Pages/KBUD-Information.aspx, to view an Excel file with a list of
all applicable budget objects, 2022 KBUD Budget Objects.xlsx). To use the search
feature for the Fund or the Budget Obiject cells, follow these steps:
= 3-1) Right mouse click in the cell and click the blue Search link
= 3-2) From the Budget Object Search page, either use the search fields to refine

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

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

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

New 2022 A2-A3-A4-A5 Form for 728A PG

”é} Action was successful.
Save Back 1 5
I| Edit Budget quuest[ AZ{A3 Sources & Exp by FundlAS Expenditure Detail |}5 Personnel | Document Management A2/A3 SOU"CGS &
Motify
Expand All | Collapse all Save
= Budget Request Details m l 4Bu¢95<aquest| A2/A3 Sources & Exp by Fund | A3 Expenditure Detail | AS Personnel | Document Management
Request Code: 6571
Form: 2022 A2-A3-A4-A5 - Budget Request Summary [f)
* Stage: 1-Agency Request ﬂ Layout Code; 2022 A2-A3-A4-A5  ayout Name: |A2/A3/A4/AS5 Baseline Budget Request Program 728A_PG
Request Code: 6571 Request Name: 7284_PG st [V]
r = Reason For Change ———————————] EEQ“ Zero Out | Display Sub Total: ™
I Copy Line  Delete Line 2xgort Import Audit Trail View Graph gt print view as CSv
Reason Description:
o | O e e N e B S ML T e
9 =) 10100 |REGAPP 14,3
§ Totals | Favontes
r - Budget Request Information
I e R - Name
Legal Authority Citation:: KRS 211.180 Expand All | Collapse ~u
Go to top of page ect: 3-2
) . - Fin rma
[E Dimensions m ass: ' Category: & T!EE}
Program: 728A_PG -
N - [Budget Object
Display Al [v] items  Sart...
Go to top of page SearCh Page
|_[Code | Ishort Name __ |

+ REGAPP Regular Appropriation Regular Appropri

Selet  # TOBACCO Tobacco Settlement - Phase 1

KBUD - Section 2 6/1/19 Page 12
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KBUD also has the ability to import an Excel spreadsheet (XLS) to load all the budget

lines automatically instead of manually adding each budget line one at a time. In these
next steps, we will delete the single budget line entered in the previous steps and import
all of the necessary budget lines using KBUD’s import feature. To delete the single
budget line, follow these steps:

1.
2.

3.

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

Click the Delete Line button, and KBUD will mark the line for deletion by applying
the strikethrough format to each selected line (example: 8400)

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

=

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

- Budget Request Summary m

Totals

Layout Code: 2022 A2-A3-A4-A5 Layout Name:  A2/A3/A4/A5 Baseline Budget Request Type: |Generic ﬂ Program 728A_PG
Request Code: 6571 Request Name: 728A_PG Stage: |1-Agency Request ﬂ
Refresh | Zero Out Display Sub Total: ]

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

| Fund | Budget Object i FY 19-20 FY 20-21 FY 21-22 DC FY 20-21 DC FY 21-22 |
- +H 3555 4565 +4:585-666 152666 385,166

y £ iein sEsss

Expand All | Collapse All

2

1] 0 0 1] I].

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

Go to top of page

e KBUD will confirm the deletion was successful

@ [ Action was successful. ]

Save Back

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

- Budget Request Summary m

Layout Code: 2022 A2-A3-A4-A5 Layout Name: |A2/A3/A4/AS Baseline Budget Request Type: |Generic ﬂ Program T72BA_PG

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

Totals

Refresh  Zero OQut

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

[ m [ Line | Fund | Budget Object | FY 19-20 FY 20-21 FY 21-22 DC FY 20-21 DC FY 21-22 |

Display Sub Total: [

Line has been permanently deleted -

Page 1 of 1 Show 20 | ¥ |rows per page
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¢ Now that the single budget line has been deleted, we will import all the budget lines
using the KBUD import feature and Excel to create the import file (spreadsheet) as a
Excel file. You will need to open Excel and add your budget lines into a worksheet and
edit the cells to follow the formatting rules IMPORTANT NOTES: For the import
process to be successful, you will need to ensure your Excel import file complies
with all of the following formatting rules):

1. The first row of the Excel file needs to exactly match the column headers on
the form tab in terms of name, case, and order from left to right (see the
comparison below). It is recommended to use the Export feature in KBUD to
download the tab’s column headings in an Excel file to be used as a template
for your import file. Once you have downloaded the headers, then you can add
your budget lines to the Excel file and use the file to import the budget lines
into KBUD.

Excel file (all lines and columns formatted as text)

il B i [ E E iz
1| Fund Budget Object Fy 19-20 FY20-21 FY21-22 DCFEY20-21 DCFY 21-22 I
2 (0100 REGAPP 27,051,100 27,051,100 27,051,100 293,100 537,700

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

[ m [ Line | Budget Object F¥ 13-20 Fr 20-21 FY 21-22 DC FY 20-21 DC FY 21-22

Totals j

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

\ Edit Budget REqu[sl I A2/A3 Sources & Exp by Fund | A3}xpand\tura Detail | AS Personnel | Document Management |

- Budget Request Summary [i)

Layout Code: 2022 A2-A3-A4-A5 Layout Name: A2/A3/A4/AS Baseline Budget Request Type: |Generic [v] Program 728A_PG

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

Refresh | zero out Display Sub Total: 4

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

[ m [ Line [ Fund [ BudgetObject [1 FY 19-20 FY 20-21 FY 21-22 DC FY 20-21 DC FY 21-22 |
Totals [ |

Page 1 of 1 Show 20 | % |rows per page
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2.

Incorrect Format

Correct Format—T 0100
4 0100 REGAFPE 0

3.

Any fund cells with fund types that begin with a leading zero must include this
zero. Excel will drop the leading zero if the cell is formatted as a currency or
accounting format. To resolve this issue, highlight the affected column or cell,
change the Number format to Text format, and add the “0” back to the fund

“100”, so that it appears as “0100”. You will need to fix all fund cells.

Home

By M Cut
ER Copy ~
Paste g
- ¥ Format Painter

Clipboard [F}
A2 =

A B
1 |Fund Budget Object

b [100 kecare

Calibri -1 | A A
B I U- #H- &OH-A- =
Font )
F | 100

C D E F
FY19-20 FY20-21 FY21-22
27,051,100 27,051,100 27,051,100 293,100

== E Merge & Center ~

Alignment

G

DC FY 20-21 DCFY 21-2:

537,700

%‘Wrap Text

Text

, €0 o0
$-% » i0 50

[F} Mumber 71

H I 1 K

XPBYFUND 27,051,100 27,051,100 27,051,100 293,100 537,700

231,700 273,400 0

Utilize numerical data for the five budget data columns and ensure those cells
are formatted in Excel text, general, or number format and not in the currency
or accounting format. Do not include the $ sign in the cell, or do not use any
formulas or total rows. (NOTE: All dollar values for the requested fiscal years
should be rounded to the nearest $100. KBUD does not prevent the user
from entering non-rounded values, but the 2020-2022 Budget Instructions
request the values be rounded).

. Utilize only valid KBUD fund types and budget objects codes combinations for

this specific tab. For example, you would not use Fund Type code 1200
(Federal Funds) and Budget Object code REGAPP (Regular Appropriations)
as a combination because federal funds are not included in regular
appropriations. Also ensure the budget object names are all in upper case
format, REGAPP. Refer to the 2020-2022 Budget Instructions for the
appropriate budget objects that would apply to each Fund Type (NOTE: You
can go to OSBD’s Website, http://osbd.ky.gov/Pages/KBUD-Information.aspx, to
view an Excel file with a full list of all applicable budget objects, 2022 KBUD
Budget Objects.xlIsx). Below are some of the budget objects that apply to only
a specific type of fund:

General Fund and Road Fund ONLY

e Regular Appropriation

e Continuing Appropriation — General Fund

e Continuing Appropriation — Road Fund

¢ Reorganization Adjustments

¢ Mandated Allotments (these are Necessary Government Expenses)

e Salary and Health Insurance Adjustments — General Fund only
Tobacco Fund ONLY

e Tobacco Settlement — Phase |

e Continuing Appropriation — Tobacco Settlement

e Reorganization Adjustments

KBUD - Section 2
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T Baseline Budget Request

Restricted and Federal Funds ONLY

e Balance Forward

e Current Receipts

¢ Non-Revenue Receipts
e Fund Transfers

e Once you have populated your Excel worksheet with all budget lines and formatted it
correctly, save the file with a meaningful name and in a location where you will
remember to find it. Return to A2/A3 Sources & Exp by Fund tab in the
2022 _A2-A3-A4-A5 form. To import the budget lines, follow these steps:

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

Layout Code: 2022 A2-A3-A4-A5  Layout Mame: | A2/A3/A4/AS Baseline Budget Request Type: |Generic [v] Program 728A_PG

= Budget Request Summary [i]
"Raquest Code: 6571 Request Name: |728A_PG Stage: |1-Agency Request [¥]

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

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

nmm=!}!§!= FY 20-21 FY 21-22 DC FY 20-21 DC FY 21-22

Totals [ |

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

2. Click the Browse button

Expand All | Collapse All

- Import Data File

2
)
Flle:

Cancel  Upload

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

et ———
A + Rasell, Phillip (0SB0} » Downlosds b TVI618 DPH Dudget Prep Files ~ [ 4y W search FYi28 0P Bugerr.. P

1
Urganize = | Mew lolder = - Al &

Marne

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

% Docume
i ic -
Pictures 3 = T
E ph TEk] 1GABDPH-T28A-A2AG M s
idecs
I B Fusell, Phillyp (05HD)

(L 161ADPH - TIRA-AS.cow

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

Expand All | Collapse all

- Import Data File

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

Cancel | Upload 5

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

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

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

@ [ Action was suc:c:essful.]

Save | Back

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

- Budget Request Summary @

Layout Code: 2022 A2-A3-A4-A5 Layout Mame: A2/A3/A4/AS Baseline Budget Request Type: Generic ﬂ

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

Refresh Zero gut | Display Sub Total: R4

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

MNew Line Copy Line Delete Line

n_mm|||

O 10100  REGAPP 12,303,800 12,955,400 12,955,400 92,600 306,000
O 20100  EXPBYFUND E 12,955,400 12,955,400 12,955,400 92,600 306,000
O 31200  BALFOR R 13,500

O 41200  CURREC R 503,600 493,100 338,700 7,000 15,200
O 51200  EXPBYFUND E 517,100 493,100 338,700 7,000 15,200
O 61300  BALFOR R 682,300 540,000 270,000

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

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

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

O 10 0100  SALCOMP R 51,600
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e To complete the 2022 _A2-A3-A4-A5 form, you will need to repeat the procedures
previously described in this section of the manual for the A3 Expenditure Detail and
A5 Personnel tabs (NOTE: Each tab may have different number of columns and
different names, so if you are using Excel import files to upload the budget lines,
please be aware of these differences. You will need to modify the Excel file headers
and budget line columns to compensate for these differences).

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

e The specific expenditure budget object lines required to be used by each agency are
reflected in the 2020-2022 Budget Instructions or will be determined through
discussions with GOPM and LRC. You can also reference the budget object types
by going to OSBD’s Website, http://osbd.ky.gov/Pages/KBUD-Information.aspx, and
viewing a list of all applicable budget objects.

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

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

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

E121 — Employer Social Security Rates

E122 — Employer Retirement Contribution Rate

E123 — Health Insurance Premiums

E124 — Life Insurance Costs

E131 — Worker Compensation Premiums

E184 — Personnel Board Assessments

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

utilities)

E802 — COT Rated Services

E226 — Motor Pool Rental Charges

E162 — Facilities Security Charges

E254 — Insurance Premium (Fire & Tornado)
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= E133 — Governmental Services Center
e Click on the A3 Expenditure Detail tab and enter the necessary budget lines for your
request. Click the Save button when you have finished entering your budget lines.

A3 Expenditure Detail tab

Back

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

- Budget Request Summary m

Layout Code: 2022 A2-A3-A4-A5 Layout Name: |AZ2/A3/A4/AS5 Baseline Budget Request Type: |Generic [V]

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

Refresh | Zero Out Display Sub Total: ¥

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

m| 1 E111 E 2,755,400 2,779,900 2,779,300 61,300 204,000
O 2 E121 E 189,300 195,100 200,000 3,800 13,100
m| 3 E122 E 1,002,000 1,010,000 1,010,000 186,300 270,100
m| 4 E122 E 0 231,700 273,400 0 0
m| 5 E123 E 431,100 431,100 431,100 10,200 23,200
O 6 E123 E 0 4,500 6,400 0 0
O 7 E124 E 600 600 600 100 100
m| 8 E131 E 131,000 131,000 131,000 31,000 31,000
m| 9 E132 E 26,900 26,900 26,300 1,300 1,300
| 10 E140M E 3,578,300 3,578,900 3,578,300
m| 11 E150M E 4,364,000 4,364,000 4,364,000
O 12 E210M E 500 400 400
m| 13 E222 E 500 400 400
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e The A5 Personnel tab is used to identify the number of Full-Time, Part-Time and
Other Positions (including Federally Funded Time Limited (FFTL) and Interim
positions). For fiscal years 20-21 and 21-22, the number of personnel positions that
may be requested in the Baseline Budget Request A-5 Personnel tab is limited to
the personnel targeted positions (Funded Personnel Cap) for FY 2022. (NOTE: For
Defined Calculations Requests, the number of personnel positions is not applicable).

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

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

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

A5 Personnel tab

Save Fack
r—
Edit Budget Request | A2/A3 Sources & Exp by Fund | A3 Expenditure Detail ' A5 Personnel lDocument Management
- Budget Request Summary m
Layout Code: 2022 A2-A3-A4-A5 Layout Mame: AZ2/A3/A4/AS Baseline Budget Reguest Type: |Generic ﬂ Program
Request Code: 6571 Regquest Name: 728A_PG Stage: 1-Agency Reguest ﬂ
Refresh  Zero Out Display Sub Taotal: ¥
New Line  Copy Line  Delete Line Exeort Import Audit Trail View Graph gort  print View as CSV
(® [ [ouimmiomea [] o wow [ meom [ wam [ ocmmom [ ooz ]
O 1 FULLTIME R FILLED 36 38 43 43 43
O 2 FULLTIME RVACANT 5
m} 3 PARTTIME RFILLED 3 3 2 4 4
O 4 PARTTIME RVACANT 2
m] 5 GFPOS ED 3,401,615 3,387,923 4,305,400 4,343,400 4,348,100 257,500 501,400
O 6 RESPOS ED 57,676 57,444 73,000 73,300 73,500 4,800 5,100
O 7 OTHERPOS R FILLED 1 1 1 1 1
Totals 3,459,251 3,445,325 4,378,347 4,416,647 4,421,547 262,300 510,500 .
Page 1 of 1 Show 20 | |rows per page
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e The final step to complete the 2022 _A2-A3-A4-A5 form is to use the Document
Management tab to upload a comprehensive program narrative created in Microsoft
Word. The template for the program narrative is named 2020-2022 Baseline Budget
Record A4, and it is located on OSBD’s Website (Link to Webpage -
http://osbd.ky.gov/Pages/KBUD-Information.aspx). Included below is a partial
screenshot of a program narrative below for reference.

2020-2022 Baseline Budget Record A4 (Program Narrative)

2020-2022 KENTUCKY BRANCH BUDGET
Baseline Budget Request: Program Narrative/lDocumentation Record

OPERATING BUDGET REPORT A4 Agency: Health & Family Services
Appropriation Unit: Public Health
Program/Service Unit: General Health Support
Governmental Branch: Sub Program:
Cabinet/Function: Posting Unit: SA0Q

Baseline

1. PROGRAMRESULTS Actual Actual Budgeted  Requested  Requested
DOCUMENTATION FY201748  FY201819  FY2019-20 FY200M  FY 202122

=T (a) Total Funding 524065525 537549191 548,522,800 538540700 539,540,700

(b) Quantitative Data

Il. PROGRAM NARRATIVE

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

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

Click on the Add Document button to open up the KBUD Upload tool

Click on the Browse button to open up the Windows File Upload screen

Navigate to the file’s location and click on the File Name

Click the Open button

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

Click the Save button to finalize the attachment

ok wN =

Document Management

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

KBUD

Upload Tool
o

Expand All | Collapse All

- Upload Document

Expand All | Collapse All

Centent: C:\Users\phillip.rosell\Downloads\FY1618 DPH Budget Prep Files\

Cancel | Upload 5

Windows

4 Choone File 1o Uipload
—~
el

- = -
» Booel, Prilip (D5601) » Downlcads » FYI6L8 DF Budges Prep Files ‘.

Document Management

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

6

Add Document Display All ﬂ Items Sort...

Content Type

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

File Ugload_

18

Expand All | Collapse All 5

] SA-HASRATIVE 16-18 FINAL docx
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Section 2.2.6 Login to KBUD Reports (EBI) to Access Baseline Reports

In this section, we will login to SAP’s Enterprise Business Intelligence Version 4.1 (EBI 4.1)
which houses the KBUD Reports and navigate to the 20-22 Biennium folder to access the
necessary budget request reports. In this scenario, we will run the baseline reports for
DPH’s program 728A_ PG, General Health Support. Reference Section 9, KBUD Reports,
for more in depth explanation of reports.

e Reports are the final output of the budget request process. It is important to
understand that the data entered directly into the KBUD forms and dimension tables
are used to populate KBUD reports. For example, compare the 2022_A2-A3-A4-A5
form we created in the previous sections for 728A_ PG to the A1A2 Financial Record
Report. You can directly trace the 0100 fund revenue sources (REGAPP and
SALCOMP) amounts entered on the A2/A3 Sources & Exp by Fund tab to the
Source of Funds amounts on the report. You can also trace the EXPBYFUND
amounts to the report.

A2/A3 Sources & Exp by Fund Tab Data

Budget Object [ DC FY 20-21 DC Fy 21-22 I.

b 0100 REGAPP R 12,303,800 22,448,200 16,802,800 92,600 306,000

[cl
O
O 1Q_0100 SALCOMP R 51,600 A1A2 Fi ial
| [8 0100 EXPBYFUND E 6,955,400 22,448,200 .\ 16,802,800 ] 92,600 306,000 inancia
5 . X, Record Report
O 11200 BALFOR R 1
O 2 1200 CURREC R 5 020-2022 Kentucky Branch Budget
Basehge Budget Request: Financial Record
O 3 1200 EXPBYFUND E 51 All requegd columns rounded to nearest $100
O OPERAJING BUDGET RECORD A1/A2 Agency: Public Health
Appropriation: Public Health
O 4 1300 BALFOR R G Governmagtal Bra.nc h: Executive Brant.:h ) mi/Service Unit: General Health Support
O = 1300 CURREC R 49,04 Cabinet: Health and Family Services Sub Program:
O 7 1300  NONREV R -9,31 gting Unit:
FY 2017-18 FY 2048-19 FY 2019-20 FY 2020-21 FY 2021-22
a 6 1300 EXPBYFUND E 40,29 Actual A?uﬁg\ Budgeted Requested Requested
Totals -6,54 SOURCE OF FUNDS
ral Fi
Rsgular Appropnation 12,803,500 0 12,803,500 22,443 200 16,802,500
State Salary and G&n;ensaum&:a‘.nf ] 51,600 0 51,600 0 ]
Total General Fund 12,955,400 0 12,955,400 22,448,200 16.802,800
Restricted Fund
Balance Forward 0 0 652,300 270,000 270,000
Cumrent Receipts 15,209,218 0 45.841.200 33,626,900 33,626,900
Mon-Revenue Receipts 1} -8,816,200 -11,100,300 -11,100,300
Total Restricted Fund 0 40,807,300 22,996,600 22,996,600
Federal Fund
Balance Forward { 0 13,500 ] L]
Cumrent Receipts 695,519 0 503,600 485700 345,300
Total Federal Fund 695,519 0 517,100 495,700 345,300
EXPENDITURES BY CLASS
Personnel Costs G477.8917 1] 7,222,400 7,262,100 7,220,700
Operating Expenses 27203 230,900 401,100 374,400
Grantz Loans Benefits 17,916,583 ) 40,256,500 38,277,300 22,449,600
TOTAL EXPENDITURES BY CLASS 24,666,523 0 47,739,800 45,940,500 40,144,700
XPENDITURES BY FUND SOURCE \T
12,267,482 o 6,955,400 22,448,200 16,802,300 |
Restricted Fund 11,701,853 1] 40,267 300 22,896,600 22 8996 600
Federal Fund 697,179 1] 517,100 495 700 345300
TOTAL EXPENDITURES BY FUND 24,666,523 0 47,739,800 45,940,500 40,144,700
EXPENDITURES BY UNIT
1] 1] 1] 1] 1]
TOTAL EXPENDITURES BY UNIT 0 0 0 0 0
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e Since state agencies have some latitude to set up their budget structures in a

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

Required Baseline Reports For 728A PG
1. A1A2 Financial Record

2. A3 Expenditure Detall

3. A5 Personnel Summary
4.

A4 Baseline Budget Request Narrative/Documentation Record (Word
Attachment in KBUD 2022_A2-A3-A4-A5 Form)

Supportive Baseline Reports

5. A1A2 Financial Record Math Check
6. A3 Exp all Detaill

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

reports:
1. Either click on the Report link located in the KBUD application to access the
webpage, or open your web browser and enter the direct link to EBI 4.1 and
paste it into the URL: https://ebi.ky.qov/BOE/BI

Welcome, MGJ0011  Messages(0) [Home E! | Help | Preference

s | Reports | FditPassword | Logout

Reference Data Security utilities Budget Tasks

Advantage Performance Budgeting - Training > Budget Tasks

E

Budget Tasks

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

Pages

Formulate Budget Request
Execute Query

Budget Reguest Filter View
Advance Budget Request Stage

Refresh Cache Page

Go to top of page
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T Baseline Budget Request

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

SAP BusinessObjects
Bl launch pad

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

User Name: [MGI0011
Password: |essesessnsavens| 2

Authentication: | Enterprise hd |

@

e The Home tab is the entry point into the EBI application. Once in the application,
navigate to the KBUD 2022 Agency Budget Preparation folders which contain all the
reports necessary for your budget submission.

1. Click the Documents tab

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

3. Expand all the Public Folders

4. Open the 20-22 Biennium folder under the Agency Budget Preparation folder.
The available reports will appear on the right side of the web page

1 Welcome: MGJOO11 | Applications=  Preferences Help menuv | Log off
Home | Documents |

- myR W Welcome: MGJOD11 | Agplicati
i (]

% 414 Home | Documents |

wl AL
B o View v New v Organize Send More Actions Details
wl AL ‘:{“IV'DDC“"H‘YS A Title = Type
Ll R o=
#A R webineigence
Bl
i SAD4
- B2y erts Home | Documents
 i® subscribed Alerts ) ) .
i View = New - Organize - Send - More Actions * | Details
B2 personal Categories __ i
My H 3 uments ,_-_-'3. 1-" Welcome: MGI00LY | Acpheati
Detads.
Type
r \Web rtefigence
v Wb Irteligerse
v Weh [neeligence
v el Ireefigerce
* Web [reeligence
v Wb Inteligence
r Weh [reeligence
r Web [meefigence
v ks Irtafiggeren
r Web Inteligence
* el rteligerce
- Web [rteligence
¥ | Capial Listing with Rasutborization Statia. [ -
¥  Capeal Lishing with Short Descripton Weh [ntefigence
[ : 2 ¥ o vith lotaligence
Folders
— ¥ | CEEOY - Cistined Rark - Run ot Cabiret levad onky [ e —
T ¥ s \Web Irteligence
¥ e \Weh [reefigerce
\\- == WWeb [rsefigence
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Baseline Budget Request

When the budget data has been completely entered into the 2022_A2-A3-A4-A5
form, the baseline reports can be ran and printed for this program. (NOTE: In this
scenario, we will use the Department for Public Health’'s 728A_ PG, General Health
Support. We will run the A1A2 Financial Record Math Check report first to ensure
the budget amounts reconcile between the all five columns: FY 2017-18, FY 2018-
19, FY 2019-20, FY 2020-21, and FY 2021-22. Once the program passes the math
check, we will save and print the required baseline reports for the budget
submission).

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

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

3. Enter the required parameter/variable into the text box (NOTE: The program
code can also be found on the 2022_A2-A3-A4-A5 form in KBUD)

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

Completed 2022_A2-A3-A4-A5 Form
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Baseline Budget Request

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

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

OPERATING BUDGET RECORD A1/A2

Governmental Branch: Executive Branch

Agency: Public Health
Appropriation: Public Health

Program/Service Unit: General Health Support
Cabinet: Health and Family Services Sub Program:
Postina Unit:
FY 2017-18 FY 2018-19 FY 2019-20 FY 2020-21 FY 2021-22
Actual Actual Budgeted Requested Requested

SOURCE OF FUNDS
General Fund

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

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

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

Total Federal Fund 708,993 490,553 506,638 495,700 345,300
Restricted Funds

Balance Forward 682,313 040 o 270,000 270,000
Current Receipts 15,209,218 15,508,188 33,826,900 33,826,900 33,826,900
Mon-Revenue Receipts 4,169,633 £124752 G550 -10,630,300 11,100,300

Total Restricted Funds 11.701.893 . 266,600 23.266.600 22,396,600
TOTAL SOURCE OF FUNDS 26,366,286 36,378,861 50,823,338 46,210,500 40,144,700
EXPENDITURES BY CLASS
Personnel Costs 6477917 6,747,541 7,222 400 7,262,100 7,320,700
Operating Expenses 272,13 87,357 230,900 401,100 374,400
Grants Loans Benefits 17,916,583 27,566,126 43,100,038 38.277.300 32,445 600
Capital Outlay a 225,000) o o o
TOTAL EXPENDITURES BY CLASS 24,666,523 34,646,02 50,553,336 45,940,500 40,444,700
EXPENDITURES BY FUND SOURCE
General Fund 12,267 482 24774072 27,051,100 22445200 16,602,600
Federal Fund 697,178 483,515 B5-558 495,700 345,300
Restricted Funds 11,701,853 9,353,434 22,598 600 22,998,600
TOTAL EXPENDITURES BY FUND 24,666,523 34,646,02 50,553,338 I 45,940,500 40,144,700

FY20 Total Sources of

Restricted Funds

FY20 Total Restricted

Fund Expenditures

FY 2017-18 FY 2018-19 FY 2019-20 FY 2020-21 FY 2021-22
MATH CHECK SECTION Actual Actual Budgeted Requested Requested
Restricted Fund Carry Forward
Restricted Fund Total 11,701,893 9383438 23 2668 600 22 996, 600
Restricted Fund Expenditures by Fund 11,701,858 §353.436 S=ane 22 996 B 22 996 A \
Should Never Be Negative Las e SFE- )
Carry Forward Check & 040 0 270,000 270,000
Should = Zero 1] ] 0 ]
Math Check Purpose What to Do If Math
Federal Fund Carry Forward These three |ine Check Fa“s
Faderal Fund Total 708,993 480,553 505,638 495700 245,300 —
Federal Fund Expenditures by Fund 697,179 438 515 05538 49571 345,31 amounts should If the expenditures
Should Never Be Negative jr=n 3= 5 2 5 ) > never be negative by fund source
‘;:::I:i"z":r': Check # 1 31;’ “'3’3 ;‘ : because exceed the source of
expenditures cannot fund totals, adjust
Total Funds Check A
Fund Source Total 25,366,285 35,378 861 50,823,338 46,210,500 40,144,700 exceed sources of the budget data in
Total Expenditures by Fund 24,656.52 3464502 SDss33a8 45840 5 4014471 , funds. In other the 2022_A2-A3-A4-
ot Nover Ba Negative e . 276:600 668 J words, you cannot AS5 Form/A2-A3 tab.
Total Expenditures by Class 24,566,523 34646023 50,553,338 45,940 500 40,144,700 spend more than Either Revenues
Total Expenditures by Fund 24 666 523 34545 023 50553338 45,840 500 40,144,700 what you receive in need to be increased
Should = Zero (] ] (1] 1] (1] H
General Fund Revenues - Expenditures revenues. ?r e;zendlture: ?fy
un ecreased.
this occurs in the
two History columns,
FY 17-18 or FY 18-19,
you may need to do
a history change
form to spread
revenues or
expenditures across
other programs.
KBUD - Section 2 6/1/19 Page 26



Baseline Budget Request

e The Math Check Section is used to check the following for Restricted and Federal

Funds Only:

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

Expenditures)

OPERATING BUDGET RECORD A1/A2 Agency:

Appropriation:
Governmental Branch: Executive Branch

Public Health
Public Health

Program/Service Unit: General Health Support

Cabinet: Health and Family Services Sub Program:
Pastine lInit:
FY 2017-18 FY 2018-19 FY 2019-20 FY 2020-21 FY 2021-22
Actual Actual Budgeted Requested Requested

SOURCE OF FUNDS
General Fund

Regular Appropriation 12,803 300 27,052,300 27,051,100 27,445 200 16,802,300
State Sslary and Compensation Allocatior 51,600 0 0 0 4]
Other 0 -1,547.428 0 a 1]
Total General Fund 12.355.400 25.504,672 27.051,100 22.448.200 16.802.800
Federal Fund

Balance Forward 13,474 11,815 2038 a ]
Current Receipts £95,519 473738 503,600 495,700 345,300
Total Federal Fund 708,993 490,553 505,638 495.700 345,300
Restricted Funds

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

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

FY20

Year End Balance after Total Expenditures are

deducted from Total Sources of Funds \

FY 21 Balance Forward

FY 2017-18 FY 2018:19  FY 2019-20 FY 2020-21 FY 2021-22
MATH CHECK SECTION Actual Actual Budgeted Requested Requested
Restricted Fund Carry Forward
Restricted Fund Total 11,701,893 9,333,436 23,266,600 23,266,600 22,896,600
Restricted Fund Expenditures by Fund 11,701,853 9,383,436 22,896,600 22 996,500 22 996,600 Math Check Purpose What to Do If Math
Should Never Be Negative 040 [1] g 270,000 [1] " -_— =
Carry Forward Check # 040 o 270000 ) 270,000 These two line Check Fails
Should = Zero [ I 0 I amounts should be If the FY’s Balance
Federal Fund Carry Forward zero because the Forward does not
Federal Fund Total 708,993 490,553 505,638 435,700 345,300 previous year end match the previous
Federal Fund Expenditures by Fund 697,178 488.515 505,638 495700 345,300 y
Should Never Be Negative 11,815 2,038 1] 0 0 balance ShOUId equal FYS End Balance’
Carry Forward Check # 11,815 2,038 0 o the balance forward adjust the BALFOR
Should = Zero | — I g 1 amount for the next budget data in the
Total Funds Check FY (Example: FY20 2022_A2-A3-A4-A5
Fund Source Total 25,366,286 35,378,861 50,823,338 46,210,500 40,144,700 Year End Balance Form/A2-A3 tab
Total Expenditures by Fund 24 666,523 34,548,023 50,553,338 45,940,500 40,144,700 , o
Should Never Be Negative £99.763 732,838 270,000 270,000 0 should equal FY21 If this occurs in the
Expenditure Check Balance Forward). two History columns,
Total Expenditures by Class 24,666,523 34,646,023 50,553,338 45,940,500 40,144,700 FY 17-18 FY 18-19
Total Expenditures by Fund 24,666,523 34,646,023 50,553,338 45,940,500 40,144,700 -16 or =19,
Should = Zero 0 0 0 0 0 you may need to
General Fund Revenues - Expenditures || contact your OSBD
Budget Analyst
concerning a history
change.
KBUD - Section 2 6/1/19 Page 27



Baseline Budget Request

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

OPERATING BUDGET RECORD A1/A2

Governmental Branch: Executive Branch
Cabinet: Health and Family Services

Agency: Public Health
Appropriation: Public Health

Program/Service Unit: General Health Support

Sub Program:
Pnsting lInif:

FY 2017-18 FY 2018-19 FY 2019-20 FY 2020-21 FY 2021-22
Actual Actual Budgeted Requested Requested
SOURCE OF FUNDS
General Fund
Regular Appropriation 12,803 300 27,052,300 27,051,100 27,445 200 16,802,300
State Sslary and Compensation Allocatior 51,600 0 0 0 4]
Other 0 -1,547.428 0 a 1]
Total General Fund 12.355.400 25.504,672 27.051,100 22.448.200 16.802.800
Federal Fund
Balance Forward 13,474 11,815 2038 a ]
Current Receipts £95,519 473738 503,600 495,700 345,300
Total Federal Fund 708,993 490,553 505,638 495.700 345,300
Restricted Funds
Balance Forward 682,313 040 o 270,000 270,000
Current Receipts 15.209.218 15,508,188 23,626,900 23,626,900 23,626,900
MNon-Revenue Receipts -4.189,638 -£.124.792 -10,560,300 -10,830,300 -11,100,300
Total Restricted Funds 11.701,893 9.383,436 23,266,600 23,266,600 22,996,600
TOTAL SOURCE OF FUNDS 25,366,266 35,376,861 | (Glozaai) 46,210,500 40,144,700
EXPENDITURES BY CLASS
Personnel Costs 6477317 6,747 541 7,222,400 7,262,100 7,320,700
Operating Expenses 272113 87,357 230900 401,100 374 400
Grants Loans Benefits 17,916,593 27,586,126 43,100,038 38,277,300 32,443 800
Capital Qutlay 0 225,000 o o o
TOTAL EXPENDITURES BY CLASS 24,666,523 34,646,023 50,563,338 45,940,500 40,144,700
EXPENDITURES BY FUND SOURCE
General Fund 12,267 492 24774072 27,051,100 22,445.200 16,802,300
Federal Fund 697,179 488,515 505,638 495,700 345,300
Restricted Funds 11,701,853 9,383,438 22.996.600 22,996,600 22,996,600
TOTAL EXPENDITURES BY FUND 24,666,523 34,646,023 50,553,338 45,940,500 40,144,700
FY20 Total FY 20 Total Expenditures

Sources of Funds By Funds
MATH CHECK SECTION  FY 2017-18 FY 201819 | FY 2019-20 FY 2020-21 FY 2021-22
Actual Actual Budgeted Requested Requested
Restricted Fund Carry Forward
Restricted Fund Total 11,701,383 5,383,435 23,266,600 23 266 600 22,996,600
Restricted Fund Expenditures by Fund 11,701,853 9,383,436 22,996,600 22,996,600 22,996,600
Should Never Be Negative 040 [} 270,000 270,000 1]
Carry Forward Check # 040 o 270,000 270,000
Should = Zero 0 0 [} 0
Federal Fund Carry Forward
Federal Fund Total 708,993 490,553 505,633 495,700 345,300
Federal Fund Expenditures by Fund 697,179 483,515 505,633 495,700 345,300
Should Never Be Negative 11,815 2038 a (1] 0
Carry Forward Check # 11,815 2,033 0 [1]
Should = Zero Q L ) L
Total Funds Check
Fund Source Total 25,366,286 35,373,861 40144700
a {

Total Expenditures by Fund 2

Math Check Purpose
These line amounts
should never be
negative because
total expenditures
cannot exceed the
total sources of
funds. In other
words, you cannot
spend more than
what you receive in
revenues.

What to Do If Math
Check Fails

If the expenditures
by fund source
exceed the source of
fund totals, adjust
the budget data in
the 2022_A2-A3-A4-
A5 Form/A2-A3 tab.
Either Revenues
need to be increased
or expenditures by
fund decreased. If
this occurs in the
two History columns,
FY 17-18 or FY 18-19,
you may need to do
a history change
form to spread
revenues or
expenditures across
other programs.

Should Never Be Negative £09 78 132,838 270000 1]
Expenditure Check
Total Expenditures by Class 24,666,523 24,646,023 50,553,338 45,940,500 40.144.700
Total Expenditures by Fund 24 666,523 34 646,023 50,553,333 5,840,500 40,144 700
Should = Zero o 0 0 0 0
General Fund Revenues - Expenditures
KBUD - Section 2 6/1/19

Page 28




Baseline Budget Request

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

funds:

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

OPERATING BUDGET RECORD A1/A2

Governmental Branch: Executive Branch

Cabinet: Health and Family Services

Agency: Public Health
Appropriation: Public Health

Program/Service Unit: General Health Support

Sub Pregram:
Postino_Unit:
FY 2017-18 FY 2018-19 FY 2019-20 FY 2020-21 FY 2021-22
Actual Actual Budgeted Requested Requested
SOURCE OF FUNDS
General Fund
Regular Appropristion 12,803,800 27,052,300 27,051,100 22443200 16,802,800
State Salary and Compensation Allocatior 51,600 0 0 a [H]
Other 0 -1.547 428 o a o
Total General Fund 12,955,401 25,504,872 27,051,101 22,448,200 16.802.801
Federal Fund
Balance Forward 13474 11,815 2038 a o
Current Receipts 695,519 473,738 503,600 495,700 345,300
Total Federal Fund 708,993 490,553 505,638 495.700 345.300
Restricted Funds
Balance Forward 652313 040 o 270,000 270,000
Current Receipts 15,209,218 15,505,138 33,826,900 33,826,900 33,826,900
Non-Revenue Receipts -4,189,633 -5,124.792 -10,560.300 -10,830,300 -11,100,300
Total Restricted Funds 11.701.893 9,363,436 23.266.600 23.266.600 22.996.600
TOTAL SOURCE OF FUNDS 25,366,286 35,378,861 50,823,338 46,210,500 40,144,700
EXPENDITURES BY CLASS
Personnel Costs 6477917 6,747,541 7,222 400 7,262,100 7,320,700
Operating Expenses 272,13 87,357 230,900 401,100 374,400
Grants Loans Bensfits 17,816,593 27,586,126 43,100,038 38,277,300 32,449,800
Capital Outlay 1] 225000 0 a o
TOTAL EXPENDITURES BY CLASS 24,666,523 34,646,023 | = 45,940,500 40,144,700
EXPENDITURES BY FUND SOURCE
General Fund 2,267 492 24774072 27,051,100 22443200 16,802,800
Federal Fund 697175 483 515 505,638 485700 345300
Restricted Funds 11,701,853 9,383,438 22,996,600 22,996,600 22996 600
TOTAL EXPENDITURES BY FUND 24,666,523 34,646,023 [(50,553,338}— 45,940,500 40,144,700
FY20 Total Expenditures FY 20 Total Expenditures
By Class By Funds
MATH CHECK SECTION FY 201718 Fy.2018-19]  FY2019-20. | FY 2020-21 FY 202122
Actual Actual Budgeted Requested Requested
Restricted Fund Carry Forward
Restricted Fund Total 11,701,893 9,383,436 23,266,600 23266600 22,996,600
Restricted Fund Expenditures by Fund 11.701.853 5.253.438 20,996,600 22,996,600 22,996,600
Should Never Be Negative 040 (1] 270,000 270,000 [1]
Carry Forward Check # 040 o 270,000 270,000
Should = Zero ] o 0 o
Federal Fund Carry Forward
Federal Fund Total 703,993 490,553 505,638 485,700 345,300
Federal Fund Expenditures by Fund 697,179 438,515 505,638 495700 345,300
Should Never Be Negative 11,815 2,033 o (1] [1]
Carry Forward Check # 11,815 2,038 1] [1]
Should = Zero 0 0 0 0 What to Do If Math
Total Funds Check Check Fails
Fund Source Total 25,366,286 35,378,861 50,823,338 46,210,500 40,144,700 |f these two totals do
Total Expenditures by Fund 24,666,523 34,646,023 50,553,338 45,940,500 40,144,700 t tch ith
Should Never Be Negative 693 763 732,838 270,000 270,000 o Math CheCk Pur ose not match, either
Expenditure Check urp adjust the
Total Expenditures by Class 24,666,523 34,646,023 45,940,500 40,144,700 This line ensures the EXPEYFUND budget
Total Expenditures by Fund 24,666,523 34648,023 50,553,338 )— 45,940,500 40,144 700 Total Expe nditures d . h 2022 gz
Should = Zero [ — il E— il T ata in the _A2-
General Fund Revenues - Expenditures by Class equa|5 the A3_A4_A5 Form/AZ-
Expzndltures by A3 tab, or adjust the
und. expenditure detail
budget data in the
2022_A2-A3-A4-A5
Form/A3 Expenditure
Detail tab.
KBUD - Section 2 6/1/19 Page 29




Baseline Budget Request

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

1.
2.

3.

4.

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

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

Enter the required parameter/variable into the text box (NOTE: The program
code can also be found on the 2022_A2-A3-A4-A5 form in KBUD)

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

Completed 2022_A2-A3-A4-A5 Form

Edit Budget Request | A2/A3 Sources & Exp by Fund | A3 Expenditure Detail | a5 personnel | Document Management
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Operating Budget A-3 All Detail Agency: Public Health A3 Exp A"
N o Branch: Excoutive Branh Appropriation: Public Health
ovemnmental Branch: Executive Branc .
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Cabinet: Health and Family Services mmmSub';r mr:r"_ eneral Health Suppol Detall Report
=L DIOATAM;,
Home: | Documents | A3 Exp All Detail | A3 Exp All Detail = =
Web Inteligence + = S|P E 0 ¢ & v || [ Track 3 D Wy Fiter Bar 7] Freeze ~ &5 Outine
EXPEN] —
=|
TOTA (¥ Advanced | & Run
EXPEN %S Enter value(s) for Program Code: 2020.2022 Kentucky Branch Budot
. o | 7208 e WORKING PAPERS - entucky Branch Budge
& _ All requested columns rounded to nearest $100
) Operating Budget A-3 All Detail Agency: Public Health
Total g (°)] Appropriation: Public Health
Governmental Branch: Executive Branch

Program/Service Unit: General Health Support
Sub Program:
Posting Unit:

FY 2017-18 FY 2018-19 FY 2019-20 FY 2020-21 FY 2021-22
Actual Actual Budgeted .

Cabinet: Health and Family Services

EXPENDI | URES BY FUND SUURCE

Federal Fund 697,179 488515 505,638 485700 345300
General Fund 12,267 482 24774072 27,051,100 22448200 16,802 300
Restricted Fund 11,701,853 8383436 22,886,600 22,996,600 22,896 600
TOTAL EXPENDITURES BY FUND 24.666.523 34,646,023 50.553,338 45,940,500 40,144,700

EXPENDITURE CATEGORY
E111  E111 Regular Salaries & -

Wages 2663796 2493777 2,427,500 2,445,600 2,483,500
E112  Seasonal Selaries & Wages [ 2,500 0 [ [
E115  Overtime 1829 2366 0 [ [
E119  Gomp Time (Block 50

Payments Only) 7.098 1529 0 [ [
E120 Deceased Employess Salaries

& Wages [ 390 0 [ [
E121 E121 Employers FICA 182,706 171,469 164,300 166,300 168,700
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Baseline Budget Request

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

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

A3 Exp All Detail Report

Home | Documents || A3 Exp All Detail | A2 Exp ANl Detail = = |

¥ Drill ~ ¥ Fiter Bar [T Freeze - & Outline

Web Intelligence ~ = P S N o | @ || [ Teck
] =~
(7 Advanced | & Run
'EE Enter value(s) for Program Code:
WORKING PAPERS

j 7284_PG

2020-2022 Kentucky Branch Budget
All requested columns rounded to nearest $100

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

- Operating Budget A-3 Al Detail

Cabinet:

Governmental Branch: Executive Branch
Health and Family Services

Agency: Public Heallh
Appropriation: Public Health

Program/Service Unit: General Health Support
Sub Program:

A3 Expenditure Detail Tab

Posting Unit: - Budget Request Summary m
FY 2017-18 FY 2018-19 FY 2019-20 FY 2020-21
Actual Actual Budgeted R
EXPENDITURES BY FUND SOURCE Layout Code: 2022 A2-A3-A4-A5 Type: ﬂ Request Code:
Federal Fund 697,179 488,515 505,638 495,700
Genersl Fund 12,267,492 24774072 27,051,100 22,448,200 Program:
Restricted Fund 11,701,853 9,383,436 22,996,600 22,996,600
TOTAL EXPENDITURES BY FUND 24,666,523 34,646,023 50.563.338 45.940.500
EXPENDITURE CATEGORY ]
E111 E111 Reguiar Salaries & Refresh | zero Out Display Sub Total: Select Models |[v]
Wages 2,663,786 2483777 2,448,600
E112 Seasonal Salaries & Wages o 2,500 o P 2 .
E115  Overtime 1829 2366 0 0 Mew Line  Copy Line  Delete Line Export Import Audit Trail View Graph
E118 Comp Time (Block 50
Payments Only) 7.088 1529 a [i}
E120 Deceased Employses Salaries
& Wages o 390 a L]
E121  E121 Employers FICA 182,708 171,469 164,800 166,300
1 E111 f[za27500 | 1 2,428,000
O 2 E121 = 2427500
T ;
[m] 4 E123 =
I EIF’IIE‘HQIIJ'II |
D © | o [ e e
i © | o i e e
Ol e | {70 P S
Store |JCancel
O 9 E241 E | P J |
O 10 E251 E 10U Lrruu
] 11 EB01 E 13,000 13,000
O 12 EB02 E 7,000 7,000
Totals 50,553,338 45,940,500
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Baseline Budget Request

Once you have completed your match checks and are ready to run the final version

of three baseline reports, complete the following steps:

1.

Open each of the baseline reports as per the instructions in the previous

paragraphs and use the same Program Code to run each of the reports

= A1A2 Financial Record
= A3 Expenditure Detail

A5 Personnel Summary

2. To save the reports as a PDF document, click the Export Icon and

choose Export Document as PDF
Click the Save button’s down arrow and choose the Save As command and

3.

save the reports to a location where you will remember to find them. Open the
documents with Adobe Reader and use the print feature to print paper copies

of the reports.

A1A2 Financial Record Report

Home | Documents | ALAZ Famancal Riecord

Wb Inasligancs = T
T1 adesrced [
E5 | Lnter Program Code: 2020-2022 Kentucky Branch Dudget
o | [maarc Baveline Budget Request: Expenditure Detail Summary Recond

Al requeane columna ro
OPERATING BUDGET RECORD A

P
Progeam.Service Uit Genersl Health Support
Sub B .

A3 Expenditure
Detail Report

Beacih
Fore | Dotuments | A% Exproditure Detad -

Wieh Inteligence = = L RN

11 advanced Fun
ES | Enter wabur(s) for Program Code: 2020-2022 Kensucky Branch Budest
& [ramars Bavetne Budgel Hequest:

Al requeanes columna rownded b
OPERATING BUDGET RECORD A3

Governmental Branch: Evecutive Branch
Cabiner: Healtn and Family Services

Expenditure Detail Summary Hecond

FY_2017-18 FY.2018-19 FY 2019-20 F’
Achasl Achasl Dudgeted

Y 2020-21
o

FY 2021-22_

Brgugf Frgeesied

EXPENDITURES BY FUND SOURCE

EXPENDITURE CATEGORY
nel
g

Em ar a8 & Wepes

A5 Personnel
Summary Report

Mome | Documents | A% Personnel Summary 2

Web Intelligerce ~ =TS

OPERATING BUDGET R

Gevemmental Branch:
>

Cnbimet: Henlt and Family S

vvvvv

FY201718  FY2018-19 FY201920  FY202021  FY2021-22
Actual Actual Budgeted Requested Requested
34 3 43 43 43
M 36 43 43 43
Part Time Posdtion:
Filled 2 2 2
Tonl Part Time Positions 7 2 E E El
Olrer Pasilions
Do you want to open or save AS Personnel Summary.pdf (51.6 KE) from eas073vu-ws0017 COpen Save B Cancel

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

Reports) to create the necessay electronic and paper copies of the baseline reports

required for your budget submission.

KBUD — Section 2 6/1/19

Page 32



Restricted Fund Forms

Section 3 Restricted Fund Form

Section 3.1 Budget Form Overview

The two tools within KBUD used to create your restricted fund budget requests are the
Restricted Fund Maintenance Dimension and the 2022_E_FUND-RECEIPTS budget
request form. These two tools along with historical data load for FY18 and FY19 are all
the components necessary to produce the D _RestrictedFundSumRecord and E
Restricted Fund Record reports in EBI. The narrative data entered in the dimension
table along with the numerical budget data entered on the agency’s 2022_E_FUND-
RECEIPTS forms are ultimately translated into informative budget request reports.
These reports are the final output used by agencies to submit their formal budget
request to GOPM.

Dimension (Restricted Fund Maintenance)

S o vl (] D_RestrictedFundSumRecord Report

Save

OPERATING BUDGET SUMMARY RECORD O
Expand &l | Collapes A1l

Governmental Branch: Executive Branch Agency: Tourism, Arts and Heritage Cabinet
1= Restricted Fund tnformation (1] — Cabinet: Tourism, Arts and Heritage Appropriation: Fish and Wildlife Resources
Cabinet
Cude: 1345-2022

e ——— E Restricted Fund Record Report

i = Summary of Resol
Restrcted Uses?: Balance Forward (E 1 i p— - -

These are restricled funds thal set ssde Lo sssist mth the miligation of stream clean up in KY's me . Cugant Becaicis Faisting = Formn) 4870522 SZSEr7 42003700 52951 & 558516 |
vulnerahle areas. These affset funds fram the Stream Mitigation Fund, \ I. FUND SOURCE DATA
\ Account Title: Fees in Lieu of Stream Mitigation Fund
&MARS Fund Code: 1345
Legal Authority Gitation KRS150.255 Dimension Data
Restrated Funds Descrpbion; Il. RESTRICTED FUNDS DESCRIPTIOI Restricted Uses (Yes/Mo):  Yes

These are restricted funds that set aside to assist with the mitigation of siream clean up in KY's most vulnerable areas.
These offset funds from the Stream Mitigation Fund.

lll. RECEIPT STRUCTURE

Receipts by Revenue Source Code Actual Actual Budgeted Requested Requested
(Both Revenue and Non-revenue} FY 2017-18 FY 2018-19 FY 2019-20 FY 2020-21 FY 2021-22
- CASH Cash -11,442.400 -8,550,170 -10,000,000 -20,000,000 -20,000,000
Operating Transfer from
N10C  Capital Projects Fund 128,712 1,473,358 a [1] [1]
Operating Transfer from
N113  Agency Revenue Fund 7,057 [1] a [1] [1]
General Services to Other
R436  State Agencies Tt Tt 500040 L]
R71 Interest Income H - 2000 F o
2022 E FUND-RECEIPTS Form — e weeeecesses  HiStOrical i orm |
— — Total Receipts D t 0
n IV. RESTRICTED FUNDS Data Budgstet a a 1
Edit Budget Request | E Restricted Funds I E Restricted Receipts | Document Management __BUDGETS SUMMARY FY 2079-2020 0
(A) Resources:
Balance Forward (E Form) 58,652,670 56,946,278 37,199,592 37,199,592 37,199,592
Current Receipts-Existing (E Form) 8,600,238 20,233,838 10,000,000 20,000,000 20,000,000
- Budget Request Summary m Non-Revenue Receipts (E form) -11,308,831 -7.076,812 -10,000,000 -20,000,000 -20,000,000
Total Resources 56,046,278 70,108,405 37,199,592 37,199,592 37,199,592

Layout Code: 2022 E FUND-RECEIPTS Type: ﬂ Request Code: 18 (B) Expenditures:

Restricted Fund:  134S-2022 o o g o o
Total Expenditures 0 0 o 0 0

; N umerica I V. Explain the current recsipt structurs, type of fes, description of fes, cyssenTate and any proposed rate changes during the 2016
Refresh  Zeroout Display Sub Total: Select Model: | [v] - 2013 biennium. Indicate the date the/rate was last chan: %, explain any rate ffee changes that have been

et Data implemented during the 2014 - 2016 biennium. |depis e rate/fes change. the amounts affected and authority for change
Export Import Audit Trail u&‘&% Sort... View as CSV

New Line Copy Line Delete Line

Budget Object I Fr 20-21 FY 21-22

[l
o

1 EBALFOR R 37,199,592 37,199,592 37,199,592
[} 2 ECUREXS R 10,000,000 20,000,000 20,000,000
[} 3 ENONREV R -10,000,000 -20,000,000 -20,000,000

Totals -37,199,592 -37,199,592 -37,199,592
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Restricted Fund Forms

The 2020-2220 Budget Instructions require that the Operating Budget Request:
Restricted Funds Record (Report E) shall be completed for each on-budget Restricted
Fund cash control fund. Each agency’s budget form must provide information for the
current year and the two requested years for each Restricted Fund cash account within
the state accounting system (eMARS Financial).

In KBUD, each on-budget Restricted Funds cash control fund will have a separate
record in the Restricted Fund Maintenance dimension table and a separate

E Restricted Funds & Receipts Form. The 2022 E_FUND-RECEIPTS form will be
used to produce your agency’s budget request.

2022 E Restricted Funds & Receipts Form

2022 E FUND-RECEIPTS E Restricted Funds & Receipts Form

The 2022_E_FUND-RECEIPTS form contains two tabs to record the various
components of your restricted funds budget request data:

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

2022_E_FUND-RECEIPTS Form with Multiple Tabs

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

MNotify

Expand All | Collapse All

- = Budget Request Details m

Request Code: 1814 * Name: Fees in Lieu of Stream Mitigation Fund
Form: 2022 E.EUND-RECEIPTS
* Stage: Eﬂ

r = Reason For Change

Reason Description:

[ - Budget Request Information

- Dimensions m

Restricted Fund:

1345-2022
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Section 3.2 Creating a Restricted Fund Budget Request

This section includes an overview of the Restricted Fund Budget Request creation
process along with the detailed instructions to create a Restricted Fund budget request
required by the 2020-2022 Budget Instructions.

Section 3.2.1 Process Overview

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

1)
2)
3)

4)

5)

Login to KBUD and navigate to the Restricted Fund Maintenance Dimension
table to update information on each specific Restricted Fund
Navigate to the Budget Layout Selection Page to choose the
2022 _E_FUND-RECEIPTS Budget Request form
Create an instance of the 2022_E_FUND-RECEIPTS Budget Request form for
an on-budget Restricted Fund
Manually enter the appropriate budget lines (data) into each of the form’s tabs
0 2022 _E_FUND-RECEIPTS Budget Request Form Tabs
= Edit Budget Request
* E Restricted Funds
= E Restricted Receipts
* Document Management (NOT USED)
Login to KBUD Reports (EBI) and navigate to the 20-22 Biennium folder to run
and/or print the necessary Restricted Fund budget request reports
o Create the Restricted Fund budget request reports necessary for
performing a math check on the budget data that was entered into KBUD
o Create the Restricted Fund budget request reports necessary for official
budget submission to GOPM
* D_RestrictedFundSumRecord (All Restricted Funds)
= E Restricted Fund Record (Individual Restricted Funds)
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Section 3.2.2 Login to KBUD and Navigate to the Restricted Fund
Maintenance Dimension Table and Update the Dimension

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

e Enter your KBUD user ID and password.
¢ From the Home page, follow these steps:
1. Click the Dimensions link
2. Click on the Restricted Fund Maintenance Link. The Restricted Fund

Maintenance page will appear.

Home Page

Reference Data Security Utilities Budget Tasks

Advantage Performance Budgeting - Training > Budget Tasks

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

Pages

Budget Tasks

Formulate Budget Request

Execute Query Dimensions

ecurity Utilities Budget Tasks

Advantage Performance Budgeting - Training = Budget Tasks = Dimensions

Go to top of page

Dimensions
’PHFIFQ ~
2 l Restricted Fund Maintenance J Restricted Fund
Off Budget Fund Maintenance Maintenance

mensions > Restricted Fund Maintenance -

Restricted Fund Maintenance

Go to top of page

- MO ITEMS TO DISPLAY -
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Restricted Fund Forms

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

1. Enter the Restricted Fund number and along with “-2022” in the Code
textbox

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

you need to redefine your search. You may want to try using a wildcard

search: 134%)

Check the checkbox next to the record you want to edit

Click the Edit button and the Edit Restricted Fund Dimension will appear

W

Dimension Restricted Fund Maintenance

Restricted Fund Maintenance

1 [Code: 1345-2022 Jame: 2
4 Save View Display 20 ﬂltems Sort...

B jeode

1345-2022

Expand All | Collapse All

Edit Restricted Fund

Fees in Lieu of Stream Mitigation Fund

Reference Data Security Utilities Budget Tasks

- Information m

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

* Code: 134S-2022

Edit Restricted Fund | Document Management

Mame: Fees in Lieu of Stream Mitigation Fund 6

Expand All | Collapse All

= Restricted Fund Information (i)

o to top of page Code: 1348-2022
Name: Fees in Lieu of Stream Mitigation Fund 5
ﬁﬂ Authority Citation: KRS5150.255
Restricted Uses?:
These are restricted funds that set aside to assist with the mitigation of stream clean up in KY's most
wulnerable areas. These offset funds from the Stream Mitigation Fund.
Restricted Funds Description:
N<

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

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

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

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

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

o Text Box 2 — If applicable, explain any changes in rates/fees during the
2018-2020 biennium, the amounts affected, and the legal authority for the
change. If changes are expected for the 2020-2022 biennium, outline the
changes in rates/fees, amounts affected, and the legal authority.
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Section 3.2.3 Navigate to the 2022_E_FUND-RECEIPTS Form

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

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

Y D& @ nhttp://kbud310np state ky.us/trainl /Controller

(& Budget Tasks
File Edit View Favorites Tools Help

9% Ky Office of State Budget Dir.. & (2 unread) - philrosell - Ya.. £] Welcome to AMS Advant... Google £ KBUD310 (2015) - Prod
Welcome, RVI0040 Messages(0) [ Home & | Help | Preferences | Reports | Edit Password | Logout

Reference Data Security Utilities Budget Tasks

Advantage Performance Budgeting - Training = IS i N B
| Formulate Budget Request ‘ 2
Budget Tasks l Execute Query J
Categories Refresh Cache Page

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

1 =
\

[ Formulate Budget Request J

Execute Query

Refresh Cache Page

Go to top of page

javascripttriggerTransition(’//BudgetLayoutsSelection/Header') H100% -

KBUD - Section 3 6/1/19 Page 39



KUD: Restricted Fund Forms

¢ From the Budget Layout Selection page, you will see all the KBUD forms that
available for your use. In this case, you want to choose the
2022_E_FUND-RECEIPTS form by clicking on the corresponding link. The
Select Budget Request page will appear.

Budget Layout Selection Page

Reference Data Budget Tasks
Advantage Performance Budgeting - KBUDNP > Budget Tasks > Budget Layout Selection .-

Budget Layout Selection

Code: Name:

Layout Type: ﬂ

Sort  Pnn
Summary
Code Name

2022 AZ-A3-A4-A5 A2/A3/A4/AS Baseline Budget Request
- = B2/B3/B4/B5 Additional Budget Request
2022 E FUND-RECEIFTS E Restricted Funds & Receipts Form
2022 G G Federal Assistance Form
2022 OFFBUD FUND Off Budget Funds
2022 CAPITAL FUND Capital Request by Fund Source
2022 CAFPITAL EXPEND Capital Request Expenditures
2022 CAPITAL IMPONOFEUD Capital Request - Impact on Operating Budget

¢ Please keep in mind, the Select Budget Request page will display all the
instances of this specific form (2022_E_FUND-RECEIPTS) you have created.

Select Budget Request Page (2022 E FUND-RECEIPTS Form

Welcome, MGI0011  Skip Navigation  Messages(0) [Home &)

Reference Data SBFS Security Utilities Budget Tasks

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

Select Budget Request

Layc Request Stage:

code 2022 E FUND-RECEIPTS Code:

Layout [ Name:

Budget Request Selection Criteria
’T\/pe:

"Header Filter

Restricted Fund: &+
r.‘.me Filte
New Delete  Save  Sort Print View as CSV

i 8280 HANDS-Medicaid 3 13GI
O s283 Kentucky ADAP Funds b 13K}
O s284 PHPS-Registered Sanitarians b 13kKH
O s255 Maternal & Child Health Fund b 138
0O s256 General Health Support Fund b Instances 13384
O s257 Epidemiology Fund b 138]
0O s2s8 Lab Services Fund b 1384
O 259 PHPS Fund b 138

5 O 6261 QI 13G
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e From the Select Budget Request page, you can do all of the following functions:
1. Use the Search feature to search for previous created forms
= Search all by leaving all textboxes blank and clicking the Search
button and all instances of the form will appear
= Search by Request Code, Name, or Restricted Fund by typing in
the information in the textboxes and clicking the Search button (* is
the wildcard) and the instances that match your parameters will
appear (NOTE: Once a form moves to Stage 3 in the process,
agencies will no longer see this form in their search results)
2. Use the New feature to create a new instance of this specific form
= Click the New button and the Create Budget Request page will
appear to allow you to create a new instance of the form
3. Use the Edit feature to edit an existing instance of this specific form
= Click the checkbox of the form instance you wish to edit, click the
Edit button and the form will appear in the edit mode
4. Use the View feature to only view (no editing) an existing instance of this
specific form
= Click the checkbox of the form instance you wish to view, click the
View button and the form will appear in the view mode
5. Use the Delete/Save feature to delete an existing instance of this specific
form
= Click the checkbox(es) of the form(s) instances you wish to delete,
click the Delete button to mark the form(s) for deletion, click the
Save button to finalize the deletion of the form(s), and they will be
permanently deleted (NOTE: You cannot delete a form if there
are active budget lines within the form. You will receive an error
message. You have to first edit the form and delete all budget lines
within all tabs and then perform the deletion procedure)

Select Budget Request Page (2022_E_FUND-RECEIPTS Form)

‘Welcome, MGID011 Messages(0) [ Home e | Help | 1

Reference Data Security Utilities Budget Tasks

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

Select Budget Request
Layout Code: 2022 E EUND-RECEIPTS Request Code Stag [v] Archive view: False[w] search
Layout Type: [~ F=

2 3 4 5 Estricte und: 1//‘

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

I S S
El [ 1804 FS/KXY Talking Book Library Fund 3 1351-
F1 T 1805 FS/Program Dev Fund Search Results 3 1350-
El [] 1808 FS/Public Library Dev Fund (I 3 134Z-
= nstances of the Form)
1E] 1814 Fees in Lieu of Stream Mitigation Fund 3 1345-

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

In this section, we will continue from the previous section to create an E Restricted
Funds & Receipts form for the Kentucky Fish and Wildlife Resources, Department 660.
In this scenario, we will create a 2022 _E_FUND-RECEIPTS form for Restricted Fund
134S (code 134S-2022), Fees in Lieu of Stream Mitigation Fund.

¢ From the Select Budget Request page, click the New button. The Create Budget
Request page will appear and allow you to create a new instance of the
2022 _E_FUND-RECEIPTS form.

Select Budget Request Page (2022_E_FUND-RECEIPTS Form

Welcome, MG10011 Messages(0) [

Reference Data Security Utilities Budget Tasks

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

Select Budget Request

Layout Code: 2022 E FUND-RECEIPTS  Request Code: Stage: |1[v| Archive View: [False[v] search

Layout Type: ﬂ Name:
Restricted Fund: 7
Delete  Save Display IUUﬂ Items  Sart...
] [request coce hame — Joage |estctea runa

- NO ITEMS TO DISPLAY -

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

1. Fillin the Name textbox (Suggestion: make it the same name as your
Dimension and/or eMARS’ fund name, so you will know by its name what
fund is contained in the form)

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

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

= 2-2) Click the Search button

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

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

Create Budget Request Page

3 Save i Back

Create Budget Request

Expand All | Collapse All

1

- Budget Request Details m

Request Code: *Mame: Fees in Lieu of Stream Mitigation Fund

f”rm: e A Stage should always be set to 1 by the agencies.
* Stage: iv] € GOPM will move the forms to Stage 2 when needed.

|— - Budget Request Information |

- Dimensions m134$20'77
Restricifgd Fund: &]

—— 7

Go to top of page \

Restricted Fund Search Page

Restrict21=11nd Search

Short * Element
Name: Type:
P:

Code: 13457

Display 20 [¥] Items  Sort..

lCode ______Name __________________________________[shortName ____[FlementType [Parent ___Ind

Select | ¥ 1348-2022 Fees in Lieu of Stream Mitigation Fund CoA 66

Go to top of page
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Section 3.2.5 Entering Budget Data in the 2022_E_FUND-RECEIPTS Form

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

1.

2.

Click on the E Restricted Funds tab (NOTE: You can now add your Sources of
Funds and Expenditure information)
Click the New Line button to add a new blank line (NOTE: Continue to add new
blank lines for each line of budget data you need to enter for this fund. Enter a
separate budget line for each budget object required by the 2020-2220 Budget
Instructions)
3. Enter the appropriate budget data on the line. To use the search feature for the
Budget Object cells, follow these steps:
= 3-1) Right mouse click in the cell and click the blue Search link
= 3-2) From the Budget Object Search page, either use the search fields to
refine your search results or leave all the fields blank to see all the available
codes
= 3-3) Click the Search button to execute the search or Cancel to cancel the search
= 3-4) Click the Select button of the desired code, and it will populate the cell
Once you have finished entering all your budget lines for this tab, click the Save button
(NOTE: When entering numerical budget data, enter the data to the nearest $100).
Click the E Restricted Receipts tab to add more budget lines or click the Back
button to exit the form

New 2022 E_FUND-RECEIPTS Form for Restricted Fund 134S

Form:

* Stage:

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

Request Code: 1814

Save  Back

=T 1 5

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

Notify E Restricted Funds Tab
Expand All | Collapse All

2022 E FUND-RECEI - Budget Request Summary

B v Layout Cade: 2022 E.FUND-RECEIP Type: [~ Request Code: 1814 Request Name: Fees in Lieu of Stream Mitigation Fund
Restricted Fund: 1345-2022

r'= Reason For Change

Reason Description:

Refresh 2rngut Display Sub Total: Select Model: ﬂ

Copy Line  Delete Line Export
E Budget Object I

|—— Budget Request Information 3—[—

[} 1 EBALFOR R 37,19
] ECLIBE! B 10,00f

- Dimensions m

Restricted Fund 134S-2022 Go to top of pags- 1

3 |[ENONREV R

Expand All E

Go to top of page Selet &

\ _-Eﬁ?_:m_

sl

coa

coa

coa

Cob

coa

Addiional Bdgt feq Expend
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e To complete the 2022_E_FUND-RECEIPTS form, you will need to repeat the
procedures previously described in this section of the manual for the E
Restricted Receipts tab.

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

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

- Budget Request Summary m

Layout Code: 2022 E FUND-RECEIP = Type: ﬂ Request Code: |18
Restricted Fund: 134S-2022

Refresh  Zero Out  Display Sub Total: Select Model: ﬂ

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

Sort... View as CSV

Summary
Ol WG R REE a2
O 1 EBALFOR R 37,199,600 37,199,600 37,199,600

O 2 ECUREXS R 10,000,000 20,000,000 20,000,000
O 3 ENONREW R -10,020,000 -20,002.000 -20,000,000
The sources of funds

$10,000,000 520,000,000 $20,000,000 total (excluding

| I I EBALFOR) should
$-10,000,000  $-20,000,000 $-20,000,000 equal the detailed
receipts total

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

Layout Code: 2022 E FUND-RECEIP  Type: :l Requdst Code:

- Budget Request Summary m
[ Regtricted Fund:  134S-20p2

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

Delate Line Expprt Import Audit Trail iew Graph

New Line = Copy Line

[ e A

m} CASH R -10;,000,000

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

e Once the dimension has been updated and the 2022_E_FUND-RECEIPTS form
has been completed for each Restricted Fund, the associated Restricted Fund
reports can be created and printed.
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Section 3.2.6 Login to KBUD Reports (EBI) to Access Restricted Fund Reports

In this section, we will login to SAP’s Enterprise Business Intelligence Version 4.1 (EBI
4.1) which houses the KBUD Reports and navigate to the 20-22 Biennium folder to
access the necessary budget request reports. In this scenario, we will run the three
Restricted Fund reports for the Kentucky Fish and Wildlife Resources’ Restricted Fund
134S, Fees in Lieu of Stream Mitigation Fund. Reference Section 9, KBUD Reports, for

more in depth explanation of reports.

e Reports are the final output of the budget request process. It is important to
understand that the data entered directly into the KBUD forms and dimension
tables are used to populate KBUD reports. For example, compare the dimension
table we updated and the 2022 _E_FUND-RECEIPTS form we created in the
previous sections for Restricted Fund 134S to the E Restricted Fund Record
Report. You can directly trace the dimension data to the Fund Source Data
heading on the report. You can also trace the form’s budget data amounts to the

budget totals on the report.

Restricted Fund Dimension Table

Ldit Restricted Fund | Gacume rit Management |

Save
Expand il | Collapes 8]
= Restricted Fund tnformation (1] —

Code: 1348-2022

Name: Fees in Lieu of Stream Mitigation Fund
Legial Authority Ctaban: KRS150.255

Restracted Uses?: i

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

Restracted Funds Descrptun;

2022_E_FUND-RECEIPTS Form

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

- Budget Request Summary m

Layout Code: 2022 EEUND-RECEIPTS  Type: ]
Restricted Fund: 134S-2022

Request Code: 18

Display Sub Total: Select Model: ﬂ Numerical

Refresh  Zero Out

Summary

(] v | suioeiobea [
[m}

1 EBALFOR R

Fy 20-21

37,199,592

37,199,592

et Data
New Line  Copy Line Delete Line Export Import Audit Trail M Sort... View as C5V

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

[} 2 ECUREXS R 10,000,000 20,000,000
[} 3 ENONREV R -10,000,000 -20,000,000
Totals -37,199,592 -37,199,592 -37,199,592

E Restricted Fund Record Report

I. FUND SOURCE DATA

Account Tils Fass in Lisu of Strsam Mitigstion Fund
SMARS Fund Code: 1343
Legal Authority Citation KRS150.255 Dimension Data

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

lll. RECEIPT STRUCTURE

Receipts by Revenue Source Code Actual Actual Budgeted Requested Requested
(Both Revenue and Non-revenue) FY 2017-18  FY 2018-19 FY 2019-20 FY 2020-21 FY 2021-22
CASH Cash -11.442 400 8550170 10000000 20000000  -20,000.000
Operating Transfer from

N10C  Capital Projects Fund 128,712 1,473,358 [ 0 0
Operating Transfer from

N113  Agency Revenue Fund 7,057 0 [ 0

General Services to Other
R436  State Agencies
R771  Interest Income
R80T Misc Private Grants & Gifts
Total Receipts
IV. RESTRICTED FUNDS

5.000,0

Historical .»: Form
i

Data ~uda Data

BUDGETS SUMMARY FY 2019-
(A) Resources:
Balance Forward (E Form) 58,652,670 56,946,278 37,198,582 37,198,582 37,199,582
Current Receipts-Existing (€ Form) 9,600,239 20,233,939 10,000,000 20,000,000 20,000,000
Non-Revenus Recsipts (E form) 11,308,631 7.076,812 10,000,000 -20000,000  -20,000.000
Total Resources 56,346,278 70,108,405 37,199,592 37,199,592 37,199,592

(B) Expenditures:
0 0 [ 0 0
Total Expenditures 0 0 0 0 0

V. Explein the current receipt structure, type of fee, description of fee, ¢ Tate and any proposed rate thanges during the 2016
- 2013 biennium. Indicate the dats theirate was last chan: 5. explain any rate ffee changes that have been
implemented during the 2014 - 2016 biennium. Idej € ratelfee change. the amounts affected and authority for change.
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e In this scenario, we will run the three Restricted Fund reports for the Kentucky
Fish and Wildlife Resources’ Restricted Fund 134S, Fees in Lieu of Stream
Mitigation Fund. There are two Restricted Fund reports that are required for your
budget submission. The other report is designed as a supportive math check
report to aid the agency in reviewing and reconciling amounts entered on the E
Forms as compared to amounts entered on the A Forms to ensure the
necessary level of accuracy in the submission of the required reports.

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

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

Supportive Restricted Fund Report
3. E_Rstd Fund_Mathcheck

e There are two ways to access the login webpage to EBI 4.1 which contains
KBUD reports:
1. Either click on the Report link located in the KBUD application to access
the webpage, or open your web browser and enter the direct link to EBI
4.1 and paste it into the URL: https://ebi.ky.gov/BOE/BI/

Welcome, MGI0O11  Messages(0) [Home E! | Help | Preferen

ce: | Reports | Edit Password | Logout

Reference Data Sequrity Utilities Budget Tasks

Advantage Performance Budgeting - Training > Budget Tasks

Budget Tasks

Categories

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

eMARS Reporting 3.11.1
e— SAP BusinessObjects Bl Platform 4.1
xecute Query Support Pack 7 Patch 4

Budget Reguest Filter View

Advance Budget Request Stage

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

If you are unsure of your account information, contact your system
administrator.

Refresh Cache Page

Go to top of page

System: |[EAS1VP-APBI0D1: 6400
User Name: [MGI0011

Password:

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

eMARS Reporting 3.11.1
SAP BusinessObjects Bl Platform 4.1
Support Pack 7 Patch 4

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

System: EAS1VP-APBI001:6400 2
User Name: MGI0011
Password:

Help

Log On

e The Home tab is the entry point into the EBI application. Once in the application,
navigate to the KBUD 2022 Agency Budget Preparation folders which contain all
the reports necessary for your budget submission.

1. Click the Documents tab

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

3. Expand all the Public Folders

4. Open the 20-22 Biennium folder under the Agency Budget Preparation
folder. The available reports will appear on the right side of the web page

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

Welcome: MGJOD11 | Apglicati

Title + Type

[+ MyRecd
Welcome: MG0OLE | Acpheats
Type
¥ | ALA2 Francial flesoed Web reeligence
¥ | A1AD Francisl Raceed Math Chack Wk Irteliggrrs
¥ |A182 A3 x5 Recerds Web Ireeligence
¥ Al B Al Detad el Irielbgerce
¥ | &3 Expendire Detnd Web [reeligence
W | A5 Personnel Summary Wb Irtellgence
¥ | BIEZ Fnancil Record Web Ireeligence
¥ | B3 Bxpenditure Detad Web trecligence
W |CICT Francial Racerd Wb letaligerce
L= al Rscord Math Chedk: Web [nteligence
¥ | CICICIC Records el rteligerce
* |3 Ependie Detad Web [reeligence
W | Caplal Linting mith Basetbosrisation Stabha il [renligercs
2 ¥ | Capial Listing weh Shert Deserigeon Web Inteligence
[ E ¥ (a0 ieh Intaligence
— ¥ | CEEDY - Catinet Rark - Run ot Cabirat levl ordy il [rtmligerce
T ¥ e Wb Irtaligence
¥ o Weh Ineeiigeece
B ————m | \» |cs y, Web treehigence
N~— S
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In this scenario, we will run the math check report for all the Restricted Funds
associated with Kentucky Fish and Wildlife Resources. Once the funds pass the
math check, we will save and print the other two required Restricted Fund
reports for the budget submission. The math check report will use all the
Restricted Funds and the program these funds are associated with as the
parameters/variables for the report. Included below is the consolidation
information for the Fish and Wildlife Resources which shows the association
between the 660G _BILL program and its five restricted funds.

- I[1660G_BILL 2022 - Fish and Wildlife Resources - Restricted Fund -
[£] 13492022 - Non-Restricted Fish & Game Fund - Restricted Fund - 660
[£] 134R-2022 - Restricted Fish & Game Fund - Restricted Fund - 660
El 1345-2022 - Fees in Lieu of Stream Mitigation Fund - Restricted Fund - 660

@ 134T-2022 - Program Income Fund - Restricted Fund - 660

@ 131M-2022 - Boating Registration Funds - Restricted Fund - 660

1. Double click on the E_Rstd_Fund_Mathcheck report to open up the
report

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

3. Enter the required parameters/variables into the Restricted Fund Code text box.
In this scenario, we will enter the five restricted funds associated with the
program. This entry is done by separating each Restricted Fund with a semicolon
(Example: 134S-2022;134T-2022;13JM-2022;134R-2022;134Q-2022)

4. Enter the required parameters/variables into the Program Code text box.
In this scenario, we will enter the program associated with the seven
funds: 660G_BILL_2022.

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

Documents | E_Rstd_Fund_Mathcheck | ALA2 Financial Record |
View ~ New - Organize = Send = More Actions v | Details
My Documents Title [ Home " Diocuments " E_Rstd_Fund_Mathc...
Sl ¥ 8182 Financial Record
s i E_Rstd_Fund_Mathcheck
Public Folders '/ | B3 Expenditure Detail Web Intelligence ~ M = Q = & - - S — un —_ at chec
MARS Financial ¥ | c1¢2 Financial Record
: — Report ran for these Restricted Fund Codes Resiricted Tund Nam
& KEUD ¥ | C1C2 Financial Record = | 5 134R-2022 Aestr
= e — 13452022 Faes In Liss of Stream Mtigation Fund
Agency Budget Execution W C1C2 €3 C5 Records [_]J Advanced Run a0z
B %l | 3 Expenditure Detail 3 13Um-2022
Agency Budget Preparation - 134Q-2022
1168 ! | Capital Listing with Rea Enter Restricted Fund Code[/s:
IEnnum
#| | Capital Listing with Shof L345-2022 ;134T-2022 ;13IM-2022 ;13 Tdiciot tchciied o Mo ¥ oOAMTA
16-18 Biennium % cemot = £800,_RiL
16-20 Biennium ¥/ | cBRDI - Cabinet Rank nter Frogram Lodg/ s: i
[ ) 20-22 Biennium ] ¥l ceroz 2 ﬂ 660G_BILL_2022 4 fves
"2 KBUD Training Manuals w | CBRO3 g
B[ gsgp Budget Preparation # | CHRO4
14-16 Biennium L) [l
¥ | CBRCPL Capital Project Listing
16-18 Biennum ¥ | D_RestrictedFundsumRecord 748 500
18-20 Biennium ¥ | DCB1B2 Financial Record -
20-22 Biennium ¥ | DCB3 Expenditure Detail Bummary &
B[] Redeveloped Agency Reports 1 ¥ | E Restricted Fund Record
& e rote rund_vatncheck
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The Summary of Resources Math Check Section below is used to compare each
budget object totals from all the Restricted Fund entries on the E forms to all the
comparable budget object totals entered on the A Form for each fiscal year. It is
important to understand the source of the data on the report and how it rolls up to a

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

the amounts.

1. Example-1: Ensures the FY 18 Balance Forward totals ($58,043,936) entered
on the Restricted Fund E Forms equal the same amount ($58,043,936) as the

Restricted Fund Balance Forward entered on the A Forms

2. Example-2: Ensures the FY 19 Current Receipt totals ($52,951,600) entered on

the Restricted Fund E Forms equal the same amount ($52,951,600) as the
Restricted Fund Current Receipts entered on the A Forms
3. Example-3: Ensures the FY 20 Non Revenue Receipt totals ($-23,600,000)

entered on the Restricted Fund E Forms equal the same amount ($-23,601,000)
as the Restricted Fund Non Revenue Receipts entered on the A Forms (NOTE:

These amounts do not balance and an adjustment is required)

A Forms

Math Check Purpose
Do the amounts enter on all the
E Forms equal the same
amounts entered on the
A Forms for Restricted Funds? | @32 =

7,554,531
2 BEURERS 4,530,600
3 ENDHREY 2,500,000
4 ECURRVS 335,000 0 [

8,104,313

K
[ #,125,000
31300  NOHmEY n 1,002,000
41200 BAFOR n 2,805,632
"
£
£

5 E8LEwr
6 EDCENR
7 EABREXH

26,268,300
1,320,200

51200 CURREC 9,004,500

#43,100

& 1300 EXPEYFUND 7,125,000

Totaly

-B,083,493 o

71200  EXPEYRUND 9,004,200

6,304,300 6,104,300
7,120,400 7,843,700

1,000,000 1,008,000

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

\ e . asoms

Source of Fund Totals
Source of Fund Totals

What to Do If Math
Check Fails

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

E_Rstd_Fund_Mathcheck /

Report ran for these Restricted Fund Codes Restricted Fund Name

134R-2022 Restricted Fish & Game Fund

134S-2022 Fees in Lieu of Stream Mitigation Fund

134T-2022 Program Income Fund

13JM-2022 Boating Registration Funds

134Q-2022 Non-Restricted Fish & Game Fund

" Report executed for these Programs Program Name
660G _BILL Fish and Wildlife Resources
Actual Actual Budgeted Requested Requested
FY 2017-18 FY 2018-19 FY 2019-20 FY 2020-21 FY 2021-22

Summary of Resources:
BALFOR 81,474 677 81,621,839 58,043 936) 51,258 423 48,658,423
-EBALFOR 81,474 677 81,621,839 ( 58.043.934) 51,258 423 48 655,423
Should Be Zero [1] [VR | a a 1]
CURREC 44 706,223 57,967 752 42 423700 52,951,800 2 55,951,600
-ECUREXS and ECURRVS 44 706,273 57,867,782 42 423 700 2 52,851 6500 55,951,600
Should Be Zero ] o 0 ] o
MOMREY and TRAMSFEF 8,779,483 -8,503,850 -17,785,500 -23,600,000 )
-ENOMREV 5,779,483 -8,505,350 -17,785,500 -23,600,000
Should Be Zero 0 [1] 0 1] 3 1,000
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In Example-3, the total amounts from all the E Forms’ ENONREYV entries did not equal the total
amount of the A Forms’ NONREYV entries, and therefore, an adjustment(s) will need to be
made to balance the amounts. The amounts are off by $1,000, so either the NONREV on one
of the A Forms need to be adjusted by $1,000 or the ENONREV on one or more of the E
Forms need be adjusted by $1,000, or some combination that brings them into balance. When
you review the entries in the A and E Forms, there is a $1,000 difference between 134S-2022

(E Form) and 660C_PG (A Form) forms. After doing the proper research to verify where the

adjustment should be made, it was decided to edit the 134S-2022 E Form and reduce the
ENONREYV budget line from $20,001,000 to $20,000,000. This corrected the error in the math

check report.

E Forms ENONREYV Entries

A Forms NONREYV Entries

134R-2022 660A_PG
e ]| L N £
o 1|EBALFOR R 14,740,032 7,954,531 5,354,531 11300  BALFOR 14,740,031 7,954,531 5,354,531
H 2| FCUREHS & SRS SR S O 2 1300 CURREC R 5,926,600 5,798,400 5,797,300
] 3 ENONREV R -6,785,500 -2,600,000 (Czs00.000]) — — —
O T . 325,000 . S O 31300  NONREV R -6,785,500 -2,600,000
O 5 EBLEXP e 31,423,700 26,268,300 27,406,100 O 41300  EXPBYFUND E 5,926,600 5,798,400 5,797,300
] & EDCEXP E 0 1,320,200 2,815,800
O 7 EABREXP E 0 942,100 1,308,700
134T-2022 660B_PG
EI FY 19-20 FY 20-21 FY 21-22 IEI‘ Biitozett Al e
1| EBALFOR 6,104,313 6,104,313 6,104,313 11300  BALFOR 6,104,313 6,104,300 6,104,300
o 2 ECUREXS R 1,000,000 1,000,000 1,000,000 O 21300  CURREC R 8,125,000 7,120,400 7,843,700
O 3 ENONREV R -1,000,000 -1,000,000 (000,000 O 31300  MOMREV R -1,000,000 -1,000,000 @
O 41200 BALFOR R 2,806,632 2,806,600 2,806,600
O 51200  CURREC R 9,004,300 £,950,200 6,660,500
O 61300  EXPBYFUND E 7,125,000 6,120,400 6,843,700
O 71200 EXPBYFUND E 9,004,800 6,950,200 6,660,500
134S-2022 660C_PG

B e [ odosioies [ o ~ao v

= e e,

m] EBALFOR R

m] 2 ECUREXS R
m} 3 ENONREV R

37,199,592
10,000,000
-10,000,000

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

37,199,592
20,000,000

-20,001,000

11300
2 1300
3 1300
4 1200
51200

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

Ooooooaog

6 1300
7 1200

BALFOR
CURREC
NONREV
BALFOR
CURREC
EXFBYFUND
EXPBYFUND

m m @ @ @ @ om

37,199,592
13,100,000
-10,000,000
1,000,000
6,230,400
3,100,000
6,230,400

37,199,592
23,451,800

-20,000,000

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

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

E_Rstd_Fund_Mathcheck (After $1000 Adjustment)

The report is now in

balance

Actual Actual Budgeted Requested Requested
FY 2017-18 FY 2018-19 FY 2019-20 FY 2020-21 FY 2021-22
Summary of Resources:
BALFOR 81,474,677 81,621,839 58,043,936 51,255,423 48,658,423
-EBALFOR 81,474 67T 81,621,839 58,043,936 51,253,422 48 553,423
Should Be Zero o 1] 1} o 1}
CURREC 44 706,223 57 967 792 42 423 700 52,951,600
-ECUREXS and ECURRVE 44706223 57,967,792 42 423 700 52,951,600
Should Be Zero 1] L] 1} a
MOMNREY and TRANSFEF -8.779.433 -8,505,850 -17,785.500 -23,600,000 -23,600,000
-ENOMNREY -8.779.433 8,505,850 -17,785,500 -23,600,000 -23,600,000
Should Be Zero a 1} 1} 1}
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The Summary of Expenditures Math Check Section below is located at the bottom of
the report and used to compare the Restricted Funds’ EXPBYFUND budget object
totals on all the A and B Forms to the expenditure budget object totals on the E Forms.
It is important to understand the source of the data on the report and how it rolls up to
specific budget objects or programs, especially if adjustments are needed to reconcile
the differences in the amounts.
4. Example: Ensures the FY 22 EXPBYFUND totals ($34,951,600)

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

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

entered on all of the E Forms

A & B Forms
Math Check Purpose T R
Do the total expenditure )
amounts entered on all the —
E Forms equal the expenditure |Cim Sodor e |
by fund amounts enteredon |- ii. ceee . S e
the A and B Forms for oI i S .
Restricted Funds? c amew e csomol
Tt T T T
/
Expenditure Totals Expenditure by Fund Totals

\ E_Rstd_Fund_Mathcheck /

What to Do If Math
Summary of Expenditures: Check Fails

If the total expenditure

3 240 3 { 31 851 6 5
EXPBYFUND 34778579 34811033 31423700 31851500 amounts from all the
E Baseline Exp 34773579 34911038 31423700 28153400 30,035,100 E forms do not equal
-E Defined Calc Ex 0 o 0 1,491,100 SERLE | I e gt
£ ABR Exp 0 0 0 1,307,100 1,786 400 © total expenciture

@ by fund amounts from
Should Be Zero ] 0 [ [ 0 the A & B Forms, then
an adjustment will
need to be made to
bring them into
balance.
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e Once

you have successfully completed all your math checks for all your

Restricted Funds and you are ready to run the final version of the required
D_RestrictedFundSumRecord report, complete the following steps:

1.

2.

3.

Open the D_RestrictedFundSumRecord report as per the instructions in
the previous paragraphs and use the bill level Restricted Fund Code as
the parameter/variable for this report. In this example, the bill level
Restricted Fund Code for the Fish and Wildlife Resources is
660G_BILL_ 2022
= The top part of the report displays the Summary of Resources
and Summary of Expenditures combined for all the Restricted
Funds associated with this bill. The bottom part of the report
displays the total expenditures for each restricted fund.
To save the report as a PDF document, click the Export Icon [ -]and
choose Export Document as PDF
Click the Save button’s down arrow and choose the Save As command
and save the report to a location where you will remember to find them.
Open the documents with Adobe Reader and use the print feature to print
paper copies of the reports.

D_RestrictedFundSumRecord

m[ Documents ” D_RestrictedFundSu...

"= | E Restricted Fund Record |

E

=@

[

- DEE- i &‘g‘ o £ % ~ = Drll * ¥ Al Freeze -~ B i
&S ¢ ) = [ Trad ¥ D 7 Filter Bar =eze ~ @ Outline

[ Advanced | & Run

Enter Restricted Fund Code: 1
660G_BILL_2022

e | | ANE JUESTET COIUTINS TUUITUED W neETEsT 3100
Export Document As L4 DF

MMARY RECORD D
Export Current Report As ¥ Excel 2007

{xecutive Branch Agency: Tourism, Arts and Heritage Cabinet
Export Data to C5V ... Excel ourism, Arts and Heritage Appropriation; Fish and Wildlife Resources
tabinet
— CSV Archive
Actual Actual R R
U FY 2017-18 FY 2018-19 FY 2019-20 FY 2020-21 FY 2021-22'

Summary of Resources:
Balance Forward (E Form) 81474677 81,621,839 56,043,936 51,255,423 48,658,423
Current Receipts-Existing (E Form) 44,706,223 57,967,752 42,095,700 52,951,600 55,851,600
Non-Revenue Receipts (E form) -5.779.483 -8,505,850 -17.785,500 -23 600,000 -23,600,000
Cumrent Receipts-Revised (E Form) 1] o 325,000 o 1)
Total Resources 116,401,417 131,083,781 82,682,136 80,610,023 81,010,023

Summary of Expenditures:

Baseline Budget Expenditures 24778579 34911038 31.423700 25,153,400 30,035,100
Defined Calculations Expenditures 0 i} 0 1,481,100 3,130,100
Additional Budget Regquest
Expenditures o a o 1,307,100 1,786,400
Total Expenditures 34,779,579 34,911,038 31,423,700 31,951,600 34,951,600
Actual Actual Ri R
Cash Control Account  Title FY 2017-18 FY 2018-19 FY 201920 FY 202021 FY 202122
134R-2022 Restricted Fish & Game
34,765,908 34,011,038 31,423,700 28,530,600 31,530,600
13JM-2022  Boating Registration
Funds 0 o 0 3,421,000 3,421,000
13KR-2022 KHLCF-Management
Fund 13,671 o o o o
Total Expenditures 34,779,679 34,911,038 31,423,700 31,951,600 34,951,600
Do you want to open or save D_RestrictedFundSumRecord.pdf (0.3 KB) from eas073vu-ws0017 Open Save E] Cancel
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e Once you are ready to run the final version of the required E Restricted Fund
Record report reports, complete the following steps:

1.

Open the E Restricted Fund Record report as per the instructions in the
previous paragraphs and use the Restricted Fund Code as the
parameter/variable for this report. In this example, the Restricted Fund
Code for the KHLCF-Management Fund is 134R-2022. You will need to
run and print this report for each individual Restricted Fund.
= The top part of the report displays the Fund Source Data from
the Restricted Fund dimension table. The bottom part of the
report displays the total receipts by revenue source in the
Receipt Structure.
To save the report as a PDF document, click the Export Icon and
choose Export Document as PDF
Click the Save button’s down arrow and choose the Save As
command and save the report to a location where you will remember
to find them. Open the documents with Adobe Reader and use the
print feature to print paper copies of the reports.

E Restricted Fund Record

Home [ Documents ” [_RestrictedFundSumRe

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

WebInteligenee ~ (0 2= [ - | 3 # %m - M) 2 v | | [ Track ~ 3§ Drill ~ W Filter Bar Freeze - B Outline

| Export Documant A; 4 B0F 2020-2022 entucky Branch Budget

Operating Budget Request: Restricted Fund Record

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

I. FUND SOURCE DATA

Account Title Resfricted Fish & Game Fund
eMARS Fund Code: 134R
Legal Authority Gitation KR5150, KR5235, 301KAR
Il. RESTRICTED FUNDS DESCRIPTIOI Restricted Uses (Yes/Mo) Ves

This iz a test of the Restricted Funds Description text box.
lll. RECEIPT STRUCTURE

Receipts by Revenue Source Code Actual Actual Budaeted Reauested Reauested

(Both Revenue and Non-revenue) FY 2017-18 FY 2018-19 FY 2019-20 FY 2020-21 FY 2021-221

CASH Cash -1,146 332 -2,677,300 8,785,500 -2,600,000 -2,600,000
Operating Transfer from

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

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

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

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

R247  County Clerk 3,444 567 3,459,435 2,400,000 o o

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

R376  Law Enforcement 95,120 85,551 100,000 100,000 100,000
R401  General Sales to Public 348735 635,534 240,000 240,000 240,000
R402  General Rentals to Public 0 8,300 0 o o
R4D4  General Fees from Public 125 564,087 200 200 200
3
Do you want to open or save E Restricted Fund Record.pdf (71.0 KB) from eas073vu-ws0017 Open Save H Cancel

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

KBUD - Section 3
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Federal Grant Fund Forms

Section 4 Federal Grant Form

Section 4.1 Budget Form Overview

The two tools within KBUD used to create your Federal Grant budget request are the
Grant Maintenance Dimension and the 2022_G, G Federal Assistance budget request
form. These tools are all the components necessary to produce the F Federal Funds
Summary and G Fed Assist Op Bud Record reports in EBI. The narrative and
numerical data entered in the Grant dimension table along with the numerical budget
data entered on the agency’s 2022_G forms are ultimately translated into informative

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

Edit Grant | Dozumen: Management
2020-2022 Kentucky Branch Budget
Save Operating Budget Request: Federal Funds Summary Record
Exsand a1 | Cal All requested columns rounded to nearest $100
Federal Sours OPERATING BUDGET SUMMARY RECORD F
Cose: Governmental Branch: Executive Branch Agency: Public Health
G bk R, Cabinet: Health and Family Services Appropriation: Public Health
us W, Sect, 510 Socal Secunty At 3
crffa number: 33235 Exsting or New Program:  Enseng Frogran ] Actual Actual Budgeted Requested  Requested
i - ity ) EVaneT a4 EVI0MA AR EVINME AR EVINAR A7 EV 9047 4%
" Summary -
o o s sl =.r G Fed Assist Op Bud Record Report
Gran: eshmates ane based on infarmaten srovided by the awardng federal agency. Current Ry
T
L FEDERAL SOURCE
Sun Fedaral Program TRIE:  Apstinencs Sgucation ARRA Grant: N
B led Siates Code CleTHiR VY, Secl 510 Soclal Sscurity Act SMARS Grant Account
A Catalog of Federal Mumber/Code:
Tt o 1 Tof Astlstance Mumber:  93.235
o Py Dimension Data
Fed{ (N. Basls for Eztimates [Faderal Actione)
Grant stmates are based on Infarmanon provided by the awarding federal agency.
AW Nl Program Type: Farmula
T
q |rv. crant Deecription Including usesirestriction of grant funds
o ey | T loewear b2een pregnancy In Kemtucky by t2aching values and practices of abstinance from saxual aciivity Bhrough community
= fproeram e ) programe, mentodng programs and school-based cumiculums. For the purpose of S2cson 510, e term “Abstinence Education”
oo Typs: [Feemisia [] means an educational or mothational pragram which (3) has as fs exclusha purpose teaching the Eycholagical, and
— ‘Eaan galns to be raalized by betalning from sexual activity, (D) teaches abstinenca from saxual outslde marriage as the
) L e : [ ¥pactad Etandard for 3ll chool-aga chilaran; (c) t2acnes Mat abSUNenca fram EaxLal actiity I Me only cartain way to avald aut-
-] Grant Descrstion including Uses/fustriction of Grant Funds (] of-wedlosk pragnansy, sexual ransmitizd diszases and other assoclated healin protlems; (d) t2aches that @ mutually faintu
T ot o7 = Senthina vahies el i hiancs o vemial manog: ous ralationship In context of marriage ks the expected standard of human sexual aciivity, teaches that eexual
" e x b i plene ki P08 actity cuteldz of the cantext of marrlage bz lkely fo have harmful peysholagical and physloa) effects; (f) tzaches hat bearing
onal ¢ el chilldren gut of wadock is l2ly 1 have harmful cansequences for the child, e chikd's parents and soclety; (g) t2aches yound
pE:IPF how to react 1o r=je‘1 eaxual advances and how alcohol and ﬂ'\.l; usa Incraases \‘U|'|EfaD||l'\ to eexual agvances; and II“
taachse the Imparianca of akalning esi-suMMclency before engaging In Eexual actvity. This grant ended June 30, 2009,
. Match Reguirements
A. Doss thiz program require stats matching funds? (Yee/Mo) No
Tt Bax 3¢ B. Composltion of Matching Funde: ©. Source of 3tabe Matching Shara:
Faderal Portion Ganeral %
State Fartion Resiricied %
Lozal Porian Foad %
0. Type of Match Provided [YeaiNo):
Direst Dallars Nor Inkind Dokars No
2022 G F Grant Award Actusl Actual Estimata Estimate Estimaiz
orm i e o o oo = . = as
e e — S ——— ] o1y [v2o] Form
Edit Budget Request | Budget Lines | Document Management A. Is State Maintenanca of Flecal Efar
B. Amount Required by Stats Fiacal ¥i Data Data
State FY 1516 I - Stat
2 ~ ~ ~
- Budget Request Summary (i) Wil Faderal Funde Budget Summary Actual Actual Budaeted Reauested Reauested
FY 2017-18  FY 2018-19 | |FY 2019-20 FY 2020-21 FY 2021-2;
Layout Code: 2022_G Type: ﬂ Request Code: 1866 Request N A. REBOUTCES
Grant: 728820G013 Salance Farward (& Form) 112,300 150,400 456,100 296,500 762,700
Currant Receipt (3 2,200,000 2,200,000 2,700,000 2,700,000 2,700,000
- 2,512,300 2,380,400 3,186,100 2,596,500 2,562,700
Refresh  Zero out Display Sub Total: Select Model: LNumerlcaI
— — Saszline Sudgst Expendiuras 2,151,200 1,574,300 2,880,300 2,706,200 2,535,300
| Anditional Bdgt Reg Expend a a o 27,500 TE.400
econ 1o aus B UCIGETL. Data
NewLine Copyline Delete Line ol a Total Expendltures: 2,151,500 1,574,300 889,300 2,734,100 2,611,700

B oo T

1 GBALFOR R 112,300 160,400 486,100 296,300 262,700
O 2 GCURREC R 2,200,000 2,200,000 2,700,000 2,700,000 2,700,000
O 3 GBLEXP E 2,151,900 1,874,300 2,889,300 2,706,300 2,535,300
4 GABREXP E| 0 0 0 27,800 76,400
Totals -160,400 -486,100 -296,800 -262,700 -351,000
Page 1 of 1 Show 20 |¥|rows per page
KBUD — Section 4 6/1/19
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The 2020-2022 Budget Instructions requires agencies to complete a separate Federal
Assistance Program Record (G) for each individual federal assistance program source
totaling at least $100,000, and for every federal assistance program which requires
state matching funds. For Federal Assistance programs under $100,000, which do not
require any state match support, one Federal Assistance Program Record (G) must be
completed that combines them and labeled “Miscellaneous”.

For each Appropriation unit, there are pre-defined Federal Grant codes that will be
used for each Federal Assistance Program Record: Record G. If the Grant code
existed in KBUD for the previous biennia on the dimension table, the data will be
copied into the 2022 Grant Dimension table for the agency. However, this information
can be edited and should be updated if necessary.

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

In KBUD, the 2022_G form will be used to produce your agency’s Federal Grant
budget request.

G Federal Assistance Form

2022_G G Federal Assistance Form

The 2022_G form has a single tab to record fund and expenditure data for the Federal
Grant budget request data:

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

2022_G Form with Multiple Tabs

| Edit Budget Request l Budget Lines I Document Management |

Notify
Expand All | Collapse All

- Budget Request Details m

Request Code: 1866 * MName: Abstinence Education
Form: 2022_G

* Stage: lj

- Reason For Change

Reason Description:

|— - Budget Request Information

- Dimensions m

Grant: 728520G013
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Section 4.2 Creating a Federal Grant Budget Request

This section includes an overview of the Federal Grant Budget Request creation
process along with the detailed instructions to create a Federal Grant budget request
required by the 2020-2022 Budget Instructions.

Section 4.2.1 Process Overview

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

1)
2)

3)
4)

5)

Login to KBUD and navigate to the Grant Maintenance Dimension table to
update information on each specific Federal Grant
Navigate to the Budget Layout Selection Page to choose the 2022 _G Budget
Request form
Create an instance of the 2022_G Budget Request form for a Federal Grant
Manually enter the appropriate budget lines (data) into the budget line tab
0 2022_G Budget Request Form Tabs
= Edit Budget Request
= Budget Lines
* Document Management (NOT USED)
Login to KBUD Reports (EBI) and navigate to the 20-22 Biennium folder to run
and/or print the necessary Federal Grant budget request reports
o Create the Federal Grant budget request reports necessary for official
budget submission to GOPM
*» F Federal Funds Summary (Includes all the agency’s Federal
Grants entered on the G Forms)
= G Fed Assist Op Bud Record (Run this report for each
individual Federal Grant)
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Section 4.2.2 Login to KBUD & Navigate to the Grant Maintenance
Dimension Table

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

e Enter your KBUD user ID and password.
¢ From the Home page, follow these steps:
1. Click the Dimensions link
2. Click on the Grant Maintenance Link. The Grant Maintenance page will

appear.

Home Page

Reference Data Security Utilities Budget T

Advantage Performance Budgeting - Training > Budget Tasks

Budget Tasks

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

Pages

Formulate Budget Request

Execute Query Dimensions

ecurity Utilities Budget Tasks

Advantage Performance Budgeting - Training = Budget Tasks = Dimensions

Go to top of page Dimensions

Pages

Restricted Fund Maintenance

Off Budget Fund Maintenance

ABR Maintenance

2 [ Grant Maintenance ]

Grant
Maintenance

Project Maintenance

Go to top of page

NO TTEHS TO DISPLAY
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From the Grant Maintenance page, you can search and view all the Federal Grants by
leaving the Code and Name textboxes empty and clicking the Search button. This will
bring back all the Grants available based on your security. You can also narrow your
search for a specific Grant by following these steps:

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

textbox
2. Click the Search button to search for the Grant (If no records are

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

Grant Maintenance

Reference Data Security Utilities Budget

Adwvantage Performance Budgeting - Training = Budget T Dimensions = Grant Maintenance -

Grant Maintenance 1

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

Code
3 i72351sG013

Expand All | Collapse All

—J

Edit Grant (Partial Screen)

‘Wekome, MGI00LL  Messagesl0) [ Home

wions > Grant Maintenance > Edit Grant

Edit Grant | Document Hanagemert |

- Information [ 6

* Code: 7285206013 Exzand & | Sofagse 1

MName: Abstinence Education [ Federa source () 5
Code: 7285206013 ARRA Grarn?;

~

Go to top of page

\ /

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

message.

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

Federal Source

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

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

ARRA Grant? Select the check box if the Grant award is from

the American Recovery and Reinvestment Act of
2009

eMARS Grant Code

Enter the Grant code from eMARS.
Example: 01790019
(Major Program/Program/Program Period).

Annual Grant Period

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

Basis for Estimates (Federal Actions)

Text Box 1

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

Grant Description Including Uses/Restrictions of Grant Funds

Text Box 2

Provide a detailed description of the grant
program. Within the description, breakdown the
uses and/or any restriction of funds. Include
specific information related to non-direct dollar
match. Explain if the match rate for 2020-2022 is
different from 2018-2020. Describe any inter-
governmental transfers of funds for matching
purposes.

KBUD - Section 4
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Match Requirements

Require State Match

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

Federal Portion

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

State Portion

Enter the State Share (%) for matching grants.

Local Portion

NOT Required for 2020-2022 Budget Request

Direct Dollars

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

In-Kind Select the check box if the type of state match is
comprised of services, equipment, or materials.

General Enter the % of State Share from General Funds.

Restricted Enter the % of State Share from Restricted Funds.

Road Enter the % of State Share from Road Funds.

Grant Award

FY 2017-2018

Provide the actual award for FY 2017-2018 of the
grant period (i.e. $1,000,000 award for a period of
7/1/2017 — 6/30/2018 enter $1,000,000 in FY 2017-
2018)

FY 2018-2019

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

FY 2019-2020

Provide the actual or estimated award for FY 2019-
2020 of the grant period

FY 2020-2021

Provide the estimated award for FY 2020-2021 of the
grant period

FY 2021-2022

Provide the estimated award for FY 2021-2022 of the
grant period

Maintenance of Effort (Required by Federal Law)

Required?

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

Amount Required Current Year

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

Amount Required Budgeted Year 1

If Maintenance of Effort is required, enter the amount
required for state fiscal year 2020-21.

Amount Required Budgeted Year 2

If Maintenance of Effort is required, enter the amount
required for state fiscal year 2021-22.

KBUD - Section 4
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Section 4.2.3 Navigate to the 2022_G Form

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

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

Y D& @ nhttp://kbud310np state ky.us/trainl /Controller

(& Budget Tasks
File Edit View Favorites Tools Help

9% Ky Office of State Budget Dir.. & (2 unread) - philrosell - Ya.. £] Welcome to AMS Advant... Google £ KBUD310 (2015) - Prod
Welcome, RVI0040 Messages(0) [ Home & | Help | Preferences | Reports | Edit Password | Logout

Reference Data Security Utilities Budget Tasks

Advantage Performance Budgeting - Training = IS i N B
| Formulate Budget Request ‘ 2
Budget Tasks l Execute Query J
Categories Refresh Cache Page

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

1 5
\

[ Formulate Budget Request J

Execute Query

Refresh Cache Page

Go to top of page

javascripttriggerTransition(’//BudgetLayoutsSelection/Header') H100% -
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¢ From the Budget Layout Selection page, you will see all the KBUD forms that
available for your use. In this case, you want to choose the 2022_G form by
clicking on the corresponding link. The Select Budget Request page will appear.

get Layout Selection Page

Reference Data Budget Tasks

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

Budget Layout Selection
Code: Name:
Layout Type: iJ
Sgrt  Prnt

-E
2022 A2-A3-A4-AR AZ/A3/a4/A5 Baseline Budget Request
2022 B2-B3-B4-B5 B2/B3/B4/B5 Additonal Budget Request

BECEINTS E Restricted Funds & Receipts Farm
2022 G G Federal Aszistance Form
off Budget Funds

2022 CAPITAL FUND Capital Request by Fund Source
2022 CAPITAL EXPEND Capital Request Expenditures
2022 CAPITAL IMPONOPFBUD Capital Request - Impact on Operating Budget

o Please keep in mind, the Select Budget Request page will display all the
instances of this specific form (2022_G) you have created

Select Budget Request Page (2022 G Form

Welcome, MGI0D11  Skip Navigation Messages(0) [ Home =] | Help | |

Reference Data SBFS Security Utilities Budget Tasks

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

Select Budget Request

Budget Reguest Selection Criteria

Layout Request Stage:
Code: 20226 Code:

Layout | g eric Name:

Type:

Header Filter

Grant: &
rtme Fifter-
New Delete  Save Sort  Print View as CSW

O s267 Immunization Program 728S520G001
O s2e8 TB Control Program 728520G002
O s269 Sexually Transmitted Disease Program I n Sta n ces 728520G003
O 6270 HIV Prevention Program 728520G004
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From the Select Budget Request page, you can do all of the following functions:
1. Use the Search feature to search for previous created forms
= Search all by leaving all textboxes blank and clicking the Search
button and all instances of the form will appear
= Search by Request Code, Name, or Grant by typing in the
information in the textboxes and clicking the Search button (* is the
wildcard) and the instances that match your parameters will
appear (NOTE: Once a form moves to Stage 3 in the KBUD
process, agencies will no longer see this form in their search
results)
2. Use the New feature to create a new instance of this specific form
= Click the New button and the Create Budget Request page will
appear to allow you to create a new instance of the form
3. Use the Edit feature to edit an existing instance of this specific form
= Click the checkbox of the form instance you wish to edit, click the
Edit button and the form will appear in the edit mode
4. Use the View feature to only view (no editing) an existing instance of this
specific form
= Click the checkbox of the form instance you wish to view, click the
View button and the form will appear in the view mode
5. Use the Delete/Save feature to delete an existing instance of this specific
form
= Click the checkbox(es) of the form(s) instances you wish to delete,
click the Delete button to mark the form(s) for deletion, click the
Save button to finalize the deletion of the form(s), and they will be
permanently deleted (NOTE: You cannot delete a form if there
are active budget lines within the form. You will receive an error
message. You have to first edit the form and delete all budget lines
within all tabs and then perform the deletion procedure)

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

Security Utilities Budget Tasks

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

Select Budget Request 1

Layout Code:  2022_G : Code: Stage: | [v] Archive view: [False[v]| scarch

Layout Type: [~ Name:
2 3 4 5 Grant: 555+ 4

[mawl Edit ][giaw][ Delete  Save ] Display 20 (%] Items  Sert..

[ [reovestcone | stace ——[arad
E & 1809 LSTA State Grant earc esults 3 555
ED 1810 Broadband Technalogy Oppurtunities Program (I 3 5551

nstances of the Form)
Go to tap of page

KBUD - Section 4 6/1/19 Page 64



-
’"* Federal Grant Fund Forms

KBUD:

Section 4.2.4 Creating the G Federal Assistance Budget Request Form

In this section, we will continue from the previous section to create a Grant budget
request for the Department for Public Health, Department 728. In this scenario, we will
create a 2022_G form for Federal Grant, Abstinence Education.

e From the Select Budget Request page, click the New button. The Create Budget
Request page will appear and allow you to create a new instance of the 2022 G

form.

Select Budget Request Page (2022 G Form

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

Reference Data Security Utilities Budget

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

Layout Code: | | 2022_G Reguest Code: stage: [ v]| Archive View: [False[v| search

Layout Type: > Mame:

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

1. Fillin the Name textbox (Suggestion: make it meaningful, so you will
know by its name what grant is contained within the form)

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

a pick list:
= 2-1) Type in the first few digits of the Grant code and * in the Code
textbox

= 2-2) Click the Search button
= 2-3) Click the Select button for the Abstinence Education Grant
3. Click the Save button, and the new form with all its appropriate tabs will
be created

Create Bud%et Request Pa%e

3 e

Create Budget Request

Expand All | Cellapse All

1

[‘ Name: Abstinence Education ]

- Budget Request Details m

Request Code:

2022_G

1[v] <

Form:

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

* Stage:

( - Budget Request Information

2

Diimensions (3]

=

Grant: 728520G013 7

Go to top of page \

Grant Search Page

Type

:
pEy
R 3

A

(o}
B

Display 20 [v] tems  Sert..
Ttem Page: 1 2 3 4

[l code =
# '728520G001
¥ 7285206002

4 728520G013
ETe 2-@3206004

Select

Ite
Name ___________________________________________ [shortName _[Elementliype _ [Parent [Dep)

Immunizat tion Program
TB Control Program
Abstinence Education

HIV Prevention Program coA

KBUD — Section 4 6/1/19

Page 66




S 1T Federal Grant Fund Forms

Section 4.2.5 Entering Budget Data in the 2022_G Form

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

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

2. Click the New Line button to add a new blank line (NOTE: Continue to add new
blank lines for each line of budget data you need to enter for this Grant. Enter a
separate budget line for each budget object required by the 2020-2022 Budget
Instructions)

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

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

5. To exit the form once it is saved, click the Back button

New 2022 G Form for Grant Abstinence Education

Save Back

=

Edit Budget Requ

I Budget Lines | [|)uc:ument Management

Budget Lines Tab

Notify

Expand &ll | Collapse All

- = Budget Request Details m

/]
h&ht Budget Request | Budget Lines | Document Management

Request Code: 1866
Form: 2022_G
* Stage: Eﬂ - Budget Regquest Summary m

Layout Code:  2022_G Type: ] Request Code: 1866 Request Name: Abstinence Education
Grant: 17285206013

r'-= Reason For Change

Refresh zgem out Display Sub Total: Select Madel: [+

Copy Line | Delete Line Export Import Audit Trail View Graph
[E]] Line | Budget Object []

Reason Description:

Budget Object Search

- Budget Request Information
|- m} 1 GBALFOR R
Codn: | s
O 2 GCURREC R Faracs v
: : Budust 4 shart
- Dimensions m L1 GELEXD E Deea: arme:
[ 4|GABREXP E ] = Financial &ellups Information
Grant: 728520G013 3 Class I —— & Tue: 2 groug: y

L _3

Display 20 || ftems | Sget..

Totals orites
c§d:115hort
Name
Go to top of page Expand all E&EAL ]

Go to top of page \

[ code fwame ________________ lshothame [0 [Element Type __[Pare

Selest ' GBALFOR  Balance Forward (G Form) B e Forward (G Farm] Revense coa

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

Edit Budget Request | Budget Lines | Document Management

- Budget Reguest Summary m

Layout Code: 2022 G Type: ﬂ Request Code: 1866 Reguest Name: Abstinence Education
Grant: 728520G0

Refresh  Zeroout Display Sub Total:

Export Import Audit Trail View Graph

Sort... View az CSW

Mew Line  Copy Line  Delete Line

] - [uioet oot [

O 1 GBALFOR R 112,300

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

m| 2 GCURREC R 2,200,000 2,200,000 2,700,000 2,700,000 2,700,000

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

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

¢ Once the Grant Maintenance dimension has been updated and the 2022 G
form has been completed for each Federal Grant, the associated Federal Grant
reports can be created and printed.
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Section 4.2.6 Login to KBUD Reports (EBI) to Access Federal Grant Reports

In this section, we will login to SAP’s Enterprise Business Intelligence Version 4.1 (EBI
4.1) which houses the KBUD Reports and navigate to the 20-22 Biennium folder to
access the necessary budget request reports. Reference Section 9, KBUD Reports, for
more in depth explanation of reports.

e Reports are the final output of the budget request process. It is important to
understand that the data entered directly into the KBUD forms and dimension
tables are used to populate KBUD reports. For example, compare the Grant
Maintenance dimension table we updated and the 2022_G form we created in
the previous sections for Abstinence Education to the G Fed Assist Op Bud
Record Report. You can directly trace the dimension data to the Federal Source
data heading on the report. You can also trace the form’s historical and budget
data amounts to the budget totals on the report.

Dimension (Grant Maintenance) F Federal Funds Summary Report

Vi Crtmd | o et Mg

2E-ULT Kertwchy Brarsth
Opaesting Budget Reguest: Federsl Farai o Sy Bacoed
AN recpervied codemn rowsded fa s 5100

CPTRATING BUDGET DO RY REODRD F

Abgrerrwrarial fepacr  [awoutrry epscn Agpively  Pubkc Heakh
Lt AT G Py SErwe AP opnEnor PUBAS HaaETy
g Ll L Achasd Achasl Wbd I'Iu'pﬂmd m-qu wird
i 7 G Fed Assmt Op Bud Record Report
3 e poptmt e g paaning s r:.-r-
1 FEDERLL ICURCE
ey P Cririe T sgrog B oo pnen WA, et B
= b o S0 T V. Sl N 00 2SR ey A w-\li..u: R \
] Catiicy of Fasec s Cok
- T4 MAREU S 1103 .
| SeateE Py
L Eaun for Eelirates (Feders Lolomn| DlmeHSIon Data
Seant guSmaden arw G or Imkoregtion provis by B Swarding Wi agenTy
A psegias Tyga S
j Te. Gl Deecfipiod Felledife ubeaTEIYICEOS &7 pIast badd
T3 e i bRy I KAPRLSEY By ST (AN 473 PrASOH o ST HO MELE §IINT Frings somety
I PTG YT I A U] LT P T ST USRI S1C G R A4 Bt
. e et -,
AL BSEEY I S 2ol SIEE w1 e
PO (0] MBI T B Py (e
all BT [ =
-
Ers H7+’{\(f11 o oF FN
= 4 W MHGR ATy
. » A Dot DN PROPRES Nidue 1Ll FINRY Tl T [ThWL)
R — ! B Compowbion of Muiching Furds 2 dource of dinis Blsiching S
. 9 Fipdera Bprion Geen %
H - . Tl MO0 Rt b ]
- ol Padon LT E Ll
O Type of Maich Proviges (Yewtg)|
= ERE e wErg Saank =
Zrantde - o E o
2022_G Form - -
. . wemmcesemammnen s HIStOTICAI Form
Edit Budost Requast | Budget Lines. | Document Manapsment 4 i PN TSRS 3T PR ED
B Lmsimt Auore o Hae i Data Data
St e 1R s
- Budget Reguest Semmary ([ V. Facerst Fandn Budgel Semnary decnasd Actasl Budosted  Rucsmiud | Recsssted
FY 2718 Fy 20B-18 | [FY 201820 FY 2000-21  FY 2021
Lavet Code: 2027 G Tree: ~] Ewquest Code: 1888 Aeguast & Mescurcan
Graet: TRASAGO1A Baaeon Forwand (3 fuer VILX L 450 b 2’ .0 LTS
ATe01 Nace! 2,200 00U 2,300 00T i 2700000 3790000
. LELE LE i “-ln.‘h 1L LTI
SPlee—— p—— | (T]) [y o]
DA S0 Tl I FRELE - N ETE 2D 200 08,300 22,500
Ty — Bumet:‘patg AT s B Teg Dipetd o o e TE#03
liww iine  Copy Line  Defete Ling =50 L 15 TOLE EapeesgTatie FREIE LETLIN AN PR FIELR

M| L= | msdgen chpeat [0

i GRALFOA R LB, 10 T 00 262,700

i GCURREC R 2,700, 0 700000 2,700 00

3 GILEXP r 21,089,200 2706200 21,595,209

) 4 GARRENP e (] 27800 ELE
Tataki 20,800 62, Fod 350,000

TRE T o1 Trom 10 = vowe car page
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Reference Data

In this scenario, we will run the two Federal Grant reports: one for the
Department for Public Health at the bill level (728S_BILL) and one for Public
Health’s Federal Grant, Abstinence Education (728S20G013). These two
Federal Grant reports are required for your budget submission (NOTE: There
are no supportive math check reports to aid the agency in reviewing and
reconciling amounts entered on the G Forms as compared to amounts entered
on the A Forms. To ensure the necessary level of accuracy in the submission of
the required reports, it is recommended that the agency review the entries and
compare the amounts between these sets of forms to ensure they reconcile).

Required Federal Grant Reports

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

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

Supportive Federal Grant Report
(NONE)

There are two ways to access the login webpage to EBI 4.1 which contains
KBUD reports:
1. Either click on the Report link located in the KBUD application to access
the webpage, or open your web browser and enter the direct link to EBI
4.1 and paste it into the URL: https://ebi.ky.gov/BOE/BI

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

Budget Tasks

Advantage Performan: -aining > Budget Tasks B

Budget Tasks

Go to top of page

Categories

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

Pages

Formulate Budget Request
Execute Query

Budget Reguest Filter View
Advance Budget Request Stage

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

eMARS Reporting 3.11.1
SAP BusinessObjects Bl Platform 4.1
Support Pack 7 Patch 4

Enter your user information, and click "Log On".
1f you are unsure of your account information, contact your system
administrator,

ST
User teme: [MGI001L 2
Passfvord:

@23

Help

e The Home tab is the entry point into the EBI application. Once in the application,
navigate to the KBUD 2022 Agency Budget Preparation folders which contain all
the reports necessary for your budget submission.

Click the Documents tab

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

Expand all the Public Folders

Open the 20-22 Biennium folder under the Agency Budget Preparation

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

PN~

1 Welcome: MGIDO11 | Applications =  Preferences  Help menuw Log off
Home | Documents |
| = MyRec
W Welcome: MGJ0O11 | Aglicati
¥ avaz ®
5 2142 5| Home | Documents |
PO v+ New " e Details
& a2 A -
B 23 exp N oGRS | Title ype
El
“ 21 ~webIntelligence
Inbax S
My Alerts Home || Documents
 i® subscribed Alerts ) ) .
- View * MNew Organize Send More Actions ~ | Details
B Personal Categories —
+ My Recd My Documents o | Documents Type
3 [ L [T - More Aciors = Folder
¥y Documrants
= Folder
B I Pt Fotders Folder
o
-
¥ CBROL - Cabinet Rank - Run ot G
¥ CBADL - Cophal Project Summary Recond
¥ DA - Cagal Construction Recond
¥ CBROY - Capltal Equipenent Bocord
¥  CBROA - Cagltal IT System Recond
¥ Cha Caphal Real Property Lease Record
[ E
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In this scenario, we will run and print the G Fed Assist Op Bud Record Report
for the Department for Public Health at the grant level (728520G013). You will
need to repeat this process and for each active Federal Grant.

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

report

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

parameters/variables

Enter the required parameters/variables into the Grant Code text box. In
this scenario, we will enter the Grant code for Abstinence Education,
728S20G013. This code is the one assigned to this Federal Grant in the

Grant dimension table

Once the proper parameter/variable is entered, the Run icon | = run |will

be enabled. Click the Run icon to run the report
If you want to print a paper copy, click the Printer icon

E and follow the

prompts to export the report to a PDF format. Open the PDF report in
Adobe Reader and use the print feature in Adobe Reader to print a paper

copy

_[ﬁ][ Documents | G Fed Assist Op Bud...

7]

e

View New

My Documents
Folders
B [E1 public Folders
B ey

Agency Budget Execution
) Agency Budgat Praparation
. 14-16 Biennium
16-18 Biennium
18-20 Biennium
20-22 Biennium

KBUD Training Manuals

More Actions = Details

Title
[}J Advanced

3

= Run

Web Intelligence = | [ = & 53& e -

G Fed Assist Op Bud

Enter Grant Code:

L | 728520G0

()

CBRI

CBRO2 - Capital Construction Record
CBRO3 - Capital Equipment Record

CBR0O4 - Capital IT System Record

CBROS - Capital Real Property Lease Record
CBRCPL Capital Project Listing
D_RestrictedFundSumRecard

DCB1B2 Financial Record

DCB3 Expenditure Detail

E Restricted Fund Record
E_Rstd_Fund_Mathcheck

BRSSO S R R

F Federal Funds Summary
1 #| | G Fed Assist Op Bud Record
¥l | off-Budget Fund Record
| | P Cabinet Priority Ranking

# | P Priority Ranking

Record Report

Fegaral Program Titls: - Abetinence Sgucalion
United States Code ClieTRI2 V. Sect. 510 Soclal Ssourtty Act
Catalg of Federal
Agsltanca Number 93235
Grartze: arimary
Nl Basls for Estimates [Fadersl Actions)
Grant 25UMatES 212 D3Eed ON INTOMMAZON rovioed by he Swarding faders agency

ARRA Grant: Mo

SMARS Grant Account
humger
Annyal Grant Pl
Existing or New Progra

HL Frogram Typs: Farmula

peapla how Io react 1o 2 haw alconol and orug u:
"B3CN2E M2 IMPoanca of aRaining Eei-EuMelncy Defors engaging In £
“. Mateh Requirsments
4. Doss this program require atats maiching funda? (YasiNo) vas

2ject saxual aovanc:

Compoaition of Matching Funds

tobsr-Saptambar
ting Program

©. Source of Stata Matching hars

Fadaral Forton 25 Gerers 0 %
state Particn 7 Resirie) =
Locsl Portion Roag %
D. Type of Match Provided [Yeailic)
Direct Dalars e Inking Dokzrs vas
E. Grant Award Actus! Actus| Extimats Extimats Estimats
FY 2017-18 FY2018-19  FY2019-20 EY 202021 FY 202122
755,100 755.100 755,100
Wl Malntenance of Effart (Required by Federal Law)
A. s State Maintanancs of Flacal Effort Requirsd? {Yssia) No
B. Amount Required by Stats Fiecal Year
St FY 1718 State FY 1519 State By 18-20
VIL Federal Funds Budget summary Actuzl Actual Butgetsd  Requested  Requesisd
FY2017-18  FY201819  FY2019.20 FY202021 FY 202122
A Resources
Current Recefpt (G Fomm) 20750 &77.083 755,100 755,100 755,100
Total Resourcee: 625,759 &77,088 755,100 755,100 755,100
5. Expenditures
Saszine SLdgst Expendiuras EEREE] &77.05 735.100 745,200 737,100
Dafined Cale. Sxpenditures 0 0 o 2,500 15,000
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Once you have successfully ran and printed all the individual G Fed Assist Op Bud
Record Reports, complete the following steps to run the F Federal Funds Summary
report for the Department for Public Health (728S_BILL_2022). This report will display
all the individual Federal Grants entered on the G Forms along with a consolidated
total of Resources and Expenditures for the bill level:

1.

Open the F Federal Funds Summary report and use the bill level Grant
Code as the parameter/variable for this report. In this example, the bill
level Grant Code for the Department for Public Health is
728S_BILL_2022
= The top part of the report displays the Summary of Resources
and Summary of Expenditures combined for all the Federal
Grants associated with this bill. The bottom part of the report
displays the total expenditures for each Federal Grant.
To save the report as a PDF document, click the Export Icon [z -]and
choose Export Document as PDF
Click the Save button’s down arrow and choose the Save As command
and save the report to a location where you will remember to find it. Open
the document with Adobe Reader and use the print feature to print paper
copies of the reports.

F Federal Funds Summary Report

Home [ Documents ” F Federal Funds Sum..

@]

[}J Advanced | 22 Run

[ | Enter Grant Code: 1
728S_BILL_2022

(?)

WebInteligence - ([ = [E - | S # é E 2] & v | | [& Track ~ g Drill ~ ¥ Filter Bar Freeze - B Outline
Export Document As 3 I FDF I
Export Current Report A5 » Excel 2007
Export Data to CSV ... Excel
} 2020-2022 Kentucky Branch Budget
CV Archive Operating Budget Request: Federal Funds Summary Record
Text All requested columns rounded to nearest $100
OPERATING BUDGET SUMMARY RECORD F
Governmental Branch: Executive Branch Agency: Public Health
Cabinet: Health and Family Services Appropriation: Public Health

Actual Actual Budgeted Requested Requested
FY 201718 FY 2018-19 FY 2019-20 FY 202021  FY 2021-22

Summary of Resources

Balance Forward (G Form) 724,600 362,700 538,300 998,700 426,400
Current Reseipt (G Farm) 3,400,000 3,400.000 4,200,000 4,200.000 4,200,000
Total Resources 4,124,600 3,762,700 4,788,300 5,198,700 4,626,400

Summary of Expenditures

Baseline Budget Expenditures 3,761,900 3,174,400 2,789,600 4,686,700 4,070,600

Additional Bdgt Req Expend 0 0 ] 55600 152,300

Total Expenditures 3,764,900 3,174,400 3,789,600 4,772,300 4,223,400
Federal Program Title Actual Actual Budgeted  Requested  Requested

Expenditures FY2017-18  FY2018-19  FY 201920  FY 202021  FY 2021-22

Abstinence Education 2,151,900 1,574,300 2,539,300 2734100 2,611,700

State Indoor Radon 1,610,000 1,200,100 500,300 2,038,200 1,611,700

Total Expenditures 3,764,900 3,174,400 3,785,600 4,772,300 4,223,400

Do you want to open or save F Federal Funds Summary.pdf (57.0 KB) from eas073vu-ws0017 COpen Save E] Cancel

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

Section 5.1 Budget Form Overview

The two tools within KBUD used to create your Additional Budget Requests (ABRs) are
the ABR Maintenance Dimension and the 2022_B2-B3-B4-B5, B2/B3/B4/B5 Additional
Budget Request form. These tools are the components necessary to produce the B1B2
Financial Record Report and B3 Expenditure Detail Report in EBI. The narrative data
entered in the ABR Maintenance dimension table along with the numerical budget data
entered on the agency’s 2022_B2-B3-B4-B5 forms are ultimately translated into
informative budget request reports. These reports are the final output used by agencies
to submit their formal budget request to GOPM.

Dimension (ABR Maintenance

Reference Data Security Utilities Budget Tasks B3 Expenditure Detail Report

Advantage Performance Budgeting - Training = Budget Tasks = Dimensions =

| Edit ABR I Document Management - B1 Bz FinanCiaI Record Report
OPERA
Save Governmental Branch: Executive Branch pmﬂmm?::iz:a::i; D i me nsion Data

Expand &ll | Collapse All

2020-202R Kentucky Branch Budget PRIORITY
- = ABR Information m Additional Budget Request: Financial Record Cabinet #: 49
All requested columns rounded to nea Agency # 10
OPERATING BUDGET RECORD B-1/B-2 cy: Tourism, Arts and Heritage
Code:  670K20X007

Appropriation: Parks

Governmental Branch: Executive Branch Program/Service Unit: General Administration and Support
lﬁne: }670A_PG E Cabinet: Tourism, Sub Program:
wag Unif
Kentucky ABR Information [i) | T E—— FY2019-20 FY 202021 FY 202122
equest Type: Growth w SOURCE OF FUNDS Form Data
BR Agency Rank: 10 General Fund
Regular Appropriation ( 0 4,345 000 5,578,500
R Cabinet Rank: 49 ) Total General Fund (] 4,345,000 9.578,500
TOTAL SOURCE OF FUNDS 0 4,345,000 9,578,500
EXPENDITURES BY CLASS
Debt Service [ 4,345,000 9,578,500
TOTAL EXPENDITURES BY CLASS 0 4,345,000 9,578,500
EXPENDITURES BY FUND SOURCE
General Fund [ 4,345,000 9,578,500

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

- PERSONNEL POSITIONS
Number of Positions
0 C 0
GRAND TOTAL - Number of Positions 0 0 0

@
=)

2022-B2-B3_B4-B5 Form BUDGET POSITIONS COST BY FUND SOURCE

TOTAL FUNDS

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

- Budget Request Summary m

Layout Code: 2022_B2-B3-B4-B5 Type: [v] Request Code: 1770 Req
ABR: 670K20X007 Program: 670A_PG

Refresh  Zerc Out |Display Sub Total:

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

Delete Line Sort...

e [ Furd | sudset e []

O 1 0100 REGAFP R
O 2 0100 EXPBYFUND E
Totals

4,345,000
4,345,000

9,578,500
9,578,500

1] 0
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The 2020-2022 Budget Instructions requires agencies to complete Additional Budget
Request Records when requesting budget authority from any budgetary fund source in
excess of the calculations guidelines provided in the Baseline Budget Request and the
Defined Calculations Budget Request. Requests for additional funding must be
submitted on Additional Budget Request Records. Requests for current year
appropriations for FY 2019-20 must be submitted as an Additional Budget Request.
For Executive branch agencies, prior approval by the State Budget Director is required
for current year appropriation requests. Additional funding requests fall into these
categories:

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

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

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

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

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

For each agency, there are ten blank Additional Budget Request codes in the
Dimension Tables that can be used for each B2/B3/B4/B5 Additional Budget Request
form. These 10 codes are available, but if additional ABR codes are needed, agencies
will need to contact the KBUD Administrators (KBUDAdministrator@ky.gov) to request
additional blank codes.

In KBUD, the 2022_B2-B3-B4-B5 form will be used to produce your agency’s
Additional Budget Request.

B2/B3/B4/B5 Additional Budget Request
'“ﬁ
2022_B2-B3-B4-B5 B2/B3/B4/B5 Additional Budget Request
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The 2022_B2-B3-B4-B5 Additional Budget Request form contains multiple tabs to
perform different functions to record the various components of your ABR data:

B2/B3 Sources & Exp by Funds
B3 Expenditure Detail

B5 Personnel

Document Management

2022_B2-B3-B4-B5 Form with Multiple Tabs

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

Motify

Expand All | Collapse All

- - Budget Request Details m

Request Code: 1770 *Name: 1670A_PG
Form: 2022_B2-B3-B4-B5
* Stage: Eﬂ

r - Reason For Change

Reason Description:

{ - Budget Reguest Information

-/ Dimensions m

Program: 6704 PG ABR: 670K20X007
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Section 5.2 Creating an Additional Budget Request (ABR)

This section includes an overview of the Additional Budget Request (ABR) creation
process along with the detailed instructions to create an Additional Budget Request
required by the 2020-2022 Budget Instructions when a request meets the conditions of
an ABR.

Section 5.2.1 Process Overview

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

1) Login to KBUD and navigate to the ABR Maintenance Dimension table to
update the information for the blank ABR dimensions that will be used with the
2022 B2-B3-B4-B5 Budget Request forms

2) Navigate to the Budget Layout Selection Page to choose the
2022 B2-B3-B4-B5 Budget Request form

3) Create an instance of the 2022_B2-B3-B4-B5 Budget Request form for an ABR

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

o 2022_B2-B3-B4-B5 Budget Request Form Tabs
= B2/B3 Sources & Exp by Funds
= B3 Expenditure Detail
= BS5 Personnel
= Document Management (Used for B-4 Narrative Attachment)
o0 Login to KBUD Reports (EBI) and navigate to the 20-22 Biennium folder
to run and/or print the necessary ABR budget request reports necessary
for official budget submission to GOPM
= B1B2 Financial Record Report (Run this report for each
individual ABR)
= B3 Expenditure Detail Report (Run this report for each
individual ABR)
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Section 5.2.2 Login to KBUD and Navigate to the ABR Dimension Table

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

e Enter your KBUD user ID and password.

¢ From the Home page, follow these steps:

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

Reference Data Security Utilities Budget Tasks

Advantage Performance Budgeting - Training > Budget Tasks

Budget Tasks
Categories
1 [ Dimensions - This contai+ links to the Dimensions the users can edit.
Pages
Formulate Budget Reguest Dimensions
Reference Data Security Utilities Budget Tasks
Advantage Performance Budgeting - Training = Budget Tasks = Dimensions
Dimensions
Go to top of page Pages

Restricted Fund Maintenance

Off Budget Fund Maintenance

2 [ ABR Maintenance ]

Grant Maintenance

ABR

Project Maintenance .
Maintenance

ABR Maintenance
Go to top of page

Code: 670K18X005 Name:

In
@
o
&

Edit  Save View  Sort Print View as CSV

e

4 670K18X005 Debt Service
Page 1 | of 1 Show 20 [V]rows per page

Expand All | Collapse All

* Code: 670K

’ Information [i)
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From the ABR Maintenance page, you can search and view all the ABR codes by
leaving the Code and Name textboxes empty and clicking the Search button. This will
bring back all the ABRs available based on your security. You can also narrow your
search for a specific ABR by following these steps:

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

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

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

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

ABR Maintenance

ABR Maintenance

Code: 670K20X007 Na]Tye:

2

Save  View  Sort Print View as CS5V Edit ABR

Reference Data Security Utilities Budget Tasks

| | Code
E 670K20X007

Advantage Performance Budgeting - Training = Budget Tasks = Dimensions >
Debt Service

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

Expand &ll | Collapse all

- Information m
r= ABR Information m
# Code: 670K20X007 5
N Debt Servi Code: 670K20X007
ame: De ervice
fName: pebt Service x\

Go to top of page

ri= Kentucky ABR Information m

Request Type: Growth ﬂ
ABR Agency Rank: 4
ABR Cabinet Rank: 12

Go to top of page

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

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

ABR.

Name Enter the Additional Budget Request Title

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

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

ABR Cabinet Rank Enter the cabinet-wide priority ranking. This field is
an integer field and will only accept whole numbers.
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Section 5.2.3 Navigate to the 2022_B2-B3-B4-B5 Form

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

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

Y D& @ nhttp://kbud310np state ky.us/trainl /Controller

(& Budget Tasks
File Edit View Favorites Tools Help

9% Ky Office of State Budget Dir.. & (2 unread) - philrosell - Ya.. £] Welcome to AMS Advant... Google £ KBUD310 (2015) - Prod
Welcome, RVI0040 Messages(0) [ Home & | Help | Preferences | Reports | Edit Password | Logout

Reference Data Security Utilities Budget Tasks

Advantage Performance Budgeting - Training = IS i N B
| Formulate Budget Request ‘ 2
Budget Tasks l Execute Query J
Categories Refresh Cache Page

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

1 5
\

[ Formulate Budget Request J

Execute Query

Refresh Cache Page

Go to top of page

javascripttriggerTransition(’//BudgetLayoutsSelection/Header') H100% -
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¢ From the Budget Layout Selection page, you will see all the KBUD forms that
available for your use. In this case, you want to choose the 2022 _B2-B3-B4-B5
form by clicking on the corresponding link. The Select Budget Request page will
appear.

Budget Layout Selection Page

Reference Data Budget Tasks

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

Budget Layout Selection

Code: Name:

Layout Type: ﬂ

Sort Prnnt

Summary

| Name
A2/A3/A4/A5 Baseline Budget Request
B2/B3/B4/B5 Additional Budget Request

E Restricted Funds & Receipts Form

2022 G G Federal Assistance Form

2022 OFFBUD FUND Off Budget Funds

2022 CAPITAL FUND Capital Request by Fund Source

2022 CAPITAL EXFEND Capital Request Expenditures

2022 CAFPITAL IMFOMNOFBUD Capital Request - Impact on Operating Budget

e Please keep in mind, the Select Budget Request page will display all the
instances of this specific form (2022_B2-B3-B4-B5) you have created.

Select Budget Request Page (2022 B2-B3-B4-B5 Form)

Select Budget Request

Budget Request Selection Criteri

CL:;:_“ 2022_B2-B3-B4-B5 c":;:_“‘ Stage:
Larout Ganeri Home:

Header Filter
{ Grant: 4
’-Lme Filter:

New Delete | Save Sort  Print View as CSV

O 6267 Additional Program Requirements 670K20X001
1 6268 Programmatic Overhead 670K20X003
O 6269 Debt Service InStanceS 670K20X007
L J
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From the Select Budget Request page, you can do all of the following functions:
1. Use the Search feature to search for previous created forms
= Search all by leaving all textboxes blank and clicking the Search
button and all instances of the form will appear
= Search by Request Code, Name, or ABR by typing in the
information in the textboxes and clicking the Search button (* is the
wildcard) and the instances that match your parameters will
appear (NOTE: Once a form moves to Stage 3 in the KBUD
process, agencies will no longer see this form in their search
results)
2. Use the New feature to create a new instance of this specific form
= Click the New button and the Create Budget Request page will
appear to allow you to create a new instance of the form
3. Use the Edit feature to edit an existing instance of this specific form
= Click the checkbox of the form instance you wish to edit, click the
Edit button and the form will appear in the edit mode
4. Use the View feature to only view (no editing) an existing instance of this
specific form
= Click the checkbox of the form instance you wish to view, click the
View button and the form will appear in the view mode
5. Use the Delete/Save feature to delete an existing instance of this specific
form
= Click the checkbox(es) of the form(s) instances you wish to delete,
click the Delete button to mark the form(s) for deletion, click the
Save button to finalize the deletion of the form(s), and they will be
permanently deleted (NOTE: You cannot delete a form if there
are active budget lines within the form. You will receive an error
message. You have to first edit the form and delete all budget lines
within all tabs and then perform the deletion procedure)

Select Budget Request Page (2022_B2-B3-B4-B5 Forms)

Select Budget Request

1

Banfip! Reduiil Resalaih Jiders

A Py EREIEA-E5 - T

Tyee

sisacier Fiter

234 5

(zeew | Ecit view] oot spee) s rice yoew e ci

e Addiional Pr:-q‘amﬁ-bmtm‘c'ﬂ (=g ki

(%11 ] qu':ﬂ'm.ip: Owortusad ETEXDO

e i Instances [0
L I
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KEUD

Section 5.2.4 Creating the Additional Budget Request Form

In this section, we will create an ABR for the Parks, Department 670. In this scenario,
we will create a 2022_B2-B3-B4-B5 form for Program 670A_PG, General

Administration and Support.

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

2022_B2-B3-B4-B5 form.

e (2022 B2-B3-B4-B5 Form

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

Select Budget Request Pa

Reference Data Security Utilities Budge

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

Select Budget Request

Layout Code:  2022_B2-B3-B4-B5 Request Code: stage: || Archive View: False[v| search

Layout Type: [~] Name:
ABR: | %7 Program: 7
Delete  Save Display 100[~] Items  Sort..
[ Jeereee coce T S
- NO ITEMS TO DISPLAY -
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From the Create Budget Request page, you will need to complete these four primary

steps:
1.

2,

Fill in the Name textbox (Suggestion: make it meaningful, so you will
know by its name what ABR is contained in the form)
Fill in the Program and ABR textboxes. There are two ways to fill in the
textbox: 1) Type in the correct ABR code, or 2) click on the blue ABR link
to pull up a ABR Search box, and complete the following three steps to
select it from a pick list:

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

textbox

= 2-2) Click the Search button

= 2-3) Click the Select button for the 670K20X007 ABR
Click the Save button, and the new form with all its appropriate tabs will
be created

Create Bud%et Request Pa%e

3|

Expand All | Collapse All

Request Code:

Form:

Create Budget Request

- Budget Reguest Details m 4

2022 B2-B3-B4-BS_

[ Name: §704_PG ]

* Stage: 1-Agency Request ﬂ :

Stage should always be set to 1 by the agencies.

|— - Budget Request Informatien

GOPM will move the forms to Stage 2 when needed.

ABR Search Page

’,_ Dimensions m

Program: 6704_PG

<{ agg: |S70K20K007 ]

Go to top of page

AN

— Mame ________lshortMame _____[elcmentivpe |
select + 670K20X001 670B2_PG coa
= . 670K20X003 6T0AI_PG coa
2-3 # 670K20X007 con
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Section 5.2.5

Entering Budget Data in the 2022_B2-B3-B4-B5 Form

o Once the new form is created, you will be able to access all the necessary tabs within the
form. You can follow these steps to manually add line-by-line information to each tab.
1. Click on the B2/B3 Sources & Exp by Fund tab (NOTE: You can now add your
Sources of Funds and Expenditure budget objects and budget data)
2. Click the New Line button to add a new blank line (NOTE: Continue to add new
blank lines for each line of budget data you need to enter for this ABR. Enter a
separate budget line for each budget object required by the 2020-2022 Budget

Instructions)

3. Enter the appropriate budget data on the line. To use the search feature for the

Budget Object cells, follow these steps:

= 3-1) Right mouse click in the cell and click the blue Search link
= 3-2) From the Budget Object Search page, either use the search fields to
refine your search results or leave all the fields blank to see all the available

codes

= 3-3) Click the Search button to execute the search or Cancel to cancel the search
= 3-4) Click the Select button of the desired code, and it will populate the cell
4. Once you have finished entering all your budget lines for this tab, click the Save

button
5. To exit the form once it is saved, click the Back button

New 2022_B2-B3-B4-B5 Form for 670K20X007

Save Back
4
1

Edit Budget Request[l B2/B3 Sources & Exp by Fund | q3 Expenditure Detail | BS Personnel | Document Management|

Notify

Expand All | Collapse All

- - Budget Request Details m

B2/B3 Sources &
Exp by Fund Tab

4 O

Request Code: 1770

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

Form:

* Stage: .ﬂ

- Budget Request Summary m

Layout Code: :2022_B2-B3-B4-B5 Type: [v]
ABR: 670K20X007

r - Reason For Change

Request Code: 1770

Program:

Request Name: &70A_PG

670A_PG

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

Copy Line  Delete Ling

|— - Budget Request Information 4 b h
Budget Object Searc
6] e [ Fora | upeones 3-2
Object
- Dimensions [ | 10100  REGAPP Name Typer
3 [ 20100 |EXPBYFUND & i
Program: 6704A_PG A -
Totals Favorites = Financial Rollups Information
Cod Short
i | ‘?_"_____Name Classry my +# Category: ¥ Tupe: ¥ Group:
Go to top of page Expand All | Collapse =S8 d
Gotot f
© o top of page Display 20 [v] Items  Sort...
| [ Jcede  Name  [shorthame ___ [ObjectType __|Element |
3 Select |+ EXPEYFUND Expenditures by Fund Expenditures by Fund Expense coa
-
Go to top of pag
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e Continue this same process with the remaining form'’s tabs until you have
completed the form.

e Ensure the necessary form’s tabs include budget data for each budget object.

You can reference the budget object types by going to OSBD’s Website,
http://osbd.ky.gov/Pages/KBUD-Information.aspx, and viewing a list of all
applicable budget objects.

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

Layout Code: 2022_B2-B3-B4-BS Type: ﬂ Request Code: 1770 Request Name: 6704A_PG

- Budget Request Summary m
|V ABR: 670K20X007 Program: 670A_PG

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

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

EI Fund | Budget Object
O 1 0100 REGAFF R
2 0100 EXPBYFUND E

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

e To complete the 2022_B2-B3-B4-B5 form, you will need to repeat the
procedures previously described in this section of the manual for the B3
Expenditure Detail and B5 Personnel tabs.

e The total expenditures on the B3 — Expenditure Detail tab must agree with the
total expenditures by fund (EXPBYFUND) on the B2/B3 Sources & Exp by Fund

tab and the program narrative.

e The specific expenditure budget object lines each agency will be required to use
are reflected in the 2020-2022 Budget Instructions or will be determined through

discussions with GOPM and LRC. You can also reference the budget object
types by going to OSBD’s Website, http://osbd.ky.gov/Pages/KBUD-
Information.aspx, and viewing a list of all applicable budget objects.
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e The following is a list of typical Budget Object codes you will use for
expenditures:

E111 — Annual Salary Increments

E121 — Employer Social Security Rates

E122 — Employer Retirement Contribution Rate
E123 — Health Insurance Premiums

E124 — Life Insurance Costs

E131 — Worker Compensation Premiums

E184 — Personnel Board Assessments

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

E802 — COT Rated Services

E226 — Motor Pool Rental Charges

E162 — Facilities Security Charges

E254 — Insurance Premium (Fire & Tornado)
E133 — Governmental Services Center

e Click on the B3 Expenditure Detail tab and enter the necessary budget lines for
your request. Click the Save button when you have finished entering your
budget lines.

B3 Expenditure Detail tab

Code

Request

Code: e

| Edit Budget Request | B2/B3 Sources & Exp by Fund || B3 Expenditure DEtB“II BS Personnel | Document Management

- Budget Request Summary m

Layout 15022 B2-B3-84-B5 I\']‘aw’"t B2/B3/B4/B5 Additional Budget Request Type: |Generic [V]

ame:
Stage: |1-Agency Regu

Request o0 pg

Mame:

ABR 670K20X001

Refresh | Zero Out Display Sub Total: ]

New Line  Copy Line  Delete Line

[ [ [owiosones [ Wiszo | maom | wam |

O 1 E111 4,300,000 9,500,000

O 2 E122 45,000 78,500
Totals 0 4,345,000 9,578,500 .

Export Import Audit Trail View Graph Sort  Print View as CSV
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The B5 Personnel tab is used to identify the additional number of Full-Time,
Part-Time and Other Positions (including Federally Funded Time Limited (FFTL)
and Interim positions).

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

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

Click on the B5 Personnel tab and enter the necessary budget lines for your
request. Click the Save button when you have finished entering your budget
lines.

B5 Personnel tab

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

- Budget Request Summary m

Layout 12022 B2-B3-B4-B Layout iti Type: |SelE
Code: | 5 Name: B2/B3/B4/B5 Additional Budget Request

Request 5573 Request 570A_PG
Code:

Stage: 1-Ag
Mame:
ABR 1670K20X001

Refresh  Zero Out Display Sub Total: ]

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

(= [ e [swtserobea [] s [ o ]

¥ 1 FULLTIME R VACANT 25 50

O 2 GFPOS ED 4,345,000 9,578,500
Totals 0 4,344,975 9,573,450.

The final step to complete the 2022_B2-B3-B4-B5 form is to use the Document
Management tab to program narrative created in Microsoft Word. The template
for the program narrative is named 2020-2022 Additional Budget Record B4,
and it is located on OSBD’s Website (Link to Webpage -
http://osbd.ky.gov/Pages/KBUD-Information.aspx). Included below is a
screenshot of a program narrative template below for reference.
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2020-2022 Additional Budget Record B4 (Program Narrative)

2020-2022 KENTUCKY BRANCH BUDGET
Additional Budget Request: Program NarrativelDocumentation Record

PRIORITY
Cabinet #:
Agency ¥
OPERATING BUDGET REPORT B4 Agency:
Appropriation Una:
Program/Service Una:

Governmantsl Dranch: Sub Program:

CabinetFunction: Paosting Uina;
REQUEST TITLE;
L PROGRAMRBESULTS Requested Requested Requested
DOCUMENTATION FY 2019-20 FY 2020-21 FY 2021-22
T4l Tolal Fundrg
{0} Cusntits e Dty

B PROGRAM DESCAIPTIONPURRMOSE

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

Click on the Add Document button to open up the KBUD Upload tool

Click on the Browse button to open up the Windows File Upload screen

Navigate to the file’s location and click on the File Name

Click the Open button

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

Click the Save button to finalize the attachment

QahwN =

Document Management

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

KBUD

Upload Tool
-

| |File Name

Expand All | Collapse All

- Upload Document

Expand 4ll | Collapse All

Content: C:\Users\phillip.rosell\Downloads\FY1618 DFH Budget Prep Files\ Windows
Cance 5 _ File Upload
4 Choone File 1o Uipload - _— ]
(I » sore P 65801 + Dot » iSRG BspuPrp i =49 | —
pe———— - 3
Document Management l 8

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

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

Content Type

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

Expand All | Collapse All 5 3[ :Jsawmmm;xr&um 11205 3 }

4 =

e Once the dimension has been updated and the 2022_B2-B3-B4-B5 form has

been completed for each ABR, the associated ABR reports can be created and
printed.
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Section 5.2.6 Login to KBUD Reports (EBI) to Access Additional Budget Request

Reports

In this section, we will login to SAP’s Enterprise Business Intelligence Version 4.1 (EBI
4.1) which houses the KBUD Reports and navigate to the 20-22 Biennium folder to
access the necessary budget request reports. Reference Section 9, KBUD Reports, for

more in depth explanation of reports.

Reports are the final output of the budget request process. It is important to

understand that the data entered directly into the KBUD forms and dimension
tables are used to populate KBUD reports. For example, compare the dimension
table we updated and the 2022 B2-B3-B4-B5 form we created in the previous
sections for ABR 670K20X007 to the B1B2 Financial Record Report. You can
directly trace the dimension data to the data heading on the report. You can also
trace the form’s budget data amounts to the budget totals on the report.

Dimension (ABR Maintenance

Referance Data miliisns Budget Tasks

B3 Expenditure Detail Report

Advantage Performance Budgeting - Training > Budget Tasks » Dimensions =

| Edit ABR | Document Management |

Save

gl ot

xpanid All

- B1B2 Financial Record Report

Appropriaties
Carweiverarstal arsi® | oedwlies Brash nwwg.....q,w

Dimension Data

202U Kandacky Beanch
- ABR Information El cituinal Eostoen esorat F ouncia Rkcard Cabarit B AF
R rvgusrslend € ishamins, s cameled B Aguriy I 13
CPURATING DUDGIT EXCORD (L10F = Toariam, AITS 550 Heritigs
@ BTOR20X007 Boprop ataon: Paskn
Cpwtrmesial anss: [ apruses Braach Frogram bervos ne: Ganesl Admerairaion and Sepport
me:| |5704_PG
Kentucky ABR. Infarmation () ) '_______..-‘-""_ REGHIEST TYPE: Dot FYNB20  FY 20021 FV N2
quest Type: Growth = SOURLCE OF FUNDS FOI‘m Data
I - Ganaral Fard
ER Agency Rank: 10 B A ppropranon 2 434 200 B ETE530
R Cabinet Rank: £l Jorigl Grareppl Pysa) 2 S 285.000 RATED
TOTAL SOUBCE OF Fumns & A BAE B AT
EXPEMINIUHE S BY CLASS
bl Serves B &34, 500 s478450
TOTAL EXFEMINTURES BV CLASS v £348,500 BATEEN
ExFERINTURE | i Py LOURCE
rntrad P o i B, 200 MR
TOTAL EXPEMINTURLE S 1T D ] 4,348,000 B575,500
P SOt L POTION §
1 Wb of Pradtians.
CHRAND THTAL - Number of Potions 0 [ o
2022 EZ_B3_54_35 Form BUDGET POMTINNE CORT IY PUND S0URCE
= TOTAL FUNDS a 0 N
Edit Budget Request | B2/B3 Sources & Exp by Fund | B3 E re Detail | BS

= Budget Request Summary m

Layout Coda: 2022 B2-B3-B4-B5

Sumimary
B[ o [ o [ oiem o []

1 0100 REGAFRP R

2 0100 EXFENFUND E 4,345,000

Type: =] Regquast Coda: 1770 Rusg
ABR:  BTOK20X00T Pragram: 6704_PG
Refresh  Zero Out |Display Sub Total: &1 Select Model: [ ]
. s Numerical
Mewline  Copy Line  Delete Line Expont [moon Audit Traed Miew Graph Sort... aew a

4,345,000

Q

e L

6,578,500
9,578,500

Totals

o

o
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In this scenario, we will run the two ABR reports for Program 670A_PG, General
Administration and Support that are required for your budget submission
(NOTE: There are no supportive math check reports for ABRs).

Required ABR Reports

1. B1B2 Financial Record Report (Run this report for each individual ABR)
2. B3 Expenditure Detail Report (Run this report for each individual ABR)

Supportive ABR Report
(NONE)

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

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

the webpage, or open your web browser and enter the direct link to EBI
4.1 and paste it into the URL: https://ebi.ky.gov/BOE/BI

Welcome, MGI0O11  Messages(0) [Home E! | Help | Preferen

ce: | Reports | Edit Password | Logout

Reference Data Sequrity Utilities Budget Tasks

Advantage Performal

nce Budgeting - Training > Budgst Tasks

B
Budget Tasks

Formulate Budget Request
Execute Query

Budget Reguest Filter View
Advance Budget Request Stage

Refresh Cache Page

Go to top of page

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

eMARS Reporting 3.11.1
SAP BusinessObjects Bl Platform 4.1
Support Pack 7 Patch 4

Enter your user information, and dlick "Log On".
Fy

nd
If you are unsure of your account information, contact yor

ur system
administrator.

System: EAS1VP-APBIDOL:6400
User flame: |MGID011 2
Pasgord:

Ced3

Help
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e The Home tab is the entry point into the EBI application. Once in the application,
navigate to the KBUD 2022 Agency Budget Preparation folders which contain all
the reports necessary for your budget submission.

1. Click the Documents tab

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

3. Expand all the Public Folders

4. Open the 20-22 Biennium folder under the Agency Budget Preparation
folder. The available reports will appear on the right side of the web page

| = MyRecd

SApg

Home || Documents
View * MNew Organize Send More Actions ~ Details

w Welenmes MGIOOLY | acpheats
Troe
¥ | ALA2 Francial flesoed Web reeligence
¥ | A1AD Francisl Raceed Math Chack Wk Irteliggrrs
¥ |A182 A3 x5 Recerds Web Ireeligence
¥ Al B Al Detad el Irielbgerce
¥ | &3 Expendire Detnd Web [reeligence
W | A5 Personnel Summary Wb Irtellgence
¥ | BIEZ Fnancil Record Web Ireeligence
¥ | B3 Bxpenditure Detad Web trecligence
W |CICT Francial Racerd Wb letaligerce
L= al Rscord Math Chedk: Web [nteligence
¥ | CICICIC Records ‘el Irteligerce.
* |3 Ependie Detad Web [reeligence
W | Caplal Linting mith Basetbosrisation Stabha il [renligercs
¥ | Capial Listing weh Shert Deserigeon Web Inteligence
LI itk rtefigence
¥ | CEEDY - Catinet Rark - Run ot Cabirat levl ordy il [rtmligerce
¥ e Wb Irtaligence
¥ o Weh Ineeiigeece
\\- =] } WWeb [rsefigence
N~
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In this scenario, we will run and print the B1B2 Financial Record Report for the
Program 670A_PG, General Administration and Support ABR 670K20X007.
You will need to repeat this process for each ABR.

-

Double click on the B1B2 Financial Record Report to open up the report
Click on Question Mark icon to ensure the parameters/variables’ text
boxes are visible. This will allow you to enter the required
parameters/variables

Enter the required parameters/variables into the Program Code and ABR
text boxes. In this scenario, we will enter the Program code 670A_PG

and ABR 670K20X007

Once the proper parameters/variables are entered, the Run icon
will be enabled. Click the Run icon to run the report

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

Documents | F Federsl Funds Summary

|| & Fed Assist Op Bud Rec

1 |

View - New v Organize ~ Send -

My Documents

Folders

= (1 puslic Felcers

"I emars Financial

"I keuo

Agency Budget Execution

&1 agency Budget Preparation
14-16 Biennium
16-18 Biennium
16-20 Blennium

KBUD Training Manuals

B

0sBD Budget Praparation

"= Redeveloped Agency Reparts

More Actions ~

Details

Title -

| Home | Documents | B1B2 Financial Record =

2

1 | ¥ | B1B2 Financial Record

B3 Expenditure Detail
C1C2 Finandial | Record
C1C2 Financial Record M;
C1C2_C3_CS Records

C3 Expenditurs Detail
Capital Listing with Reaut]
Capital Listing with Short
CBROL

CBRO! - Cabinet Rank - )
CBROZ
CBRO3

Web Intelligence ~ | [ 2= [ 5@& LCI -

| 4

(¥ Advanced Rlun 3
Enter value(s) for Program Code:
6704 FG

i

Enter ABR Code:
670K20X007

B1B2 Financial
Record Report

2020-2022 gantucky (ranch Hudget
Request: Financia Wiecord
nded 1o

Acciional Budget Reques
AS reguesied cohimns row

PRIORITY

Cabinet
Agency

= a8
= 10

REQUEST TITLE: 6T0A1_PG

FY 2019-20
Requesied

REQUEST TYPE: Growth

SOURCE OF FUNDS

CBRO4

2

CBROS
CBRCPL Capital Project Listing
D_RestrictedFundSumRecord

DCB182 Financial Record
DCE3 Expenditure Detail

E Restricted Fund Record
E_Rstd_Fund_Mathcheck
F Federal Funds Summary

E‘ti(‘t!‘ti!‘ti(‘t!‘t‘t!‘ti(‘t

% | P Cabinet Priority Ranking
¥ | P Priority Ranking

¥ | Reguest Coda - Serial Number Report

_Tatal General Furs)
TGTAL SOURCE OF FUNDS o

FY 2020-21 FY 2021-22
FRequesied Fequested

45000

4345000
4,345,000

5578 500

L0500
9,578,500

LXFLNDITURLS Y CLASS

TOTAL EXPENDITURES BY CLASE 8

4345000
445,000

5578 500
9,578,500

EXFENDITURES BY FUND SOURCE
Genersl Fund

Ge = g
TOTAL LXPENINTURES UY FUND L}

4345000
4345000

2576400
RETRAID

GRAND TOTAL - Number of Pasition . 8
BUDGET POSITIONS COST U7 FUND SOURCE

TOTAL FUNDS 1
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¢ In this second scenario, we will run and print the B3 Expenditure Detail Report
for the Program 670A_PG, General Administration and Support ABR
670K20X007. You will need to repeat this process for each ABR.

-

Double click on the B3 Expenditure Detail Report to open up the report

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

3. Enter the required parameters/variables into the Program Code and ABR

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

and ABR 670K20X007 _

4. Once the proper parameters/variables are entered, the Run icon
will be enabled. Click the Run icon to run the report

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

| Home | Documents | # Federal Funds Summary || 6 Fed ssist Op Bud Rec ] |
1
View = New v Organize ~ Send ~ More Actions ~ Details
B — Home | Documents ||| B3 Expenditure Detail x
Folders
= 5
) ~ -
=1 (9 public Fokders 1 =) Web Intelligence ~ | [ E @ % | & & o B3 E d-t D t -I R
v Froncel —_— xpenditure Detail Report
& @ % | c1c2 Financial Record Mg | 2= | 4
=} ¥ c1c2_c3_c5 Records = — = 2020-2022 Kentucky Branch Budget PRIORITY
Agency Budget Execution UJ Advanced F‘.LI n 3 Budget Request: Expenditure Detail Summary Record Cabinet# 49
= [E3 gency Budast Presaration ¥ | C3 Expenditure Detail All requested columns rounded to nearest $100 Agency #: 10
5 ¥ | Capital Listing with Reaut} OPERATING BUDGET RECORD B-3 Agency: Tourism, Arts and Heritage
14-16 B Enter value(s) for Program Qpde: Appropriation: Parks
% | capital Listing with Short Govemmental Branch: Executive Branch Pr ice Unit General fon and Support
16-18 Biennium B |coros &§704 PG Cabinet: Tourism, Arts and Heritage " Sub Program:
-2 = :
- Posting Unit:
H 18-20 Béenvnium: ¥ | CBROI - Cabinet Rank - R} - E“terABR cude. REQUEST TITLE 670A3_PG
22 B ¥ | CBRO2 -
- REQUESTTYPE Growth FY 2019-20 FY 202021 FY2021-22
KBUD Trining Manuals § oo 2 670K20X007 a
EXPENDITURES BY FUND
0BD Budget Preparation ol il Gensral Fund 4345000 9,578,500
. ¥ | CBROS
Redeveloped Agency Reparts TOTAL EXPENDITURES BY FUND 0 4.345,000 9.578,500
¥ | CBRCPL Capital Project Listing EXPENDITURE CATEGORY
¥ | D_RestrictedFundSumRecord
¥ | DCB1B2 Financial Record Debt Service
¥ | DCE3 Expenditure Detail Debt Service-General Fund o 4,345,000 8,578,500
| E Restricted Fund Record Total Debt Service o 4,345,000 9.578.500
¥ | E_Rstd_Fund_Mathcheck TOTAL EXPENDITURES 0 4,345,000 9.578.500
¥ |F Federal Funds Summary

I T —

% | P Cabinet Priority Ranking
¥ | P Priority Ranking

¥ | Reguest Coda - Serial Number Report

e You should now have the understanding on how to use KBUD and EBI (KBUD
Reports) to create the necessay electronic and paper copies of the Additional
Budget Requests reports required for your budget submission.
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Section 6 Capital Budget Request

Section 6.1 Budget Form Overview

The tools within KBUD used to create your Capital Budget Requests are the Project
Maintenance Dimension and the three Capital Budget Request forms:

e 2022 CAPITAL_FUND, Capital Request by Fund Source

e 2022 CAPITAL_EXPEND, Capital Request Expenditures

e 2022 CAP_IMPONOPBUD, Capital Request - Impact on Operating Budget

These tools along with a Capital Data Load to KBUD from the Capital Planning System are all
the components necessary to produce the Capital Budget Reports required by the budget
instructions. The narrative and numerical data are preloaded into the Project dimension table
from the Six Year Capital Planning System. The budget data also preloads into the three
KBUD forms. All these components are needed to create the informative budget request
reports. These reports are the final output used by agencies to submit their formal Capital
budget request to GOPM.

Dimension (Project Maintenance)

L Y T —

TF

RO 1 2,500,000

Dimension Data |7 Férm If)afé "

1400050 2400 0%
1500000 240000

|§s‘s, Bz &8 38 B3 18

2,750,000 2750000
2,750,000 2,750,000

= Capital_—budge
2,100,000 1 200 000 3500000
u 100,009 1.890.000 3,190.03

T e W N g
F1eiOdl AL
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In KBUD, there is preloaded project (Capital) data that automatically loads into the KBUD
Capital Forms and project data prepopulated in the dimension tables which originates from
the Six-Year Capital Planning system. This transfer of data avoids the re-entry of all of the
information for each project into KBUD after having entered it into the Six-Year Capital
Planning system. KBUD will be loaded with Six-Year Capital Planning System’s around July
2019 If any changes were made to projects in the Six-Year Capital Planning System after this
time period, the Project Dimension table in KBUD will need to be manually updated by the
agencies with these same changes. IMPORTANT NOTE: If an agency wants to prepare a
capital budget request for a project that is not in the Six-Year Capital Planning system as of
July 2019, the agency will need to utilize one of the “blank” project codes assigned to their
agency. Itis possible that an agency may need multiple project codes. If that occurs, contact
the KBUD Administrators (KBUDAdministrator@ky.gov) and request that additional Project
codes be added.

Preloaded Budget Data

PP ID Number:

111606

Project Descriptions

Long Project Description:

Short i Description:

Additional/Description Justification

The preliminary plan for the project has the dining hall sitting in the same location /Y
as the existing facility and would hold 2 minimum of 250 people. Camp Currie
operates nine weeks every summer (June-August) and the goal would be to

construct the new dining hall with little disruption to normal camp operations. The
preliminary plans would reguire demolition of the existing structure before

proceeding with construction.

Project Budget

The Department, with Finance assistance, is looking for a consultant to help with
the design and construction of a new dining hall at Camp Currie in Marshall
County, KY. The consultant would be asked to provide a feasibility analysis and
project estimate. The feasibility study would include a timeline for demolition and
construction of the new building. Several building designs may be studied during
this process.

Existing Facility

The Department has a need to construct a new dining hall at Camp Currie in
Marshall County, K¥. The existing dining hall has exceeded its useful life and there
iz a need for more capacity to accomodate campers. The preliminary plan is for
the new dining hall to sit in the same location as the existing hall and will hold a
minimum of 250 people.

oL e e T Zrieace | oo | o [ Fraon [z
1 BFEF 670K20C193 EXPEYFUND 1,400,000 1,400,000
O 2 BFBF 670K20C195 EXPBYFUND E 2,575,000 0
O 3 BFEF 670K20C196 EXPBYFUND E 1,000,000 2,000,000
O 4 BFBF 670K20C197 EXPBYFUND E 2,750,000 2,750,000
O 5 BFBF 670K20C198 EXPBYFUND E 1,700,000 1,300,000
) & BFBF 670K20C199 EXPBYFUND E 8,000,000 8,000,000
[m} 7 BFEF 670K20C200 EXPBYFUND E 1,750,000 1,750,000
m} 8 BFEF 670K20C201 EXPBYFUND E 1,000,000 o
[m} S BFEF 670K20C202 EXPBYFUND E o o -1,000,000 -1,000,000
O 10 BFGF 670K20C202 EXPBYFUND E 1,000,000 1,000,000 0 1,000,000 1,000,000
O 11 BFEF 670K20C203 EXPBYFUND E 550,000 2,200,000
O 12 BFEF 670K20C204 EXPBYFUND E 1,500,000 0
- Project Documentation
ReautpBrization - Regular Capital Project: No ﬂ
eBRS Project Mumber:
roject Cost: 2,5000000
Project Type: ﬂ
Reviewed by Dept. for Facilities and Support Services: ﬂ
eMARS Department: 660
eMARS Fund:
Completion or Acquisition Date (MM/DD/YYYY): 06/01/2021

[Prepopulated Capital

Data in the KBUD

Project Dimension
Table
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Here is some guidance concerning the data from the Six-Year Capital Planning system:

e Only information on projects identified in the 2020-22 biennium with the Capital Plan
will be transferred to KBUD.

e Real Property Lease projects and Maintenance Pools were not included in the Capital
Plan, so these projects will have to be entered directly into KBUD.

e Real Property Lease projects and Reauthorized projects with no request for additional
Funds must have a $0.01 entered into the FY 2019-20 column in the Capital Request
by Fund Source form.

Even though you begin the Capital Budget request process in KBUD with prepopulated
information, the information can be changed directly or indirectly either through the dimension
table or through the Capital Budget Request forms.

There are three KBUD Capital Budget Request forms:

e Capital Request by Fund Source form
e Capital Request Expenditures form
0 Completed only for Construction and Information Technology System projects
(not for Capital Equipment or Capital Lease projects)
e Capital Request — Impact on Operating Budget form
o Completed only on Capital Projects that have an impact on the Operating Budget

Capital Budget Request Forms

2022 CAPITAL_FUND Capital Request by Fund Source
2022 CAPITAL EXPEND Capital Request Expenditures
2022 CAP IMPONOPBUD Capital Request - Impact on Operating Budget

The Capital Budget Request forms will include the amounts, fiscal years, fund sources and
expenditure codes or cost elements required by the 2020-2220 Budget Instructions. These
three forms will be completed at the appropriation unit level and include all the individual
projects associated with the appropriation unit.

Typically, the most common changes agencies will need to make in these forms include the
following:

e Capital Projects transferred from the Six-Year Capital Plan that should not be included
as part of the budget request. For those projects, all of the financial data in all three
forms must be changed to $0 (zero).

Changing the amount for a Capital Project.

Changing the Fund source for a Capital Project.

Changing the fiscal year requested for a Capital Project.

Adding a Capital Project or Lease.
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Section 6.2 Creating a Capital Budget Request

This section includes an overview of the Capital Budget Request creation process along with
the detailed instructions to create a Capital Budget Request required by the 2020-2220
Budget Instructions.

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

1)
2)
3)
4)
5)

6)

Login to KBUD and navigate to the Project Maintenance Dimension table to update the
information for one of the prepopulated Project dimensions
Navigate to the Budget Layout Selection Page to choose the 2022 CAPITAL_FUND,
Capital Request by Fund Source form
Create an instance of the 2022_CAPITAL_FUND form
Manually enter the appropriate budget lines (data) into the budget lines tab
Repeat this process for the 2022_CAPITAL_EXPEND and
2022_CAPITAL_IMPONOBUD forms
Login to KBUD Reports (EBI) and navigate to the 18-20 Biennium folder to run and/or
print the Capital budget request reports necessary for official budget submission to
GOPM

o CBRO01 Project Summary Report
CBR-02, Capital Project Record
CBR-03, Capital Equipment Record
CBR-04, Capital Information Technology System Record
CBR-05, Real Property Lease Record

O 00O
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Section 6.2.2 Login to KBUD and Navigate to the Project Maintenance Dimension
Table

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

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

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

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

Off Budget Fund Maintenance
ABR Maintenance

Grant Maintenance

_ _ Project
2| PEroiect Maintenance .
Maintenance
Go to top of page
Proiect Maintenance
code: 670K20C218 Hame: Search

Edt  Sgve Miew  Sart Bood Vew ap OBV

[ sroK1BCI1e Repair My Ol Ky Home Amphitheater

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

= Cade: 670K20C218
Name: Repaw My Old Ky Home Amphitheater

-0 To Top or page
—
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From the Project Maintenance page, you can search and view all the Project codes by leaving
the Code and Name textboxes empty and clicking the Search button. This will bring back all
the Projects available based on your security. You can also narrow your search for a specific
Project by following these steps:

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

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

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

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

Project Maintenance

Reference Data Security Utilities Budget Tasks

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

1| Project Maintenance 2
Code: 670K20C218 Name: | Search

g

4 Edit I Save View Display 20 [v] Items  Sort..

5 ‘ 670K200218 Reference Data Security Utilities Budgel

Expand All | Collapse All Advantage Performance Budgeting - Training > Budget Dimensions > Project Maintenance > Edit Project

Edit Project

Welcome, MG

(3%)

- Information [i i 3
[H] Edit Project | pocument

* Code: |670K20C218 e |6

Mame: Repair My Old Ky Home Amphitheater Expand All | Collapse Al
Tect Information [i] —
Go to top of page Code: 670K20C218 Locatien (County): Nelson [v] 5
Name: Repair My Old Ky Home Amphitheater
Form Type: | Construction v]

- Project Documentation

Reauthorization - Regular Capital Project: No V]

eMARS Project Number:

Project Cost: 2,560,000
Project Type: [v]

Rewiewed by Dept. for Facilities and Support Services: v

111680

Additional/Description Justification
The theater stage buildings, oncrets retaining walls, and storm water runoff ~
phructu e fully exposed to the elements and have become deteriorated

gh the yeors, Clacirieal systems snd hahting o

t eal
stage are uutdated unsafe £nd Al £ maintain, These systems must be
\ replaced and upgraded. This work is required to continue the use of the stage

Faclty. I ot addressed soon the theater wil not be abls t continue e
productions.  The praject wil also repar necsszary drainage structures to handle
storm water runoff. Additianally, the project will repair a failed

ong Project Description:  Wall/drainage structure ocated behind the stage, Repsir of the amsmg Pbuildings

will includs properly engineered buildings recanfigured for efficient use during

severely deteriorated structures will be necessary. In order to sorrect the corrent
d bl i I i i ineor i

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

e Repeat the previous process to update each of the agency’s Projects.
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e The Project Maintenance table contains numerous fields necessary to complete the

following reports

aobrwd =

CBR-01, Project Summary Record

CBR-02, Capital Project Record

CBR-03, Capital Equipment Record

CBR-04, Capital Information Technology System Record
CBR-05, Real Property Lease Record

e Here is some additional guidance to assist in filling out Project Maintenance page.

Name Enter the Project Title (Populated by the 6-Year
Plan data)
Form Type Construction, Equipment, Information Technology

System, or Lease - Select the CBR form type.
(Populated by the 6-Year Plan data)

Location (County)

Construction, Equipment, or Lease - Select the
county in which the project will be located.
(Populated by the 6-Year Plan data)

Reauthorization - Regular Capital
Project

Construction or Information Technology System -
Identify if this is a currently authorized project that
is being requested for reauthorization and/or
additional funding. Any project that has been
appropriated by the General Assembly for two
consecutive biennial budgets shall not be
requested again as a Reauthorized project. It shall
be requested as a new project which shall not rely
on past appropriations. (Populated by the 6-Year
Plan data)

eMARS Project Number

Construction or Information Technology System -
If the project is currently authorized and additional
funding is requested, enter the eMARS Fund
Code. (Not Populated by the 6-Year Plan data)

Project Cost

Construction or Information Technology System -
If the project is currently authorized and additional
funding is requested, enter the new Total Project
Cost. (New Cost Not Populated by the 6-Year
Plan data)

Project Type

Construction or Lease - Identify the project/lease
type based on the definitions provided in the
2020-2220 Branch Budget Request Manual. (Not
Populated by the 6-Year Plan data)

Reviewed by Dept. for Facilities and
Support Services

Construction - Identify if the project has been
reviewed by the Department for Facilities and
Support Services. (Not Populated by the 6-Year
Plan data)

KBUD - Section 6 6/1/19 Page 102




Capital Budget Requests

Completion or Acquisition Date

Completion Date - Construction or Information
Technology System — Construction, enter the
anticipated completion date of the project. Information
Technology System, enter the anticipated date of full
installation and utilization of the system. Example:
Project to be completed in August, 2022 — enter 08/22.
(Populated by the 6-Year Plan data) Acquisition Date
- Equipment - Enter the anticipated acquisition date of
the equipment. Example: Equipment to be purchased in
August, 2022 — enter 08/22. (Populated by the 6-Year
Plan data)

Long Project Description

Construction, Equipment, Information Technology
System, or Lease — Enter a detailed description
comparable to the detailed description and justification
as required by the 6-Year Capital Plan (Populated by
the 6-Year Plan data). For Real Property Leases, enter
the Lease Features: Specialized Project Requirements
and Relationship to Existing Space.

Short Project Description

Using a maximum of two or three sentences, describe
what the project is and why it is needed. This narrative
should be suitable for publication later in budgeting
documents (Populated by the 6-Year Capital Plan data).
For Real Property Leases, enter the Lease Description
and Justification.

Priorities-Capital Budget Request -
Cabinet

Construction, Equipment, Information Technology
System, or Lease - Enter the cabinet roll-up priority or
the Council on Postsecondary Education system-wide
priorities for the Capital Budget Request. (Populated by
the 6-Year Plan data)

Priorities-Capital Budget Request -
Agency

Construction, Equipment, Information Technology
System, or Lease - Enter the agency or university
priority number for the Capital Budget Request.
(Populated by the 6-Year Plan data)

Priorities-Six Year Capital Plan -
Cabinet

Construction, Equipment, or Information Technology
System - Enter the cabinet priority from the 6-Year
Capital Plan. (Populated by the 6-Year Plan data)

Priorities-Six Year Capital Plan -
Agency

Construction, Equipment, or Information Technology
System - Enter the agency priority from the 6-Year
Capital Plan. (Populated by the 6-Year Plan data)
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KBUD:

Section 6.2.3 Navigate to the 2022_CAPITAL_FUND Form

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

1. Click the Formulate Budget Request link under the Pages heading, or
2. Click on the Budget Tasks on the menu bar and select Formulate Budget

Request. The Budget Layout Selection page will appear.

6 £ 2 http://kbud210np state ky.us/trainl /Controller o~ G ﬁ * It

(& Budget Tasks
File Edit View Favorites Tools Help
9k Ky Office of State Budget Dir... 2] (2 unread) - philrosell - Ya... & Welcome to AMS Advant... Google 2 KBUD310 (2015) - Prod

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

Reference Data Security Utilities Budget Tasks »
B

Adwvantage Performance Budgeting - Training = MEsHC=ESrt

e ll Formulate Budget Request ‘J 2

Execute Cuec,

Categories Refresh Cache Page

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

1 5
\

[ Formulate Budast Regquest J

Execute Query

Refresh Cache Page

Go to top of page

H100% -

javascripttriggerTransition('//BudgetLayoutsSelection/Header’)
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¢ From the Budget Layout Selection page, you will see all the KBUD forms that are
available for your use. In this case, you want to choose the 2022 _CAPITAL_FUND
form by clicking on the corresponding link. The Select Budget Request page will
appear.

Budget Layout Selection Page

Reference Data Budget Tasks
Advantage Performance Budgeting - KBUDNP > Budget Tasks > Budget Layout Selection .-
Budget Layout Selection
Code: Name:
Layout Type: ﬂ
Sort  Prin
Summary
Code Name
2022 A2-A3-AA-AS A2/A3/A4/AS Baseline Budget Reguest
2022 B2-B3-B4-BS B2/B3/B4/B5 Additional Budget Request
2022 E FUND-RECEIPTS E Restricted Funds & Receipts Form
2022 G G Federal Assistance Form
2022 OFFEUD FUND Off Budget Funds
I 2022 CAPITAL FUND I Capital Request by Fund Source
2022 CAPITAL EXPEND Capital Request Expenditures
2022 CAPITAL IMPONOFEBUD Capital Request - Impact on Operating Budget

¢ Please keep in mind, the Select Budget Request page will display the instance of this
specific form (2022_CAPITAL_FUND) you have created. A single form will be created
for each appropriation unit which contains all its capital projects within it.

Select Budget Request Page (2022 CAPITAL FUND Form

Welcome, MGI0O11  Skip Navigation Messages(0) [ Home B | Help | Preferences | Reporf

Reference Data ~ [ Security Utilities Budget Tasks

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

Select Budget Request

Layout Code: 2022_CAPITAL_FUND Request Code: | Stage: Archive View: False|v|

Budget Request Selection Criteria
{ Layout Type: Generic Name:

Header Filter

{ Broject: &

(Lfne Filtel

New Delete  Save Sort  Print View as CSV
Summary

G o P S— e
[ 6388 Parks = 670K_BILL_2022
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From the Select Budget Request page, you can do all of the following functions:
1. Use the Search feature to search for previous created forms
= Search all by leaving all textboxes blank and clicking the Search button
and all instances of the form will appear
= Search by Request Code, Name, or Project by typing in the information in
the textboxes and clicking the Search button (* is the wildcard) and the
instances that match your parameters will appear (NOTE: Once a form
moves to Stage 3 in the KBUD process, agencies will no longer see this
form in their search results)
2. Use the New feature to create a new instance of this specific form
= Click the New button and the Create Budget Request page will appear to
allow you to create a new instance of the form
3. Use the Edit feature to edit an existing instance of this specific form
= Click the checkbox of the form instance you wish to edit, click the Edit
button and the form will appear in the edit mode
4. Use the View feature to only view (no editing) an existing instance of this
specific form
= Click the checkbox of the form instance you wish to view, click the View
button and the form will appear in the view mode
5. Use the Delete/Save feature to delete an existing instance of this specific form
= Click the checkbox(es) of the form(s) instances you wish to delete, click
the Delete button to mark the form(s) for deletion, click the Save button to
finalize the deletion of the form(s), and they will be permanently deleted
(NOTE: You cannot delete a form if there are active budget lines within
the form. You will receive an error message. You have to first edit the
form and delete all budget lines within all tabs and then perform the
deletion procedure)

Select Budget Request Page (2022 CAPITAL FUND Forms

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

Budget Tasks

raining > Budget Tasks > Formulate Budget Request > Select Budget Request

Select Budget Request 1

Layout Code: 2022_CAPITAL _FUND| Request Code: Stage: [v] Archive View: False[v] search

Layout Type: > Mame:

P%:t: 3 674 5

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

(B fewestcoge———— Jeme e e |
[E1 7 1840 Parks Capital Fund, 2 670K_BILL_2022

(Instances of the Form)

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

In this section, we will create a Capital Request by Fund Source Form for the Parks,
Department 670 using Program 670K _BILL_2022, Parks Capital Fund. We will also ensure
the Expenditures by Fund for each Fund/Project combination is correct or make adjustments
to the Preloaded amounts. The list below contains the Fund Codes available for this form.

AGBD  Agency Bonds

BFAR Federal Fund - ARRA - Capital

BFBF Bond Funds

BFCO Capital Construction Contingency Fund
BFDM Statewide Deferred Maintenance Fund
BFEM Emergency, Repair, Maintenane & Replacement Fund
BFFF Federal Funds

BFGF General Fund

BFII Investment Income

BFOC  Other - Cash

BFOT Cther - Third Farty Financing

BFRD Road Fund

BFRF Restricted Funds

BFSU Capital Construction Surplus

BFTB Tobacco Settlement - Phase I

e From the Select Budget Request page, click the New button. The Create Budget
Request page will appear and allow you to create a new instance of the
2022_CAPITAL_FUND form.

Select Budget Request Page (2022 CAPITAL FUND Form

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

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

Select Budget Request

Layout Code: | 2022 CAPITAL_FUND Request Code: Stage: |1-Agency Request |v| Archive View: False|~| sgearch

Layout Type: > Name:

Project: | ]

I Delete  Save Display 20 [v] Items  Sort.
[ [tcauent cove hame T e

- NO ITEMS TO DISPLAY -
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From the Create Budget Request page, you will need to complete these three steps:

1. Fill in the Name textbox (Suggestion: make it meaningful, so you will know by its
name what program is contained in the form)

2. Fill in the Project textbox. This form is created at the _BILL level, so we will use
670K _BILL_ 2022 as our Project code. There are two ways to fill in the textbox:
1) Type in the correct Project code, or 2) click on the blue Project link to pull up
a Project Search box, and complete the following three steps to select it from a

pick list:
= 2-1) Type in the first few digits of the Project code and * in the Code
textbox

= 2-2) Click the Search button
= 2-3) Click the Select button for the 670K_BILL_2022
3. Click the Save button, and the new form with all its appropriate tabs will be
created

Create Bud%et Request Pa%e
3 Back

Create Budget Request

Expand All | Collapse All 1
- Budget Request Details m

Request Code: [* Mame: Parks Capital Fund ]

Form: 2022_CAPITAL_FUND

- Stage: L-haeney Requcs: o < Stage should always be set to 1 by the agencies.

GOPM will move the forms to Stage 2 when needed.

|— - Budget Request Information

imacione 2 Project Search Page
Eroif@i:_ 870K _BILL 2022 # Create New Project Acces

Project Search 2 _1

Go to top of pag\

Code: 670%

2-2
[Search | Cance

Display 20 [~ items  Sort..

| | IName  [Short Name [Element Type |
3 Select 670K_BILL_202
2 -

Parks COA
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Section 6.2.5 Entering Budget Data in the 2022_CAPITAL_FUND Form

¢ Once the new form is created, you will be able to access the Budget Lines tab within the form. You
can follow these steps to review and manually adjust line information if necessary.
1. Click on the Budget Lines tab (NOTE: You can now see the Preloaded information
populated on your form in the 21FLREQCP and 22FLREQCP columns)
2. Click on any cell to change the data (NOTE: You cannot directly change the amounts in the
21FLREQCP and 22FLREQCP cells. However you can change the amounts by placing

adjustment amounts in columns FY 20-21 and FY 21-22)

3. Enter the adjusted amounts and click the Save button (NOTE: The adjustment amounts are
now reflected in the totals for the 21FLREQCP and 22FLREQCP columns). Continue this
process until you have updated all of the Fund/Project combinations. Once you have

finished, click the Save button

New 2022_CAPITAL_FUND Form for 670K_BILL_2022
[eS Advantage ]

Back 1
Edit Budget Requas Budget Lines | bocument Management

Save

- Budget Reguest Summary m

Layout Code:  2022_CAPITAL_FUND Layout Name:
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Section 6.2.6 Creating and Entering Budget Data in the 2022_CAPITAL_EXPEND Form

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

2022 _CAPITAL_EXPEND form for Program 670K _BILL 2022, Parks Capital. Once you create

the form, you will be able to view the preloaded detailed expenditure budget objects for each

project (NOTE: It is important to understand, the total amount of all the detailed expenditure
budget objects for a project on this form should equal the total Expenditures by Fund for that
same project entered on the previous Capital Fund form). You can follow these steps to review
and manually adjust the budget line information if necessary.

1. Click on the Budget Lines tab (NOTE: You can now see the Preloaded information
populated on your form in the 21FLREQCP and 22FLREQCP columns)

2. Click on any cell to change the data (NOTE: You cannot directly change the amounts in the
21FLREQCP and 22FLREQCP cells. However you can change the amounts by placing
adjustment amounts in columns FY 20-21 and FY 21-22)

3. Enter the adjusted amounts and click the Save button (NOTE: The adjustment amounts are
now reflected in the totals for the 21FLREQCP and 22FLREQCP columns). Continue this
process until you have updated all the Budget Object/Project combinations. Once you have
finished, click the Save button

New 2022 CAPITAL_EXPEND Form for 670K_BILL 2022
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- Budget Request Summary m
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Section 6.2.7 Creating and Entering Budget Data in the 2022_CAP_IMPONOPBUD

Form

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

2022 _CAP_IMPONOPBUD form for Program 670K_BILL 2022, Parks Capital Bud. Once you

create the form, you will be able to view the preloaded five year projections for the Impact and

Cost Elimination budget objects for each Fund/Budget Object/Project combination (NOTE: If

the Capital Project did not have an impact on operating budget, it will not be preloaded to the

form).You can follow these steps to review and manually adjust the budget line information if
necessary.

1. Click on the Budget Lines tab (NOTE: You can now see the Preloaded information
populated on your form in the IMPONOPBUD1, IMPONOPBUD2, IMPONOPBUD3,
IMPONOPBUD4, and IMPONOPBUDS5 columns)

2. Click on any cell to change the data (NOTE: You cannot directly change the amounts in the
IMPONOPBUD1, IMPONOPBUD2, IMPONOPBUD3, IMPONOPBUD4, and
IMPONOPBUDS cells. However you can change the amounts by placing adjustment
amounts in columns FY 1, FY 2, FY 3, FY 4, or FY 5)

3. Enter the adjusted amounts and click the Save button (NOTE: The adjustment amounts are
now reflected in the totals for IMPONOPBUD1, IMPONOPBUD2, IMPONOPBUDS,
IMPONOPBUD4, and IMPONOPBUDS5 columns). Continue this process until you have
updated all the Fund/Budget Object/Project combinations. Once you have finished, click the
Save button

New 2022 _CAP_IMPONOPBUD Form for 670K_BILL 2022

- Budget Request Summary [3)
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o :Once
updated, the associated Project reports can be created and printed.
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Section 6.2.8 Login to KBUD Reports (EBI) to Access Capital Reports

In this section, we will login to SAP’s Enterprise Business Intelligence Version 4.1 (EBI 4.1)
which houses the KBUD Reports and navigate to the 20-22 Biennium folder to access the
necessary budget request reports. Reference Section 9, KBUD Reports, for more in depth
explanation of reports.

e Reports are the final output of the budget request process. It is important to understand
that the data entered directly into the KBUD forms and dimension tables are used to
populate KBUD reports.

Dimension {Project Maintenance) Cabital Budaet Report
o apital Budget Reports
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In this scenario, we will run the CBR0O1 Project Summary Report for 670K_BILL 2022
to determine the Form Type (Construction, Equipment, Information Technology
System, or Lease) for each project. Based on the results of this report, we can
determine which other CBR reports are needed for this submission:

CBR-02, Capital Project Record

CBR-03, Capital Equipment Record

CBR-04, Capital Information Technology System Record

CBR-05, Real Property Lease Record

PN~

e There are two ways to access the login webpage to EBI 4.1 which contains KBUD
reports:
1. Either click on the Report link located in the KBUD application to access the
webpage, or open your web browser and enter the direct link to EBI 4.1 and
paste it into the URL: https://ebi.ky.qov/BOE/BI

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

e | Reports | Edit Password | Logout

Reference Data Seeurity Utilities Budget Tasks

Advantage Performance Budgeting - Training > Budget Tasks

Budget Tasks

Categories

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

Pages

Formulate Budget Request
Execute Query

Budaet Request Filter View
Advance Budaet Request Stage

Refresh Cache Page

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

3. Click on the Log On button

eMARS Reporting 3.11.1
SAP BusinessObjects Bl Platform 4.1
Support Pack 7 Patch 4

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

o Eaciyp-apern
User flame: | MGI0011
Pasgpord:

SAP4

[ o

My Alers

e The Home tab is the entry point into the EBI application. Once in the application,
navigate to the KBUD 2022 Agency Budget Preparation folders which contain all the
reports necessary for your budget submission.

1. Click the Documents tab
2. Click on the Folders bar at the bottom of the page to access the Public Folders
3. Expand all the Public Folders
4. Open the 20-22 Biennium folder under the Agency Budget Preparation folder.
The available reports will appear on the right side of the web page
%1 Welcome: MGJODL1 | pplications  Preferences relp menuw | Log off
Home}| Docirer |
o %M‘ Welcome: X0 | s

2 Subscribed Alerts
i View ~ New - Organize end -+ More Actions ~ | Details
B2 personal Categories __ i
i 3 umerlts m Welcome: MG0OLE | Acpheats
Type
T | ALA2 Francal fiecoed \Web rtefigence
v Frangial Rncertl Math Chack Wk Irteliggrrs
¥ |A182 A3 x5 Recerds Web Ireeligence
¥ Al B Al Detad el Ireefigerce
¥ |43 Bpendere Detal Web teligence
W | A5 Personnel Summary Wb Irtellgence
¥ | BIEZ Fnancil Record Web Ireeligence
¥ | B3 Bxpenditure Detad Web trecligence
W |CICT Francial Racerd Wb Irtafigerce
¥ | C1C2 Francsl Record Math Check Web [nteligence
¥ 2 el rteligerce
- Web [reeligence
v 3 s Trteliggere
¥ | Capial Listing weh Shert Deserigeon Web Inteligence
[ :] 2 ¥ R Wieh Leteligence
:dr:? ¥ | CEEDY - Catinet Rark - Run ot Cabirat levl ordy il [rtmligerce
Search ¥ |mom Wb Irteligence
¥ e Weh Ineeiigeece
\\- =] } WWeb [rsefigence
N~N~—
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In this scenario, we will run the CBR0O1 Project Summary Report for 670K_BILL 2022
to determine the Form Type (Construction, Equipment, Information Technology
System, or Lease) for each project.

1. Double click on the CBR01 Renort to open up the report

2. Click on Question Mark icon to ensure the parameter/variable text box is
visible. This will allow you to enter the required parameter/variable

3. Enter the required parameter/variable into the Project Code text box. In this
scenario, we will enter the Project code 670K_BILL 2022

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

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

Do(umls"FFedaalFum‘lsSummaw || & Fed Assist Op Bud Rec | |
View v New v Organizs ~ Send v MoreActions v | Detais |
iy Documerts Titen Home | Documents | cBRo1 = |
— % B1B2 Financial Record
(=]
) public Fléers ¥l |83 Expenditure Detai File | Prgperss | Report Elements | c B R01 R
eMARS Financial ¥ | 12 Financial Record e pOI t
i -,. o —
25 euo o inancial Reco 0 = - [E]ﬂﬁ oL - -] D
3 2020-2022 Kanmacky ranch aget
jency Budgst Execution & & = = = Capital Budget Hequest: Fropect Summary Record
Agency Budg I £y o Jg {E] | X Uﬁ = Uﬁ Ed| Al dullar amvounts rownded to nexl 31090
Agency Budget Preparation Capial Budges fecon CAR-
14-16 Biesnium | Capital Listing with Reaut} [3. 4 Gioveinmmtls | Bearch | Executve Branen Agency: Toatiam, Afts and Heritsge Cabint
5| Capital Listing with Short = - — Cabingt: Tourism, Arts and Heritage Cabinet  Agpropriation: Parks
16-18 Beanium 1 (7 Advanced un
: Total
L8:20 Blannium % | CBAD! - Cabinet Rank - R IEE = SUMATY S TN SouRer Heguested Requested Requested Requested
B |coren Enter Project Code: 670K20C207 D Moo - ol Goues S & Buskces Arpas Comnueson
- 670K BILL 2022 e oy a 1800000 3 1 802000
KBUD Training Manuals ¥ |ceros = Totai Duie Hollow - Gall Course Side & Buriker Aepair u 1,899,000 ° 1,800,000
= 670K20C208  apis intrastrusturs Pantng and Implmentaton riomation Techndiogy System
0SBD Budget Preparation ® | CERo4 3 Band Funds ] 3000900 5000000 5000000
¥ | ceaos oy ; ]
Redeveloped Agency Reports ; Implementation o /000,000 4,000,000 8,000,000
¥ | CBRCPL Capital Projett Li 670K20C209  iag Foctwsliwinacw Fepar & Fiapiste (Phase Constnacson
¥ |D_Restri = !
Boed Funds a 2250000 2250000 4500000
¥ | Dcs182 Financial Record Tou B Rt e & Fiep
1) o 2,250,000 2,350,000 4,500,000
¥ | DCE3 Expendiure Detai 670K20C210 Lo Sadery Syatems Lpgrace & Rispisce (Prsse | [re—
% | E Restricted Fund Record Bord Funds 2 1250000 125000 2500000
Toasd Life Satety 5 Uy Lt P 1 - | !
e Life Satery Sysiema borace & Aeplace (Phase 1) [] 1,260,000 1250,000 2500000
670K20C211 Lty insrmitctuss Fiaclis ament (Prase 1) Constructon
' | F Federal Funds Summary Bona Funds a 2360000 1380000 £700.000
E G Fed Assist Op Bud Record
% | P Cabinet Priority Ranking
% | P Priority Ranking
¥ | Request Code - Serial Number Report

e After reviewing the CBR01 Project Summary Report for 670K_BILL_2022, it was
determined that there were only Construction, Equipment, and Information Technology
projects on the report. Therefore, only the following three additional reports need to be
created for the Capital Budget Request.

1. CBR-02, Capital Project Record
2. CBR-03, Capital Equipment Record
3. CBR-04, Capital Information Technology System Record
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¢ In this scenario, we will run the CBR02 Capital Project Report for Capital Construction
Project 670K20C207, Dale Hollow - Golf Course Slide & Bunker Repair. The CBR02
Report will need to be created for each of the Capital Construction projects.

1. Double click on the CBR02 Renort to open up the report

2. Click on Question Mark icon to ensure the parameter/variable text box is
visible. This will allow you to enter the required parameter/variable

3. Enter the required parameter/variable into the Project Code text box. In this
scenario, we will enter the Project code 670K20C207

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

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

Documents | F Federsl Funds Summary

> Send - More Adtions = | Details

| & Fed Assist Op Bud Rec

View - New - Organize

Wy Documents Title 4
e ¥ | B1B2 Financial Record CBROZ = = ©
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") emars Financial ¥ | C1C2 Financial I Record - -
. r', Ty
* [ keup ¥ | c1c2 Financial Record Web Intelligence - ] E i Iﬂ& i“- T ¥ C B R02 R I't
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Request
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—
-

PROJECT DOCUMENTATION
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¥ | DCB1B2 Financial Record
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New Total Project Coet: § 1,800,008

! | E Restricted Fund Record
W | E_Retd Fund_Mathcheck
Related to Previously Authorized Froject: 1 the project ls relat=d o or @ new phase of 2 project which was praviously autnorzed
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Caplial Froject Type:

Project Description

¥ |F Federal Funds Summary

I T —

¥ |P Cabinet Priority Ranking

¥ |P Priority Ranking Univerzitiss Only: Typa of Spaca
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PRCJECT BUDGET
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¥ | Reguest Coda - Serial Number Report

FY 2019-20 FY 2020-21 FY 2021-22 Total
Fund Source Requested
Bend Funds 1} o 1.200,000
Tatal Funds ) o o 1.800,000
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Site Survey/Preparation [ 0 25,000
Project Design 1] 0 £5,000
Construction Costs o o 0 1.680,000
Tatal Coste 0 o o 1.800,000
Completion Date: b2 /l3ng
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e In this scenario, we will run the CBRO03 Capital Project Report for Capital Equipment
Project 670K20C205, Golf Car and Equipment replacement. The CBR03 Report will
need to be created for each of the Capital Equipment projects.

-

Double click on the CBR03 Renort to open up the report

2. Click on Question Mark icon . to ensure the parameter/variable text box is
visible. This will allow you to enter the required parameter/variable

3. Enter the required parameter/variable into the Project Code text box. In this
scenario, we will enter the Project code 670K20C205

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

5. If you want to print a paper copy, click the Printer icon E and follow the

prompts to export the report to a PDF format. Open the PDF report in Adobe

Reader and use the print feature in Adobe Reader to print a paper copy
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In this scenario, we will run the CBR04 Capital Project Report for Capital Information
Technology System Project 670K20C208, Cable Infrastructure Planning and
Implementation. The CBR04 Report will need to be created for each of the Capital
Information Technology System projects.

1. Double click on the CBR04 Renort to open up the report

2. Click on Question Mark icon to ensure the parameter/variable text box is
visible. This will allow you to enter the required parameter/variable

3. Enter the required parameter/variable into the Project Code text box. In this
scenario, we will enter the Project code 670K20C208

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

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

Documents | F Federsl Funds Summary

View - New - Organize = Send ~ More Actions ~ | Details

|| & Fed Assist Op Bud Rec

My Documents Title &
Folders
% | 6162 Financial Record -
E— Home | Documents || CBRO4 = |
¥ | B3 Expenditure Detail
"I emars Financial ¥ | C1C2 Financial | Record o e ] -
: (o]
o % acrmmneny WebInteligence ~ ([ = [ - |(Z)db | 82 & ~ CBRO04 Rebort
Agency Budgst Execution ¥ |c1c2_C3_CS Records - e pO
= ¥ | C3 Expenditure Detail R 4
Agency Budget Preparation | . EEl Capltal Budgst Record CER-04
¥ | Capital Listing with R = T
14-16 Biennium prest Hsting with Rea Izl Advanced Run Eranch: Exacutlve Branch
¥ | Capital Listing with Shor — Cabinat Touriem, Ars and Hertage Cabinat
16-18 Biennium ¥ ceror IEE R Agency: Tourism, Aris 2nd Hertags Cabinet
: appropriation Farks
18-20 Blennhum ¥ | CBROL - Cabinet Rank - Equipment THe:  Cabiz Infragtructurs Planning and Implamentation
¥ | CBRO2 -2 670K200208 KBUD Project Number: 670K20C208
KBUD Training Manuals 1 ) = Pragram Relacation
. ¥ |ceros (™
Redeveloped Agency Reports ) - Univerzitiss Only: Primary Frogram Purposs
¥ | CBRCPL Capital Proje Previous ReqUeRt(s):  Has Ihs NEM DREN FaqUEStE IN 3 prior LENMIEl DUIget rEquasy No
¥ | D_RestrictedFundSumRy It Y2z, 02Ny 12 DIENNUMIDIEENIE; 18 project NaMes(s); 3nd Me CaDiNSVAENTy.
% | DCe1sa Financial Record PROJECT BUDGET
Requestsd Requastad Requasted Requaated
| pces Expenditure Detai Fund Saurce V301530 FV30g031 Py Z0sta2 T
W | E Restricted Fund Record Bond Funds 1] 3.000.000 £.000.000 8.000.000
B | £ Retd Fund Mathcheck Total Funds o 3,000,000 5.000,000 8.000.000
' |F Federal Funds Summary Cost Elemants
E Professionalimplementation Sarvices 1] 200,000 0 200,000
| p Cabinet Prioriy Ranking Hardware - Vendor Supplied o 2,300,000 4,800,000 7.700,000
Total Costs L} 2,000,000 4,900,000 7.500,000
' | P Priority Ranking
) | Request Code - Serial Number Report Method of Procurement (Acquiations Only): Furchase
IMPACT ON OPERATING BUDGET
Completion Date: 05/ 2012 FYi Frz Y3 Fra FYs
Amgunt Amaunt Amount Amount Amount
Fund Source
i) 0 1] i) i)
Total Costs o 0 0 o
Cost Elements
o 0 D o
Total Costs o o 0 o
Percent of Inpact on Operating Budgst for Programmatis Expensss?

e You should now have the understanding on how to use KBUD and EBI (KBUD
Reports) to create the necessay electronic and paper copies of the Capital Budget
Requests reports required for your budget submission.
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Section 7 Off Budget Fund Form

Section 7.1 Budget Form Overview

The two tools within KBUD used to create your Off Budget Fund Requests are the Off
Budget Fund Maintenance Dimension and the 2022_OFFBUD_FUND, Off Budget
Funds form. These two tools along with a FY18 and FY19 History load into KBUD are

all the components necessary to produce the Off-Budget Fund Record Report in EBI.

The narrative data entered in the Off Budget dim

ension table along with the numerical

budget data entered on the agency’s 2022_OFFBUD_FUND forms are ultimately
translated into informative budget request reports. These reports are the final output
used by agencies to submit their formal budget request to GOPM.

Dimension (Off Budget Fund Maintenance)

Edit Off Bisdget Fund

Exagos

Tecument Hanagemert

Off-Budget Fund Record Report

C#- Buszet Funds Descrgton:

2020-2022 Kentucky Branch Budget
Operating Budget Request: Off-Budget Fund Record
All requested columns rounded to nearest $100

OPERATING BUDGET OFF-BUDGET FUND RECORD

Governmental Branch: Executive Branch

Agency: Finance and Administration
Cabinet: Finance and Administration !

and /
Appr neral

I. FUND SOURCE DATA

Fund Mame: Firs & Tomado Fund
eMARS Fund Code: 3502

Legal Authority Citation: KRS 2222222
Resfricted Uses (YesMNo): Yes

Dimension Data

Il. OFF BUDGET FUNDS DESCRIPTION:

This fund is used to help with fire and tomado disasters.

. OFF-BUDGET FUNDS Actual Acma“ idgeted Requested Requests
BUDGETS SUMMARY FY 2017-18 FY 2018-19 FY 2019-20 FY 2020-21 FY 2021-22
S (A) Resources:
Balance Forward (Off Budget) 1,118,357 1,926,205 2,749,000 3,549,000 1,349,000
Current Receipts (Off Budget) 21,755,513 14,753,957 14,500,000 14,800,000 14,600,000
Mon-Revenue Receipts (Off Budgst) -2,940,470 4,447 439 4,500,000 4,500,000 4,500,000
Total Resources 19,934,400 21,127,600 22,049,000 22,349,000 20,649,000
(B) Expenditures:
Expenditures (Off Budget) 18,008,196 18,378,631 18,500,000 ‘21,500,000 20,000,000
Total Expenditures 18,008,196 18,378,631 18,500,000 21,500,000 20,000,000 /
N - —
| Edit Budget Request | Off Budget Funds | Document Management | Data Data
- Budget Request Summary m
Layout Code: 2022_OFFBUD_FUND Type: ﬂ Reguest Code: 1709 Reguest Name: Fire & Torna und
Off Budget Fund: 3802-2022
Refresh  Zero out  Display Sub Total: Select Model: | [v]
New Line  Copy Line  Delete Line Export Import Audit Trail View Graph Sort... View as C3V
@ Budget Object I

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

m] 2 OCURREC R 14,800,000 14,800,000 14,800,000 Numencal

m} 3 ONONREV R 4,500,000 4,500,000 4,500,000 B d t D t

O 4 OEXPENDITURES E 18,500,000 21,500,000 20,000,000 u ge a a

Totals -3,549,000 -1,349,000 -649,000
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The 2020-2022 Budget Instructions requires agencies to complete an
Off Budget Fund Budget Request to record each Off Budget Account assigned to an
agency.

In KBUD, the 2022_OFFBUD_FUND form will be used to produce your agency’s Off
Budget Fund Budget Request.

Off Budget Fund Budget Request Form

2022_OFFBUD_FUND Off Budget Funds

The 2022_OFFBUD_FUND Budget Request form contains multiple tabs:
e Edit Budget Request
e Off Budget Funds
e Document Management (NOT USED)

2022_OFFBUD_FUND Form with Multiple Tabs

Edit Budget Request I Off Budget Funds | Document Management |

Notify

Expand All | Collapse &ll

- - Budget Request Details m

Request Code: 1709 * Name: Fire & Tornado Fund
Farm: :2022_OFFBUD_FUND
* Stage: 1-Agency Request ﬂ

r - Reason For Change

Reason Description:

|- - Budget Request Information

- Dimensions m

Off Budget Fund: = 3802-2022
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Section 7.2 Creating an Off Budget Fund Budget Request

This section includes an overview of the Off Budget Fund Budget Request creation
process along with the detailed instructions to create an Off Budget Fund Budget
Request required by the 2020-2022 Budget Instructions.

Section 7.2.1 Process Overview

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

1) Login to KBUD and navigate to the Off Budget Fund Maintenance Dimension
table to update the information to each of the agencies Off Budget Fund
dimensions

2) Navigate to the Budget Layout Selection Page to choose the
2022_OFFBUD_FUND Budget Request form

3) Create an instance of the 2022_OFFBUD_FUND Budget Request form for an
Off Budget Fund

4) Manually enter the appropriate budget lines (data) into the Off Budget Funds tab

5) Login to KBUD Reports (EBI) and navigate to the 20-22 Biennium folder to run
and/or print the necessary Off Budget Fund budget request report necessary for
official budget submission to GOPM
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Section 7.2.2 Login to KBUD and Navigate to the Off Budget Fund
Dimension

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

e Enter your KBUD user ID and password.

¢ From the Home page, follow these steps:

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

Maintenance page will appear.

Home Page
Reference Data Security Utilities Budget T
Advantage Performance Budgeting - Training > Budget Tasks
Budget Tasks
Categories
1 | Cimensions - This contail% links to the Dimensions the users can edit.
Pages
Formulate Budget Request Dimensions
ecurity Utilities Budget Tasks
Advantage Performance Budgeting - Training = Budget Tasks = Dimensions
Dimensions
Go to top of page Pages
Rectricted Fund Maintenance

2 Off Budget Fund Maintenance ]

ABH Maintenance

Grant Maintenance

Off Budget Fund
Maintenance

Project Maintenance

Security Utilities Bud,

Gao to top of page

Performance Budgeting - KBUDNP > Budget T: Simensians > Off Budget Fund Maintenance %

Off Budget Fund Maintenance

Code: [3802* Name: Search

Edit Sawve View Display 20 [¥] Items  Sort.

I S R
[E1 71 3802-2022 Fire & Tornade Fund

Expand All | Collapse Al
= Information [i]

* Code: 3802-2022

Name: Fire & Tornado Fund

Go to top of page
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Off Budget Fund Form

From the Dimension Off Budget Fund Maintenance page, you can search and view all
the Off Budget Fund codes by leaving the Code and Name textboxes empty and
clicking the Search button. This will bring back all the Off Budget Funds available
based on your security. You can also narrow your search for a specific Off Budget

Fund by following these steps:

1. Enter the Off Budget Fund’s Code in the Code textbox

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

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

4. Click the Edit button and the Edit Off Budget Fund Dimension will appear

Reference Data Security Utilities

get Fund Maintenance

Budget Tasks

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

Edit | Save | View Display 20 Mltems

£] (¥} 3802-2022
Expand All | Collapse All

w

Off Budget Fund Maintenance
Code: 3802% Name|

Sart...

* Code: | 3802-2022

Name: [Fire & Tornado Fund

|,_ Information m

Go to top of page

Edit Off Budget Fund

Ei 01 Bsdget Fund | Documerd Hasagemserd

s
Vo=l | Coltanse a1

O Budget Fund Inbormats

e [
3802-2022

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

messag

e.

¢ Repeat the previous process to update each of the agency’s Off Budget Fund.
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Section 7.2.3 Navigate to the 2022_OFFBUD_FUND Form

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

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

L S| @ http://kbucd310np state ky.us/trainl /Controller 0o~ G ﬁ * It

(& Budget Tasks
File Edit View Favorites Tools Help
9% Ky Office of State Budget Dir.. & (2 unread) - philrosell - Ya.. £] Welcome to AMS Advant... Google £ KBUD310 (2015) - Prod

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

Reference Data Security Utilities Budget Tasks
Adwvantage Performance Budgeting - Training = i B
| Formulate Budget Request ‘ o J
Budget Tasks l Execute Query J 4
Categories Refresh Cache Page

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

1 5
\

[ Formulate Budget Request J

Execute Query

Refresh Cache Page

Go to top of page

®100% -

javascripttriggerTransition(’//BudgetLayoutsSelection/Header')
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¢ From the Budget Layout Selection page, you will see all the KBUD forms that
available for your use. In this case, you want to choose the
2022_OFFBUD_FUND form by clicking on the corresponding link. The Select

Budget Request page will appear.

Budget Layout Selection Page

Reference Data Budget Tasks

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

Budget Layout Selection

Code: Name:

V]

Layout Type:
Sort  Pnnl
Summary

2022 A2-A3-A4-AD

2022 B2-B3-B4-B5
2022 E FUND-RECEIFTS

2022 OFFBUD FUND

2022 CAPITAL EXPEND
2022 CAFITAL IMPONOPBUD

Name
A2/A3/A4/AS5 Baseline Budget Request
B2/B3/B4/B5 Additional Budget Request
E Restricted Funds & Receipts Form
G Federal Assistance Form
Off Budget Funds
Capital Request by Fund Source
Capital Request Expenditures
Capital Request - Impact on Operating Budget

o Please keep in mind, the Select Budget Request page will display all the
instances of this specific form (2022_OFFBUD_FUND) you have created.

e (2022 OFFBUD FUND Form

Welcome, MGJ0011  Skip Navigation

Select Budget Request Pa

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

Budget Tasks

Reference Data SBFS Security Utilities

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

Select Budget Request

Budget Request Selection Criteria
Layout 5022 OFFBUD_FUND
ode:

Layout [

Request
Code:

Name:

Stage:

Archivi

View:

Type:

Header Filter
’V Off Budqet Fund:

|'Lme Filte,

Print View as CSY

Sort

Delete  Save

Off Budget Fund

Request Code

1141D-2022

il 6329 Diabetes Research Trust Fund 4

O 6330 Breast Cancer Research & Educ Fund b I nstances 14CQ-2022

O 6331 Spinal Cord Trust Fund b 635Q-2022
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From the Select Budget Request page, you can do all of the following functions:
1. Use the Search feature to search for previous created forms
= Search all by leaving all textboxes blank and clicking the Search
button and all instances of the form will appear
= Search by Request Code, Name, or Off Budget Fund by typing in
the information in the textboxes and clicking the Search button (* is
the wildcard) and the instances that match your parameters will
appear (NOTE: Once a form moves to Stage 3 in the KBUD
process, agencies will no longer see this form in their search
results)
2. Use the New feature to create a new instance of this specific form
= Click the New button and the Create Budget Request page will
appear to allow you to create a new instance of the form
3. Use the Edit feature to edit an existing instance of this specific form
= Click the checkbox of the form instance you wish to edit, click the
Edit button and the form will appear in the edit mode
4. Use the View feature to only view (no editing) an existing instance of this
specific form
= Click the checkbox of the form instance you wish to view, click the
View button and the form will appear in the view mode
5. Use the Delete/Save feature to delete an existing instance of this specific
form
= Click the checkbox(es) of the form(s) instances you wish to delete,
click the Delete button to mark the form(s) for deletion, click the
Save button to finalize the deletion of the form(s), and they will be
permanently deleted (NOTE: You cannot delete a form if there
are active budget lines within the form. You will receive an error
message. You have to first edit the form and delete all budget lines
within all tabs and then perform the deletion procedure)

Select Budget Request Page (2022 OFFBUD FUND Forms

Welcome, MGJ0011 Messages(0) [ Home =] | Help

Security Utilities Budget Tasks

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

Select Budget Request 1

Layout Type: [~]

5

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

Sort...
Off Budget Fund
(5171 1700 Fire & Tornado Fund nstances o e rorm 3802-2022

Name:

Layout Code: ZOZZOFFBUDFUND[REquEst Code: Stage: | [ v| Archive View: False[v] ﬁaamh]

Off Budaget Fund: &
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KBUD:

Section 7.2.4 Creating the Off Budget Fund Form

In this section, we will create an Off Budget Fund Budget Request Form for Off Budget
fund 3802, Fire & Tornado Fund.

From the Select Budget Request page, click the New button. The Create Budget
Request page will appear and allow you to create a new instance of the
2022 _OFFBUD_FUND form.

e (2022 OFFBUD FUND Form

Welcome, MG10011

Select Budget Request Pa

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

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

Advantage Performance Budgeting - Training > Budget

Select Budget Request

Layout Code: | 2022_OFFBUD_FUND Request Code: Stage: |1[v| Archive View: False[v]| Search

Layout Type: |Generic Mame:
Off Budget Fund:

Delete  Save Display 100[~] Items  Sort..
[ Jeereee coce T S
- NO ITEMS TO DISPLAY -
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3

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

steps:

1. Fillin the Name textbox (Suggestion: make it meaningful, so you will
know by its name what fund is contained in the form)

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

= 2-1) Type in the first few digits of the Off Budget Fund code and *

in the Code textbox

= 2-2) Click the Search button
= 2-3) Click the Select button for the 3802-2022
3. Click the Save button, and the new form with all its appropriate tabs will

be created

Create Bud%et Request Pa%e
Back

Create Budget Request

Expand All | Collapse all

1

-/ Budget Request Details m

Request Code: * Name: Fire & Tornado Fund

Eorm: 2022_:OFFBUD_:FUND

* Stage: 1-Agency Request ﬂ <

[ - Budget Request Information

r - Dimensions m —2

Off Bugget Fund: | 3802-2022 x

N

Go to top of pagx

- Dimension

" Department:

Off Budget Fund Search

Code: 38027 ame

Reference Information

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

Off Budget Fund Search Page

922

Display 20 [¥] Items  Sort..

| _lcode _______ [Name ___________________[ShortName Element Type

Select | & . 3802-2022

& Tornado Fund COA

2.2
7l )
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Section 7.2.5 Entering Budget Data in the 2022_OFFBUD_FUND Form

o Once the new form is created, you will be able to access all the necessary tabs within the
form. You can follow these steps to manually add line-by-line information to each tab.
1. Click on the Off Budget Funds tab (NOTE: You can now add your Sources of Funds
and Expenditure budget objects and budget data)
2. Click the New Line button to add a new blank line (NOTE: Continue to add new
blank lines for each line of budget data you need to enter for this Off Budget Fund.
Enter a separate budget line for each budget object required by the 2020-2022
Budget Instructions)
3. Enter the appropriate budget data on the line. To use the search feature for the
Budget Object cells, follow these steps:
= 3-1) Right mouse click in the cell and click the blue Search link
= 3-2) From the Budget Object Search page, either use the search fields to
refine your search results or leave all the fields blank to see all the available
codes
= 3-3) Click the Search button to execute the search or Cancel to cancel the search
= 3-4) Click the Select button of the desired code, and it will populate the cell
4. Once you have finished entering all your budget lines for this tab, click the Save
button

New 2022_OFFBUD_FUND Form for 3802-2022

Save Back
1
Edit Budget Request“ Off Budget Fundsi Document Management Off Bud et Funds Tab
Notify
Expand Al | Collapse Al

- - Budget Reguest Details m

Edif BudgeMhequest | Off Budget Funds | Document Management

Request Code: 1709
Form: 2022 OFFBUD_FUND_

* Stage: .ﬂ " - Budget Request Summary m

Layout Code: | 2022_OFFBUD_FUND = Type: ] Request Code: 1709
Off Budget Fund: |, 3802-2022

r-= Reason For Change

Refresh .ZeroOut Display Sub Tetal: Select Model: | [v]

Reason Description: 2 . R
Copy Line  Delete Line EDort Import Audit Trail View Graph

Budget Object Search

] - [ooiosovea |
m]

1 OBALFOR R —
O 2 OCURREC R [ i et
= Dimensions m - ¥ P o - Nama: Type:

. e |
Off Budget Fund: | 3802-2022 3 [

Totals Favorites

Short
iy Name

carclie

|— - Budget Request Information

¥ Tupe: ¥ e &

IGo to top of page Expand All

Selest & cmaFon Balance Forward (04 Budget) Balarce Farward (O Bud Form)  Revenue coa

Select ¥ OOURREC Current Receipts (Off Budget) Current Recs (08 Budget) Revenue coa
c Non-Revenue R (OF Bud)  Revence coa
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e Continue this same process until you have completed the form.

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

Edit Budget Request | Off Budget Funds | Document Management

- Budget Request Summary m

Layout Code: 2022_OFFBUD_FUND Type: ﬂ
Off Budget Fund: 3802-2022

Request Code: 1709 Request Name: Fire & Tornado Fund

Zero Out Display Sub Total Select Model: ﬂ

Refresh

Export Import Audit Trail View Graph

MNew Line  Copy Line  Delete Line Sort... View as C3V

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

O 1 OCURREC R 14,800,000 14,800,000 14,800,000

O ONONREV R 4,500,000 4,500,000 4,500,000

O 4 OEXPENDITURES) E 18,500,000 21,500,000 20,000,000
Totals -3,549,000 -1,349,000 —549,000.

Page 1 of 1

Show 20 |%|rows per page

¢ Once the dimension has been updated and the 2022_OFFBUD_FUND form has
been completed for each Off Budget Fund, the associated reports can be
created and printed.
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Section 7.2.6 Login to KBUD Reports (EBI) to Access Off Budget Fund

Reports

In this section, we will login to SAP’s Enterprise Business Intelligence Version 4.1 (EBI
4.1) which houses the KBUD Reports and navigate to the 20-22 Biennium folder to
access the necessary budget request reports. Reference Section 9, KBUD Reports, for

more in depth explanation of reports.

e Reports are the final output of the budget request process. It is important to
understand that the data entered directly into the KBUD forms and dimension
tables are used to populate KBUD reports. For example, compare the dimension
table we updated and the 2022 OFFBUD_FUND form we created in the
previous sections for Off Budget Fund 3802 to the Off-Budget Fund Record
Report. You can directly trace the dimension data to the data heading on the
report. You can also trace the form’s budget data amounts to the budget totals

on the report.

Dimension (Off Budget Fund Maintenance)

2022_OFFBUD_FUND Form

Off-Budget Fund Record Report

BARY-SUGT Wty Branch Busge!
Eeguent: Of-Budget Fund Recard
Al requested cobumne rounded o neared 100

CFTRATING BUDGET OFFDUIDGET FUSD RECORD

Governmentsl Brasch: Execulies Brarch

Agerey: Fingacs sred Admanir o
Cabinst: Finance sad Admininkr Ganeral

Dimension Data
“““““ ‘et e
B OFF BUDGET FUNDE DE SRS TN

Tk Bt o L] 13 Pl mdl Bee @] MERad) Dridridedd

W OfF-DUDGET N0

BUGSETS ukilaniy ¥ BT

Actua n:m_\'.
B
(&) Hencurces:
Disiarce: Forward {02 Dudget v e
Campng Racaon. (0 B
O B 2 sl 4
A

Hon Reweras Retegts

Woriall Rescsrces

B Enpscituran!
[
Taisl Enpanciiures

10200 78

18,008,156

Edit Budget Reguest | OFff Dsdget Funds | Document Mansgamant

Budget Request Summary [J)

Layoet Code:  2022_CFFBEUD_FUND Type ]
O Budoet fynd; IB0C2022

Eeiresh  Zero Out [Duplay Sel Totals| |~]| Selact Model: | v]

Mewline Copy Line  Dejets Line Expad imoed Asdd Tcad Yies Grash

|
3,549,000
14,800,000
4,500,000
21,500,000

3 CNONSEY
4 DEXPENDITURES £

Sgrt. View ag £S5\

Request Code: 1709

FY 31-23
1,349,000
14,800,000
4,500,000
20,000,000

Tatal

- LS008

Numerical
Budget Data

Requast Mama: Fire B TomadeTu
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In this scenario, we will run the Off Budget Fund Record report for Off Budget Fund
3802 required for your budget submission.

Required Off Budget Fund Report
1. Off-Budget Fund Record Report (Run this report for each individual Fund)

Supportive ABR Report
(NONE)

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

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

Welcome, MGI0011 ~ Messages(0) [Home B! | Help | Preferen
Reference Data Security Utilities Budget Tasks

e | Reports | Edit Password | Logout

Advantage Performance Budgeting - Training > Budget Tasks

Budget Tasks

Categories

Dimensions - This contains links to the Dimensions

Pages

Formulate Budget Request
Execute Query

Budget Request Filter View
advance Budget Request Stage

Refresh Cache Page

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

eMARS Reporting 3.11.1
SAP BusinessObjects Bl Platform 4.1
Support Pack 7 Patch 4

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

System: |[EAS1VP-APBI001:6400

Userfame: |MGI0011 2
Pageword:
Help

e The Home tab is the entry point into the EBI application. Once in the application,
navigate to the KBUD 2022 Agency Budget Preparation folders which contain all
the reports necessary for your budget submission.

1. Click the Documents tab

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

Folders

3. Expand all the Public Folders
4. Open the 20-22 Biennium folder under the Agency Budget Preparation
folder. The available reports will appear on the right side of the web page

Home

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

Welcome: MGJOD11 | Apglicati

| = MyRecd

=02

S

B ————m |

Type

* Mew = Organce
Woamets o
P ¥ | ALAZ Francal figeed Web trehigence
Public Foigers ¥ | ALY Francial Record Math Chack Wal: [rteligeree
Rs ¥ |A182 A3 a5 Records Web Ireeligence
¥ Al B Al Detad el Irielbgerce
¥ | &3 Expendire Detnd Web [reeligence
W | A5 Personnel Summary Wb Irtellgence
¥ | BIEZ Fnancil Record Web Ireeligence
¥ | B3 Bxpenditure Detad Web trecligence
W |CICT Francial Racerd Wb letaligerce
4 L= al Rscord Math Chedk: Web [nteligence
¥ | CICICIC Records ‘el Irteligerce.
* |3 Ependie Detad Web [reeligence
W | Caplal Linting mith Basetbosrisation Stabha il [renligercs
¥ | Capial Listing weh Shert Deserigeon Web Inteligence
LI itk rtefigence
¥ | CEEDY - Catinet Rark - Run ot Cabirat levl ordy il [rtmligerce
¥ e Wb Irtaligence
¥ o Weh Ineeiigeece
\\- =] } WWeb [rsefigence
N —

Welcome: MGIOOLY | Accheats
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In this scenario, we will run and print the Off-Budget Fund Record Report for the
3802-2022. You will need to repeat this process for each Off Budget Fund.

Double click on the Off-Budget Record Report to open up the report
Click on Question Mark icon to ensure the parameter/variable text
box is visible. This will allow you to enter the required parameter/variable
Enter the required parameter/variable into the Off-Budget Fund Code text
box. In this scenario, we will enter the Off-Budget code 3802-2022

Once the proper parameter/variable is entered, the Run icon | = Run |wi||
be enabled. Click the Run icon to run the report
If you want to print a paper copy, click the Printer icon E and follow the
prompts to export the report to a PDF format. Open the PDF report in
Adobe Reader and use the print feature in Adobe Reader to print a paper

copy

——
View = New = Organize ~ Send More Actions - Details Home | Documents I Off—BLlllgEt Fl.ll'ld Rec... i 5] ]
By Sonmenk rite - Off-Budget Fund
-
;ﬂ"’e’s ¥l | carepL Capital Project Lst) Wb Intelligence = | [ = Q 5 i e é o
Public Folders ¥l | D_RestrictedFundSumRecof—— ReCO rd Re pO rt
[ a-
&eMARS Financial ¥ DCot2 Fnencal Record | 12) 2020-2022 Kentucky Branch Budget
B — o ~ Operating Dudget Request: Of-Budget Fand Record
FAS il (CeiErendinrelatal L]J Adva T'FCBC4 RU n Al requeated codamne rounded to nearest $198
=) B ¥ | E Restricted Fund Record OPERATING BUDGET OFF-BUDGET FUND RECORD
B ¥ | E_Rstd_Fund_Mathcheck Enter Off-Budget Fund Code: Gosvernmanta 1 Braoch: Eascutioe Bianch Ageney: finance and Adminiatration
Agency Budget Preparation = - a— i
¥ | FFederal Funds Summary | = o 3802-2022
1416 Biennium ' | G Fed Assist Op Bud Record | = URCE DA
16-18 Biennium 4 2 off-Budget Fund Record
18-20 Biennium 18 | P Cabinet Priority Ranking 2
) Budgst Execution
WO UUOGLT FUNDS o Actual — Ruuerated Requssizd
KBUD Training Manuals BUDGETS SUMMARY FY 201718 FY 2018-19  FY 2019-20 FY 2020-21  FY 2021-22
&
OSED Budgst Praparation = 7an 000 3 545,000 1345000
2] LM 14,800.000 148 14,800,000
® 2840470 LT an 45005000 4500000 4,500,000
Redeveloped Agency Reports 19,934,400 4,437,800 72,048,800 TABLN 20,549,000
!
o 18,008,198 837863 18,500.0 1500000 20000000
tal Lxpanan RSB 10IREN WLO000  TSOO000 20000000

e You should now have the understanding on how to use KBUD and EBI (KBUD
Reports) to create the necessay electronic and paper copies of the Off Budget
Budget Requests report required for your budget submission.
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Section 8 History Changes

Section 8.1 History Change Overview

The historical data reflected in 2020-2022 Baseline Reports include the FY 2017-18 and

FY 2018-19 Actual columns. The display of this historical data on the Baseline Reports is
required by the budget instructions and is a helpful reference for creating the Baseline Budget
Request for FY21 and FY22. The revenue and expenditure data used to populate these columns
are transferred electronically from eMARS and loaded into KBUD. This historical data is loaded
into the appropriate KBUD Program code exactly as it was posted in the eMARS Financial
System. In KBUD, the source of funds could have been allotted for a specific program, but the
actual expenditures may have occurred under a different program for various reasons. When
this occurs, a source of funds and/or expenditure adjustment to each of the affected KBUD
Programs’ historical data is required to ensure the actual amounts are truly reflected on the
Baseline Reports for the budgeted programs. Therefore, it is highly recommended to complete
all the necessary History Changes prior to beginning work on the Baseline Budget Request.

eMARS Database

eMARS

— Transactions

FENESEEREEEEE

FY18 & FY 19
Actual Data

A1A2 Financial Record Report

FY18 & FY19 History Dat
-
ISto ata OPERATING BUDGET RECORD A1/AZ = ency: Finance and Administration
istory =  Suppor Sorices
Load to KBUD Database Uni FaitySevelopmen and My
Cabinet: Finance and Administr D t o
Sy rpe— ata__ .
S . —r e et v 201718 Fvgqm-& FY 2019-20  FY 2020-21 FY 2021-22
2 . - 2 ‘Actual ctual Budgeted Requested Reqiiested
4 : - SOURCE OF FUNDS
L 1L . o General Fund
e 3 o s A, i Regular Approj 6,215,300 5,618,800 o o o
. * 5 - i e = State C 22,400 0 0 0 0
Total G 6.237.700 5,618,900 0 0 [
- Restricted Fund:
o Balance Forward o 1,360,727 o 0 0
[ @ 2610 2,127,254 0 ] ]
Total Restricted Funds 1632618 3.487.982 0 0 [
TOTAL SOURCE OF FUNDS 7,870,318 9,106,982 0 0 [}
. EXPENDITURES BY CLASS
o - . Personnel Costs 4,495,106 4,524,447 ] ] ]
- - . = e Operating Expenses 426 594 467 485 [i} 0 0
fET 0043 ax o TOTAL EXPENDITURES BY CLASS 4,921,700 5,291,932 0 0 0
‘ A EXPENDITURES BY FUND SOURCE
: = DE £ e i General Fund 3209,081 3,164,678 [ ] ]
15 . . a “ Restricted Funds 1632618 2,127,254 o 0 0
s e TOTAL EXPENDITURES BY FUND \4,921,700 5,291,932 } 0 0 0
. e . i = EXPENDITURES BY UNIT
- - - o 0 0 ] 1]
TOTAL EXPENDITURES BY UNIT [} [} [} ] 0
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e In the example below, before the history change is made, Program 785DFCX_PG does
not have any General Fund Appropriations (Source of Funds) in historical years FY18 or
FY19, yet the historical data does show General Fund Expenditures by Fund. Since you
cannot have more expenditures than revenue, an adjustment to the history is required.
Once the proper history change has been made, the General Fund Expenditures by Fund
should be equal to or less than the associated Source of Funds.

Before History Change

OPERATING BUDGET RECORD A1/A2

Governmental Branch: Executive Branch

Agency: Finance and Administration
Appropriation: Facilities and Support Services

! - Program/Service Unit: C Fs O AT TE e C OIS TOUTe T T TS aTE R TS TOT
Cabinet: Finance and Administration Sub Program: OPERATING BUDGET RECORD A1/A2 Agency: Finance and Administration
) . _ Appropriation: Facilities and Support Services
Posting Unit: Governmental Branch: Executive Branch ProgramiService Unit: Commissicner's Office
FY 2017-18 FY 2018-19 FY 2019-20 FY 20f Cabinet: Finance and Administration Sub Program:
Actual Actual Budgeted R Posting Unit:
SOURCE OF FUNDS FY 2017-18 FY 201819 FY 2019-20 FY 2020-21 FY 2021-22
Tati Actual ctua Budgeted Requested Requested
No General Fund Appropriation ] SOURCE OF FURDS uesie
Restricted Funds g eneral Fund
Balance Forward [i] [i] [i] egular Appropriation e -134 o 2 o
Non-Revenue Receipts 515475 £75.501 0 Total General Fund ® 15 134 ) ] 2
Total Restricted Funds 515,475 678,501 [ Restricted Funds
Balance Forward o o o o o
TOTAL SOURCE OF FUI 515,475 678,501 0 Nen-Revenue Receipts 515,475 £73.501 o 1] 1]
C om pa re Total Restricted Funds A5 475 678.501 0 ] 0
EXPENDITURES BY CLA>>
Personnel Costs 415542 472313 0 TOTAL SOURCE OF FUNT Compare 550 678,367 R R o
Operating Expenses 96,907 205 454 (1] EXPENDITURES BY CLASS
TOTAL EXPENDITURES BY CLASS 515,550 678,367 0 Personnel Coste 118642 2913 9 0 o
EXPENDITURES BY FUND SOURCE Operating Expenses 96 907 205 454 o ] 0
Genesral Fund G 75 -134 ) 0 TOTAL EXPENDITURES BY CLASS 515,550 678,367 0 0 0
estricied Funds EIEE YT 675,001 [
TOTAL EXPENDITURES BY FUND 515,650 678,367 0 General Fund 75 -134 [1] L] [1]
Resiricted Funds 915,475 678,501 o o o
EXPENDITURES BY UNIT TOTAL EXPENDITURES BY FUND 515,550 678,367 0 0 0
[1] [1] [1]
TOTAL EXPENDITURES BY UNIT 0 0 0 EXPENDITURES BY UNIT . . . 0 .
TOTAL EXPENDITURES BY UNIT 0 0 0 0 0

e If changes must be made to your historical information, the changes will be
accomplished by GOPM staff on the KBUD Historical Change forms. Before requesting
any changes in historical data, consult with your GOPM Analyst to confirm that the

historical changes are necessary. An Excel spreadsheet template is available on the

OSBD website (http://osbd.ky.gov/Pages/KBUD-Information.aspx), and it can be used to
identify the necessary changes in historical data.

e Listed below are the most common reasons to accomplish a historical change:

1. The need to move General Fund (Regular Appropriation) amounts because the
budget request program does not correspond to the allotment structure in eMARS.

2. The need to spread a Balance Forward to several programs/subprograms since

the amount landed in one fund/function account. The need to spread Federal Fund

Current Receipts to several programs/subprograms because the drawdowns were
deposited into one fund/function account.

3. Payroll costs that were recorded in E154 or E169 that now need to be reflected in
the payroll expenditure codes (E111 — E124) to accurately display the salary and
fringe benefit expenditures by the E111 — E124 object codes. Otherwise, the
History Change process is not intended to change expenditures and revenue

codes or other KBUD objects.

4. The need to make a change because of a re-organization has occurred.
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Section 8.1.1 Process Overview
The following is a summarized description of the steps involved in the process to necessary to
make Historical changes:

e Login to KBUD Reports (EBI) and navigate to the 20-22 Biennium folder to run the A1A2
Financial Record Report for each Program at the PG or _SP level

e Review the two historical year columns to ensure the Source of Funds total amounts for
each fund are equal to and/or greater than the Expenditures by Fund total amounts

e |If a historical change is required, contact the agency OSBD Budget Analyst to confirm the
change is required

e |If the historical change is approved, fill out the Excel spreadsheet template named 2022
Historical Change Request with the proper adjustments
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Section 8.2 Login to KBUD Reports (EBI) and Run Baseline Reports

In this section, we will login to SAP’s Enterprise Business Intelligence Version 4.1 (EBI 4.1) and
navigate to the 20-22 Biennium folder to access the necessary baseline budget request reports
to review the FY18 and FY19 History. In this scenario, we will run the baseline reports A1A2

Financial Record Report for the following programs and validate the need for a historical change
785DFCX_PG - Commissioner's Office

785DFRX_PG - Real Property

785DFOX_PG - Building and Mechanical Services
785DFDX_PG - Facility Development and Efficiency

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

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

webpage, or open your web browser and enter the direct link to EBI 4.1 and paste
it into the URL: https://ebi.ky.qov/BOE/BI

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

ce: | Reports | Edit Password | Logout

Utilities Budget Tasks

Advantage Performance Budgeting - Training > Budget Tasks

E
Budget Tasks

Formulate Budget Request
Execute Query

Budget Request Filter View
Advance Budget Request Stage

Refresh Cache Page

Go to top of page
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2.
3.

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

eMARS Reporting 3.11.1
SAP BusinessObjects BI Platform 4.1
Support Pack 7 Patch 4

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

User Najpe: MGJ0011
Passwdrd:

e The Home tab is the entry point into the EBI application. Once in the application, navigate
to the KBUD 2022 Agency Budget Preparation folders which contain all the reports
necessary for your budget submission.

o=

Click the Documents tab

Click on the Folders bar at the bottom of the page to access the Public Folders
Expand all the Public Folders

Open the 20-22 Biennium folder under the Agency Budget Preparation folder. The
available reports will appear on the right side of the web page

Welcome: MGIOO11 | pplications  Preferences Help menuv | Log off

My A w Welcome: MGJ0011 |  Applicati
(]
% 214 Home | Documents |
)
- View New Organi; More Actions Details
¥ a L
' a1 My Documents Title Type
i ™ oo
nid =
= i [ ~webintelligence
LRk (i
E o D
H @Mme Home | Documents
 1® Subscribed Alerts - y
H View * New Organize end More Actions ~ Details
B2 personsl Categories — -
My Documents
My R i W Welcome: MGI00L1 | sgphats
Wew = hew = Organie
ER— - ransl Reced Web nseligence
Public Foigers ¥ | ALY Francial Record Math Chack Wal: [rteligeree
MRS Frarcisl r 3_&5 Records ek [reengencs
¥BUD ¥ A Ep A Detad Web Iréefagerce
: Bdoar B ¥ |43 Bpendere Detal Web mmeligence
3+ W | A% Personnel Surmmany Wb Irtellgence
Ageriy Sudget Preparaton
¥ | BIEZ Fnancil Record Web [reriigence
14-16 Biesnium
* |83 Bpenditure Detad Web trecligence
138 Benrium W | £107 Frundisl Racerd [ -
4 3530 Bewiem, ¥ | C1C2 Financl Record Math Check Wb Inseligence
¥ |C1C2_C3_C Reords Web Irteligerce
KBGO Traweng Marasl. * O e Detad Web [reeligence
P— W | Caplal Linting mith Basetbosrisation Stabha s Trteliggere
¥ | Capeal Listing weh Shert Deserigeon Wb Ineeiigence
2 RN ity
¥ R e Lot .
[: CBEQ] - Cnbirnt Rark - Rian ot Cabirt beonl oy s Trteliggees
Search = > =
iR ¥ oz Wb Irtaligence
¥ o Weh Ineeiigeece
%‘ \\- [ } ek treelgence

N—
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To run the A1A2 Financial Record Report, complete the following steps:
1. Double click on the A1A2 Financial Record report to open up the report
2. Click on Question Mark icon to ensure the Enter Program Code textbox is
visible. This will allow you to enter the required parameter/variable
3. Enter the required parameter/variable into the text box. In the first report, we will

use program code 785DFCX_PG

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

sApg

| Home | Documents | A142 Financial Record

View = New - Organize ~ Send More Actions ~ Details

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

DEel- 1Gh|£E-2-| |0 ¢

Web Intelligence ~

| Agency Budget Preparation

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

14-16 Bienniufm
16-18 Biennium

18-20 Biennium

2u10-2020 Kentucky Branch Budget
Baseline Budget Request: Financial Rec
All requested columns rounded to nearest|

OPERATING BUDGET RECORD A1/A2 Agency: Fin

Appropriation: Fac

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

2022 Beennium — 2

OPERATING BUDGET RECORD A1/A2

Governmental Branch: Executive Branch

Cabinet: Finance and Administration

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

Posting_Unit:
FY 2017-18 FY 2018-19 FY 2019-20 FY 2020-21 FY 2021-22
Actual Actual Budgeted Requested Requested
SOURCE OF FUND S
Restricted Funds
Balance Forward 1] o o o o
Mon-Revenue Receipts 515,471 E78,50 o a a
Total Restricted Funds 515475 678,601 o o o
TOTAL SOURCE OF FUNDS 515,475 678,501 0 0 0
EXPENDITURES BY CLASS
Personnel Costs 415,642 472,913 o o o
Operating Expenses 96,907 205454 a a a
TOTAL EXPENDITURES BY CLASS 515,550 678,367 0 0 0
EXPENDITURES BY FUND SOURCE
General Fund 75 134 o o o
Restricted Funds 515,475 675,501 1] 1] 1]
TOTAL EXPENDITURES BY FUND 515,550 678,367 0 0 0
EXPENDITURES BY UNIT
1] o 1] 1] 1]
TOTAL EXPENDITURES BY UNIT 0 0 0 0 0
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e Repeat the process to run the report for the other three programs. You should
notice that three (785DFCX_PG, 785DFRX_PG, and 785DFOX_PG) of the four
programs show that their General Fund Expenditures by Fund totals are greater
than their General Fund Source of Funds totals, which indicates an adjustment is
necessary because you cannot expend more than you receive. The fourth
program (785DFDX_PG) has a larger than normal Sources of Fund total as
compared to its Expenditures by Fund total. We will use this program to reduce
its General Fund appropriations and spread it to the other three programs.

785DFCX_PG

785DFOX_PG

OPERATING BUDGET RECORD A1/A2 Agency: Fi OPERATING BUDGET RECORD A1/A2 Agency:
Appropriation: F; Appropriation:
Governmental Branch: Executive Branch Program/Service Unit: C Governmental Branch: Executive Branch ProgramiService Unit:
Cabinet: Finance and Administration Sub Program: Cabinet: Finance and Administration Sub Programy
Posting Unit: Posting Unit:
FY 2017-18 FY 2018-19
‘Actua) P FY 20171 FY,2018.19
SOQURCE OF FUNDS ] SOURCE OF FUNDS
; ( o o
Restricted Funds T T
Balance Forward a a = =
MNon-Revenue Receipts 515,475 E78,5M
Total Restricted Funds 515,475 678,501 TOTAL SOURCE OF FUNDS | 0 0
EXPENDITURES BY CL
TOTAL SOURCE OF FU Com pare 515,475 678,501 Personnel Costs COm pa e 1.037.4ss 1,204,068
EXPENDITURES BY CLASS Operating Expenges 59,118 69,067
Personnel Costs 418,642 472,913 TOTAL EXPENDITURES BY CLASS 1,096,603 1,273,135
Cperating Expenses 96,907 205,454
TOTAL EXPENDITURES BY CLASS 515,550 678,367 General Fund 1 096,603 1_273_135]
TOTAL EXPENDITURES BY FUND 1,096,603 1,273,135
General Fund 75 134
Restricted Funds 515,475 678,501 EXPENDITURES BY UNIT
TOTAL EXPENDITURES BY FUND 515,550 B78,367 o 0
TOTAL EXPENDITURES BY UNIT 0 0
EXPENDITURES BY UNIT
OPERATING BUDGET RECORD A1/A2 Agency: Fi 785DFDX PG
Appropriation: Fal N
Governmental Branch: Executive Branch Pro ramfzzrvi:j:e Unit: B OPERATING BUDGET RECORD A1/A2 Agency: A
Cabinet: Finance and Administration 9 . Appropriation: F
Sub Program: Governmental Branch: Executive Branch Frogram/Service Unit: H
Posting Unit: Cabinet: Finance and Administration Sub Program:
FY 2017-18 FY 2018-19 N o
Actual Actual Posting Unit:
SOURCE OF FUNDS FY 2017-18 FY 2018-19
[ ] Actual Actual
r
Restricted Funds . General Fund . .
Balance Forward 14.536.406 14,263,007 Regular Appropriation 6,215,300 5,615,900
Cument Receipts 35,975,463 35,418,557 y B =0 g
Non-Revenus Receipts 2,259,067 2,059,432 Total General Fund 6.237,700 5.618,900
Fund Transfers -2.000,000 o Restricted Fund
Total Restricted Funds 47,305,502 47.622.132 estricied Funds
Balance Forward 1] 1,360.727
TOTAL SOURCE OF FUNDS 47,305,802 47,622,132 Mon-Revenue Receipt: Com are 1632619 2127.254
EXPENDITURES BY CLASS Total Restricted Fum p 1.632,618 3,487,982
Personnel Costs 4326357 14 785 656
Cperating Expenses C ompare:essss 14,442 260 TOTAL SOURCE OF FUNDS 7,870,318 9,106,882
Grants Loans Benefits [ -254 EXPENDITURES BY CLASS
Debt Service 984,000 274,000 Personnel Costs 4,495,106 4,824 447
Capital Qutlay 2,097 489 5,826,304 Operating Expenses 426 584 467 485
Construction 0 10,128 TOTAL EXPENDITURES BY CLASS 4,921,700 5,291,932
TOTAL EXPENDITURES BY CLASS 33,042,795 35,338,134
l l General Fund 3.269.081 3.154.6?5
Seneral Fund 11-551 241 11 160,457 Restricted Funds 1632619 2.127.254
Restricted Funds 31,150,854 34,157,677 TOTAL EXPENDITURES BY FUND 4,921,700 5,291,932
TOTAL EXPENDITURES BY FUND 33,042,795 35,338,134
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Once you have contacted your agency’s OSBD analyst and it is confirm the historical
change is required, you should fill out the Excel spreadsheet template named 2022
Historical Change Request to record the proper adjustments. Based on our previous
reports, the correct adjustments are shown below (NOTE: The Net Change Amt should
always need to equal zero).

2022 Historical Change Request

(=0 R PR R S U Ly

ey

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

2020-2022 KBUD History Change Request Form Net Change Amt
A2/A3 Sources & Expenditures by Fund 0.00
From To
Program Program
Dept| Code Fund Object FY 17-18 FY 18-19 Dept Code Fund Object FY 17-18 FY 18-19

" 785

T85A

0100

REGAPF

-14.70

134.43

785

785DFCX

0100

REGAPP

74.70

-134.43

785

T85A

0100

REGAPP

-1.096.603.06

1.273.134.63

785

T85DFRX

0100

REGAPP

1.096.603.06

-1.273.134.83

785

T85A

0100

REGAPF

-1,851,941.00

1.1580.457.48

785

785DFOX

0100

REGAPP

1.851.941.00

-1.180,457 .48

e You will need to apply the following criteria to all of the 2022 Historical Change Request
Forms (A2/A3 Sources and Expenditures by Fund, A3 Expenditure Detail, E Restricted
Funds Form and E Restricted Receipts Form).

1. Columns under the “From” and “To” Section:
= The program code should be the department + function code from the
KBUD program table (i.e. 721AA00) when making changes to expenditures
and restricted and federal fund revenues with the exception of beginning
balances
= The program code should be the “_ PG” or “_SP” when making changes to
beginning balances.
= The fund Code on the A Forms is the Fund Type code (i.e. 0100, 1200,
1300, 6350, etc.).
2. Object codes:
= For A1/A2 budget form changes, it can be any of the objects found on the
A1/A2 budget form (i.e. REGAPP, BALFOR, CURREC, etc.)
= For A3 budget form changes, it can be any of the individual expenditure
codes on the A3 form (i.e. E111, E169, E254, etc.)
= For E Restricted Funds Form changes, it can be any of the objects found
on the summary and expenditures portion of the E Form (i.e. EBALFOR,
ECUREXS, etc.)
» For E Restricted Receipts Form changes, it can be any of the individual
revenue codes found on the E Form (i.e. R404, N112, etc.)
3. Please note the fiscal year columns. The first FY column is for FY 17-18 and the
second is for FY 18-19. Enter any dollar amounts here that need to be changed,
either positive or negative.
Please enter values down to the penny.
The “From” and “To” sections must balance to zero. For example, if a minus
$10,000 is moved “From” an Object in AA0O, that same plus amount must be
moved to somewhere in the “To” section. For each individual entry on the form,

o~
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either the “From” side of the form will be negative and the “To” side will be positive
or the “From” side of the form will be positive and the “To” side will be negative,
thus a zero balance for each individual entry.

e Once the template is completed according to the criteria above, email it to the
OSBD Budget Analyst. OSBD staff will apply the approved changes through a
KBUD Historical Form. Once the change has been accomplished, the FY18 and
FY19 Source of Funds and Expenditures by Fund should be balanced in the
Baseline Reports (see the Before and After Historical Change Reports below).

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

1 2020-2022 KBUD History Change Request Form Net Change Amt
2 A2/A3 Sources & Expenditures by Fund 0.00
3 From To
4 Program Program

5 Dept| Code Fund Object FY 17-18 FY 18-19 Dept Code Fund Object FY 17-18 FY 18-19

6 [ 785 T85A 0100 | REGAPP -14.70 134.43 785 | 785DFCX[ 0100 REGAPP 74.70 -134.43
7 785 T85A 0100 REGAFPP -1.096.603.06 1,273,134.83 785 | 7B5DFRX[ 0100 REGAPP 1.096,603.06 -1.273,134.83
g [ 785 T85A 0100 | REGAPP -1.851.941.00 1,180,457 48 785 | 785DFOX| 0100 REGAPP 1,851,941.00 -1.180.457.48
9
10
"

Before Historical Change After Historical Change
OPERATING BUDGET RECORD AAZ = Ageney: F OPERATING BUDGET RECORD A1/A2 Agency: H
LEE Baanch: E Branch wmsnl vu::::_:lc Governmental Branch: Executive Branch prggramﬁ,r::i?;galjl:i:: E
Catingt: Finance and Adminiviraficn Sub Pmnnr;'.: Cabinet: Finance and Administration Sub Program:
Posting Unit; Posting Unit:
FY 2017-18 FY 2018-19 FY 2017-18 FY 2018-19
Achis s Actual Actual
SOURCE OF FUMDE SOURCE OF FUNDS

o

I I Regular Appropriation 75 -134
Heakricted Funds " Py . 424

Bialangg Forwaes | o
Hen-Revanse Recsiph EnE 4TS ETE 5N Restricted Funds
ot Resiricied Fundsy B5A4TE 1Rk Balance Forward i) i)
Mon-Revenue Receipts 515,475 678,501
TOTAL SOURCE OF Ful C ompare ssams B850 p
—_— Total Restricted Funds 515475 678,501
EXPENCHTURES BY CLASS P Compare
Persontal Lol drhaa AT3EN TOTAL SOURCE OF FUNDS 515,550 678,367
sty Erseenad 8 BT 205 454
TOTAL EXPENDITURE § BY CLASS BT T8, 34T EXPENDITURES BY CLASS
Personnel Costs 413,642 472513
Ganersl Fund ™ KETH | Dperating Expenses 96,907 205,454
ey ey L TTE 05 TOTAL EXPENDITURES BY CLASS 515,550 676,367
TOTAL EXPEMDITURE § Y FUND BEEAH 678,367 EXPENDITURES BY FUND SOURC|
[General Fund 2 75 -134 |
EXFERITURES B LT Restricted Funds 515,475 678,501
TOTAL EXPENDITURES BY FUND 515,550 678,367
Before Historical Change After Historical Change
OPERATING BUDGET RECORD A1/A3 Agency: OPERATING BUDGET RECORD A1/A2 Agency|
Appropriaton; Appropriation|
W“’""*“u'r'-‘""‘“_: E"“““"‘ “';"‘"' Frogram Service Unit: Governmental Branch: Executive Branch ProgramiService Unit
-Hbingt:  Finance snd Adminkytration Siib Program: Cabinet: Finance and Administration
Sub Progran
Paiting Wait: Posting Unit]
FY 2017-18 i FY 201718 FY 2018-19
Achial A - -
SOURCE OF FUNDS Actual Actual
SOURCE OF FUNDS
[ a o I General Fund
'] ) Regular Appropriation 1,096,603 1,273,135
Total General Fund 1,096,603 1,273,135
TOTAL SOURCE OF FUNDS -] ]
EXPENDITURES BY CL ¥ TOTAL SOURCE OF FUNDS 1,096,603 1,273,135
Personnel Coate C DITIFIEFE 1,037 485 1.0 D88 EXPENDITURES BY C C
Operating Exqpenses I sEe E8.087 Personnel Costs ompare 1,037 485 1,204,068
TOTAL EXPENINTURES BY CLASS 1,096,803 1373436 Operating Expenses 55118 69,067
.I TOTAL EXPENDITURES BY CLA 1,096,603 1,273,135
Gaanesial Fund 1,065 03 1,373,115
— e — EXPENDITURES BY FUND SOU
TOTAL CXPERDITURE S 07 TN 1 [F1EX]
STAL DXPERIATURE S BY TN S Eh Eei it eneral Fund 1,096,603 1,273,135 I
TOTAL EXPENDITURES BY FUND 1,096,603 1,273,135
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Before Historical Change After Historical Change
OPERATING BUDGET RECCRD 12 Agency: Fal OPERATING BUDGET RECORD A1/A2 Agen
Approprabon: Fa A .
Goreedniwersl Branch: Enecutive Branch . . . ppropriati
Cabinst: Fissncs s ASTasamason Frogram ﬁ::: Uric By Governmental Bra_nch. E_)(ecutwe Branch_ _ . Programi/Service Un|
- Cabinet: Finance and Administration Sub P
Posting Unit ub Frogrg
FY 2017-18  FY 201819 Posting U
Ackesl - FY 2017-18 FY 2018-19
SOURLE OF FUND S Actual Actual
] SOURCE OF FUNDS
T . 4 General Fund
Badance Forsan 14 508,408 83 00T Regular Appropriation 1,851,841 1,180,45
furer! Fopzegiy W RTE 4N A%, gof SET L Total General Fund 1.851,941 1.180.45
tor Rpverae Reecs 2 285,067 2EEEZ 4
Fiared Teasriders -2.000,503 o Restricted Funds
Tiptal Readriched Furdy AT G082 A1 EFRANY Balance Forward 14,556,406 14 263,007
Cumrent Receipts 35,975 483 35,418,557
TOTAL SOURLE OF FuMDS A2 STATL L Mon-Revenue Receipts 2261 077 2,059,432
:“:“’ﬂi‘ BY CLAHE R — Fund Transfers -2,000,000 0
L3 2l = i = Iy 1 . -
Dpenatng Eapenses E CIITI pare e 14447 260 Total Restricted Funds Com are 47.303.704 47.622.132
Cirarets Loans Benedes o 254 p
[r— Ta000 TOTAL SOURCE OF FUNDS 49,155,732 48,302,590
S A EXPENDITURES BY CLASS
TOTAL EXPEMDTURES BY CLASS 25,38 114 Personnel Costs 14,326,357 14,785,696
Operating Expenzes 15,634 949 14 442 260
Bacical Puid * TTIL 1] 1188 £LF ] Grants Loans Benefits 1] -254
Reestrc e Fiands ELR 1L M ST BT Debt Service 954,000 274,000
TOTAL EXPERMNTURES BY FURD 303, TR IEI08 4 Capital Qutlay 2,097 489 5,826,304
Construction a 10,128
TOTAL EXPENDITURES BY CLASS 33,042,795 35,338,134
General Fund 1.851.941 1,150,457 ]
Restricted Funds 31,190,854 24,157,677
TOTAL EXPENDITURES BY FUND 33,042,795 35,338,134
Before Historical Change ; :
a g After Historical Change
OPERATING BUDGET RECORD A1IAT A : —— —
me: | OPERATING BUDGET RECORD A1/A2 Agency
Gy Branch: E tive Branch Frogram Servece Uit . Appropriation
Cabinet: Finance and Administration Py . GovernmentalCBr:_nc:: :;:_xecutlve E:Ir:r:’ch_ strat Program/Service Unit:
pwllng T, abinet: Inance an minmistration Sub Prngmrr
FY 2017-18 FY 2018-19 Posting Unit
Astust Actusl FY 2017-18 FY 2018-19
Actual Actual
8215 300 B8 5_:'_:] SOURCE OF FUNDS
— b General Fund ]
§ '; e - Regular Appropriation 3 266,681 3,165,442
Lt | Pl SEHN 410 State Salary and Compensation All%aticr 22,400 [H]
Restricied Funds Total General Fund 3.289,081 3.165,442
Balance Formeesd 2 1,380,727
Hon-Riesaenus Retapt 1632 819 FAIT 254 Resfricted Funds
Teotal Beatricted Fum C nmpare 1622618 EECER Balance Forward ] 1,360,727
Men-Revenus Receipts 1,632,619 2,127,254
TOTAL SOIRCE OF FUNDS T.870,348 9,108,832 Total Restricted Func 1,632,618 3,487,982
EXPEMDITURE § BY CLASS Compare
Fenonn Cosls 4455002 4,524, 847 TOTAL SOURCE OF FUNDS 4,921,700 6,653,424
Operating Experaes 426 554 5T &5
TOTAL EAPENDITURES BY CLASS 4331700 5391932 EXPENDITURES BY CLASS
Personnel Costs 4,495 106 4 524 447
l T~ ‘ 3 385 581 3 1l '--‘d Operating Expenses 426,554 457 485
Rootictod Furos T e TR TOTAL EXPENDITURES BY CLASE 4,921,700 5,291,932
TOTAL EXPENDITURE 5 BY FUND 4521700 5.251,932 EXPENDITURES BY FUND SOU
General Fund 3.289.081 2,164,678 l
Resfricted Funds 1,632,619 2,127,254
TOTAL EXPENDITURES BY FUND 4,921,700 5,291,932

¢ Once the History Changes have been applied, you can ensure you have accurate
historical references to begin work on the Baseline Budget Request.
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Section 9 KBUD Reports

Section 9.1 Reports Overview

The budget request reports are the final output used by agencies to submit their formal
budget request to GOPM. It is very important to understand the relationship between
KBUD’s dimension tables and forms to their associated reports. Knowing how to map KBUD
data to reports will be extremely helpful for troubleshooting incorrect budget totals on
reports. The illustration below should assist you in understanding these important
relationships.

Budget Forms (KBUD)

i Bkt Bt | A3/AD Saurems B £ by P [

T i ] sy S S ———— |

it Bt B | AJ/A3 Srarcms & £xp oy P | 41 Eromncirs Do | A1 Faraam | Ecurmass Managurmant

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

Dimension Tables (KBUD)
e e e |

| Carasitatans | Gucumars Maragamare |

FY18 & 19 History (¢eMARS to KBUD)

=i = ) History
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KBUD Reports are hosted in a Web-based application named Enterprise Business
Intelligence (EBI) developed by the vendor SAP. The application is also referred to as
Business Objects. KBUD uses EBI Version 4.1 as its platform. EBI is used to run pre-
developed reports. To log into EBI, each user has to have a separate EBI account setup by
KY’s Commonwealth Office of Technology (COT). Once an EBI account is established,
users can request permission to access KBUD Reports by submitting a KBUD Security
Form to the KBUDAdministrator@ky.gov.

e Link to KBUD Reports (EBI 4.1) - https://ebi.ky.gov/BOE/BI

Once logged into EBI, KBUD has several folders with hundreds of reports. Many of the
folders are maintained for historical reasons, and most people will never have a need to
access those older reports. KBUD reports are organized into two different folder structures:
1) Agency Budget Preparation, and 2) Agency Budget Execution.

e The Commonwealth has a formal budget preparation process that is accomplished
prior to the new biennium and is referred to as Budget Preparation. Therefore, there
are specific reports developed for this process. The Agency Budget Preparation
folders are labeled with each specific Biennium. These folders house the reports
necessary for each Agency to produce their Biennial Operating and Capital Budget
Request.

e Once a biennial budget is enacted through KY’s legislative process, there is an
official appropriation and allotment process required for each fiscal year. This is
referred to as Budget Execution. To support Budget Execution, there are unique
budget actions and reports required for each FY, so there is an associated FY folder
which contains those reports. These reports are used at the beginning of the FY to
submit the original allotments, and they are also used throughout the FY to perform
appropriation and/or allotment modifications.

[ Home | Documents |

View -~ Ne Organize Send More Actions = | Details

My Documents Title » Type
Folders
=-

A1A2 Financial Record Web Intelligence
Public Folders A1A2 Financial Record Math Check Web Intelligence
A1A2_A3_AS Records Web Intelligence

A3 Exp All Detail Web Intelligence

=}

KBUD

B Agency Budget Execution

Jont A3 Expenditure Detail Web Intelligence
A5 Parsonnel Summary Web Intslligence
015 B1B2 Financial Record Web Intelligence
2018 83 Expenditure Detail Web Intelligence

017 C1C2 Financial Record web Intelligence

2018 C1C2 Financial Record Math Check Web Intelligence

2019 C1C2_C3_C5 Records Web Intelligence

2020 €3 Expenditure Detail Web Intelligence

=} Beney Bt Breparition Capital Listing with Reauthorization Status Web Intelligence
i Capital Listing with Short Description Web Intelligence
1214 Bvennium
CBRO1 - Cabinet Rank - Run at Cabinet level only Web Intelligence
14-16 Biennium CBRO1 - Capital Project Summary Record Web Intelligence

16-18 Biennium CBROZ - Capital Construction Record Web Intelligence
16-20 Biennium CBRO3 - Capital Equipment Record Web Intelligence
CBRO4 - Capital IT System Record Web Intelligence

CBADS - Capital Real Property Lease Record Web Intelligence

2022 Bennium

KBUD Training Manuals

RS EEEEREENEE S EEEREERER

CBRCPL Capital Project Listing Web Intelligence
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Section 9.2 Biennial Budget Preparation Reports Overview

There are many reports available for the biennial budget prep process, and it may be hard to
understand their purpose if you do not understand their relationship to one another.

e A Reports are referred to as the Baseline Reports and are associated with data
entered on the A Forms in KBUD.

= A1A2 Report is the summary report for baseline Source of Funds and
Expenditures by Fund

= A3 Expenditure Detail Report is the baseline expenditure report that provides
detailed expenditures by object codes

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

e B Reports are referred to as the Additional Budget Request (ABR) Reports, which
include both the defined calculations from the A Forms and any additional budget
requests submitted on the B Forms in KBUD.

= B1B2 Report is the Summary Report for ABR Source of Funds and
Expenditures by Fund

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

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

e C Reports are referred to as the Combined Reports because they include the
baseline totals and the defined calculations from the A Forms and the totals for the
Additional Budget Requests from the B Forms. Maybe an easy way to think of this is
like a math equation (A + B = C)

= C1C2 Report is the summary rollup report for combined (Baseline & ABR)
Source of Funds and Expenditures by Fund

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

= (5 Personnel Report is the combined (Baseline & ABR) summary report for
personnel totals and associated personnel costs by funds

e The D Report is the Summary Report for all Restricted Funds (Ran at the Bill Level)
e The E Report is the Individual Restricted Fund Report (Ran at the Fund Level)

e The F Report is the Summary Report for all Federal Grants (Ran at the Bill Level)
e The G Report is the Individual Federal Grant Report (Ran at the Grant Level)
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Another important consideration for budget preparation and submission is the Program
Consolidation Levels, which is a hierarchical structure used to rollup up information into
meaningful program levels.

Program Consolidation Levels

r= Consolidation Level m
1st Level
’V” Lewvel Code: 1 Description: Commeonwealth of Kentucky
2nd Level
’V Level Code: 2 Description: Branch of Government
3rd Level
’VLE\JEI Code: 3 Description: Cabinet
4th Level
’V Level Code: 4 Description: | Combined Appropriations
5th Level
{Level Code: 5 Description: Appropriations
6th Level
’VLEVE| Code: 6 Description: |Allotments
7th Level
’VLE\«'EI Code: 7 Description: |Sub-Programs
8th Level
’V Level Code: 8 Description: |Posting Units

Here is an example of six different levels of consolidation. Biennial budgets are required to
be submitted at the Bill or Appropriation Unit Level. In this example below, the budget
request would be submitted at the 552H_BILL level and would include the two programs
under the bill level.

/_LJ_ISTATE - Commonwealth of Kentucky - Program - \\

_ [ EXEC - Executive Branch - Program -
+ @EU - Tourism, Arts and Heritage - Program -
¥ @ 50_CMAFP - Tourism, Arts and Heritage - Program -
- L[} 552H_BILL - Kentucky Center for the Arts - Program -

@ S552E_PG - Kentucky Center for the Arts - Program -

\ @ 5525 PG - Governor's School for the Arts - Program _—/

So if you were submitting a budget request for 552H_BILL, the actual report submission
would involve submitting a full compliment of reports (A + B = C) for all three programs
below, and the two lower levels should roll up to the BILL Level.

- L[} 552H_BILL - Kentucky Center for the Arts - Program -

@ S52E_PG - Kentucky Center for the Arts - Program -

El 5525 PG - Governor's School for the Arts - Program A
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Section 9.3 Accessing EBl14.1

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

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

webpage, or open your web browser and enter the direct link to EBI 4.1 and
paste it into the URL: https://ebi.ky.gov/BOE/BI

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

ce: | Reports | Edit Password | Logout

Reference Data Security Utilities Budget Tasks

Advantage Performance Budgeting - Training > Budget Tasks

Budget Tasks

Formulate Budget Request
Execute Query

Budget Request Filter View
Advance Budget Request Stage

Refresh Cache Page

Go to top of page

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

SAP BusinessObjects
Bl launch pad

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

User Narfe: |MGI0011 2
Passwold: ewesssssesnves
=33
®

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

navigate to the KBUD 2022 Agency Budget Preparation folders which contain all the
reports necessary for your budget submission.

Click the Documents tab

Click on the Folders bar at the bottom of the page to access the Public Folders
Expand all the Public Folders

Open the 20-22 Biennium folder under the Agency Budget Preparation folder.
The available reports will appear on the right side of the web page

PO~
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B

Viglcome: MGJOO11 | Applications > Preferences Helpmenuv | Log off | |

Welcome: MGJOD11 | Apglicati

®ICIC2AY \iew - Mw - Organize - Send - More Actio Details
B ata2
B e MVEDCW"H‘E | ‘TIHE‘ ‘Type |
; =
[ mwebintelligence
S SApg
@ My Alerts Home | Documents
12 Subscribed Alerts
View * New Organize Send More Actions ~ | Details
B Personal Categories
My Documents ;_,W Welcome: MGI0011 | sopheatd
Detads
/e \ Type
¥ | ALA2 Francal fioced \Web Intefigence
W | K183 Francial Racord Math Chack ek Trteliggrre
¥ |A182 A3 x5 Recerds Web Irecligence.
¥ A3 B Al Detad el Iréafigerce
¥ | A3 Expendire Detnd \Web [refigence
W | A5 Personnel Summary \ieh Inellgence
¥ | BIEZ Fnancil Record Web Ireeligence
w | B3 Bpendiure Detad Web [reefigence
W | CICT Francial Racerd ek Trteligrre
¥ | C1C2 Francsl Record Math Chedk Weh Intellgence
¥ IO CS Reconds Web irteligerce
¥ |3 Expendiure Detad Web Irseligence.
W | Caplal Listing with Basetborisation Staha s Trteliggore
¥ | Capeal Lisiing weh Short Deserignon Web Iresligence.
LR Witk ntefigence
¥ | CEEDY - Catinet Rark - Run ot Cabirat levl ordy Wk Trteliggere .
¥ e \Weh Irdaligence
¥ o ek [neeligerce.
\v =] } Web Intefigence
N—— S
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Section 9.4 Running Reports

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

[rome | Documens|

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

My Documents Title =

=

Public Folders

# | A1A2 Financial Record Math Check
eMARS Financial (testing purposes only) W | A1A2_ A3_AS Records
KBUD * | A3 Exp All Detail
Agency Budget Execution # | A3 Expenditure Detail
W | AS Personnel Summary
Agency Budast Preparation
* | B1B2 Financial Record
14-16 Bisnnium
# | B3 Expenditure Detail
16-18 Biennium
# | C1C2 Financial Record
nium
18-20 B ¥ | C1C2 Financial Record Math Check
2022 Bsennium ¥

C1C2_C3_C5 Records

e Most, if not all reports, require some type of parameter or variable to run the query. If
the User Prompt Input textbox is not showing, click on the Question Mark Icon to
display the User Prompt Input textbox.

Home [Donmentsumzﬁnancialkzmrd £ w8 ]
Web Intelligence DNEE- | S PL-=- ) | @ v || [ Track - Dl - % Filter Bar [ & Outline
|
B Print
\ﬂ A1A2 Financial Record ~ 2020-2022 Kentucky Branch Budget
=g Baseline Budget Request: Financial Record
— ~ General All requested columns rounded to nearest $100
=) Type: Web Intelligence docum OPERATING BUDGET RECORD A1/A2 Agency:
= Author:  NIXDO30 Home | Documents " A1A2 Finandial Record = + & 1
Creation  September 21, 2009 6:1 o - - - =
date: 04:00 Web Intelligence i~ | [ BH- 1S 2 2 ) & v | | [ETrack ~ 3§ Drll » W3 Flter Bar Freeze - EH Outline
Locale: English {United States)
Description:
[JJ Advanced Run
, %g Enter value(s) for Program Code:
Keywords: [ 2020-2022 Kentucky Branch Budget
B Baseline Budget Request: Financial Record
= All requested columns rounded to nearest $100
ey ~ OPERATING BUDGET RECORD A1/A2 Agency:
Last refresh August 11, 2015 3| Q ) Appropriation:
date: 04:00 GovernmentalCBr:.nc?. Program/Service Unit:
abinet:
Last modified:  August 14, 2015 4: Sub Program:
04:00 Posting Unit:
Last modified FY 2017-18 FY 2018-19 FY 2019-20 FY 2020-21 FY 2021-22
by bhoh Actual Actual Budgeted
Durstonof SOURCE OF FUNDS
vious refresh:
ore o o o o
~ Document Options 0 0 0 0
Refresh on off
TOTAL SOURCE OF FUNDS 0 0 0 0
EXPENDITURES BY CLASS
0 a 0 0
TOTAL EXPENDITURES BY CLASS 0 0 0 0
EXPENDITURES BY FUND SOURCE
a a a a
TOTAL EXPENDITURES BY FUND 0 0 0 0
EXPENDITURES BY UNIT
a a o o
TOTAL EXPENDITURES BY UNIT 0 0 0 0
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e If the Run icon is not enabled (greyed out), enter a value in the parameter/variable
User Prompt Input textbox, and click out of the textbox. The Run icon should now be

enabled.

m Documents | A1A2 Financial Record - = |

Web Intelligence ' DEE- S| 2L = & v || [ Track ~ § Drill ~ Fp Filter Bar [ Freeze - EH Outline

7 Advanced D..r

Enter value(s) for Program Code:

2020-2022 Kentucky Branch Budget
Baseline Budget Request: Financial Record

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

User Prompt Input -

& Advancedl =] qn
[Enlervalue(s) for Program Code: ]

=g

2020-2022 Kentucky Branch Budget
Baseline Budget Request: Financial Record
All requested columns rounded te arest $100
OPERATING BUDGET RECORD AT/AZ Ag
(2] Appre

7285

Governmental Branch: ProgramiService Unit:
Cabinet: Sub Program:
Posting Unit:

FY 201718  FY 2018-19 FY2019-20 FY 2020-21 FY 2021-22
Actual Actual Budgeted equested Requested

SOURCE OF FUNDS

0 0 0 0

o o o o
TOTAL SOURCE OF FUNDS 0 0 0 0
EXPENDITURES BY CLASS

0 1] 0 1]
TOTAL EXPENDITURES BY CLASS 0 0 0 0
EXPENDITURES BY FUND SOURCE

0 1] 0 1]
TOTAL EXPENDITURES BY FUND 0 0 0 0
EXPENDITURES BY UNIT

0 1] 0 1]
TOTAL EXPENDITURES BY UNIT 0 0 0 0

e The User Prompt Input textbox will accept any kind of parameter/variable (good or bad),
so the Run icon being enabled is not an indication of whether the parameter/variable will
work with the query. If you run the query and receive the error below, you have either
entered a bad value and therefore no records were returned, or you entered a good
value, and there were no records that matched your value. The best course of action is
to redefine your query parameter by using the Advanced Search feature.

Home | Documents | A1AZ Finamisl Record .

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

Fl Advanced Runy

r’.‘ Enter value(s) lor Program Code:

SOURCE OF FUNDS

TOTAL SOURCE OF FUNDS
EXPENDITURE S BY CLASS

TOTAL EXPENDITURES BY CLASS o
EXPENDITURE S BY FUND SOURCE

| o=
TOTAL EXPENDITURES BY FUND o

EXPENDITURES BY USIT

TOTAL EXPENDITURES BY UNIT [ 0 [ o
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e To use the Advanced Search Feature, follow these steps:
1. Click the Advanced icon
2. Enter a value in the Search box, using a wildcard may be helpful. In this case,
| used 728* as the program code
Click the binoculars icon to perform your wildcard search
Select the best value from list returned
Click the Right arrow key to move the Record over to the selection box
Click the OK button to close the Search box and the selected value will be
returned
7. Click the Run icon to run the report with new parameter/variable value

o0k w

2020-2022 Ken
1 Baseline Busget feg
All requested columng o

OPERATING BUDGET RECORD A1A2

Prompts 2

~  * Enter value{s) for Program Code: 7285_BILL 7285 _EILL

Refrash Va!uass,

Program Code Program 1| | <

4 PDIE ey
l 7285 BILL Public Het l
= UBNc ey

August 19, 2015 12:59:03 PM GMT-

2= (@,

* Required prompts

e EBI also has a feature to allow multiple parameters/variables in a single User Prompt
Input textbox. The multiple values need to be separated by semi-colons (Example:
728A _PG;728B_PG). This will run the report separately for both inputs. You can
navigate to the second report by clicking on the page advance at the bottom right
side of the screen.

Home | Documents | ALAZ Financhal Recoed

Web Inteligence ~ ‘l-SnaFS-B- |0 - | Tk - 5 Ol = Wy Fber far &5 Outine

GPERATING DUDGET RECORD AfIAZ

Governmantal rasch; Cxscutive Drasch "
Program’s
Cabinet: Meaith and Famiy Services 0

FY 201718
Artusl

FXPENDHTURE S BY FLUND SOURCE
Report 1
Report 1 = [ Trackchanges: OF | 4 4 -E'.az L
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Section 9.5 Printing Reports

e If you need to print a paper copy of the report, EBI cannot print to a local or network
printer. To print a paper copy, use the Export tool and/or the Print feature to export
the report to PDF. Once it is created as a PDF document, open up Adobe Reader
and use the print feature within Reader to print to a local or network printer.

toma | Dotumants | OFf-Budge? Tund Ree... .

Wieh brieliperce - '_J'E*’l "B =| | ¥ = w Track = | o Drll = [ Filter B
R

Espeit Destismet As ¥

—
dedaprad part Clarant 2, Az ¥ D

Cpsraning Badpet Requey
- = - - Al requesied columna
3 Enber OF-Badged Fund Code Epcrt Dt B0 £ .. Exred 2007
LR MOGET FUND RECORD
. 3802-2022 ]
Ciiragin e g
T Archieg e and Admanintratisn
Tea
L FURD BHMCE DATA
Fusd lisme:  Fie & Toseds Furd
SR Fard Code: 3800
Fiestried Liees (VeaBiol vas
N OFF BUCGET FUNDS DE SCRIPTION:
Tk fofed i wedl 10 Palip Wil g S 1250 SEMEN

Wi OFF-BUDIET FUNDS Actual
BUGETS SylaMA Y FY.2017-16
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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 9.0 (for Windows 7)

Microsoft Internet Explorer 10.0 (for Windows 7)

Microsoft Internet Explorer 11.0 (for Windows 7)

Microsoft Internet Explorer 10.0 (for Windows 8 and 8.1; Desktop mode only)
Microsoft Internet Explorer 11.0 (for Windows 8 and 8.1; Desktop mode only)
Google Chrome Version 68

Mozilla Firefox ESR 38

Apple Safari on Apple iPad with iOS 8.x

Apple iPhone 4S or higher with iOS 8.x (Advantage mobile apps only)
Android phone device with Android 5.0 (Advantage mobile apps only)

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

=S

6 —) B nttpiivgoogle.. O - & X A Google ; fr *
x [q- ‘ﬁ‘ - ']Facebookv ¥ 43) Listen to music [Listen to music | Print

File
Zoom (100%)
Safety

+You Search Images Maps Play YouTube News Gmail Drive Calend

View downloads Ctrl+)
Manage add-ons
F12 developer tools

Go to pinned sites

Internet optiens

| About Internet Explorer Il
= f'J P ¥ Il

F&bout Internet Explorar ._‘ l =)

e Internet
Explorerﬂ

Version: ll 0 9600. 18420

PlccluctID 00150~ 20000 00003 AAASY

'\“_; [ Install new versions automatically

2 2013 Microsoft Corporation, All rights reserved,

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

2 X N 'f!ﬂttp_ff Help Contents F1
For Internet Explorer Users

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

! ".l iGoogle ! Beport Broken Web Site...
Report Web Forgery...

+.. Downloading Firefox 3.6.18...

” About Mozilla Firefox

[ About Mozitls Firefox =

You are currently on the esr update channel,

Firefo is designed by hoplls, » globsl commanity
a.-urlrim; together to keep the Web open, public and
sccessble to all.

Sound interesting? Get imvoloed

Ligenging Infoarmation End-Liser Righty

KBUD - Attachment 1 6/1/19 Page A-2



Attachment 1: KBUD Setup and Preferences

Pop-Up Blocker

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

Internet Opticns l &lﬂ

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

Settings

Select a setting for the Internet zone.,
Medium

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

privacy palicy

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

- Restricts first-party cookies that save information that

can be used to contact you without your implidt consent

l Sites ] l Import ] l Advanced ] Default

Location

A Mever allow '.fvf'ehsibes to request your
physical location

Pop-up Blocker i

[ Turn on Pop-up Blocker Settings

I

Disable toolbars and extensions when InPrivate Browsing starts

CK l [ 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
= i [ = L e ]
0 S & & & %
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 | size: [16 v
Languages
“hoose your preferred language For displaving pages
[ ok ][ comeel | [ meb
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Capability View

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

LG @ nttps://kbud.ky.gov/performancebudgeting/authservice/loginsp L-ac iy 0
5 w— ————
& signIn < .- . » —— &

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

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

File 3

Zoom (100%) 3

Safety » \

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

Us Manage add-ons
Pa F12 Developer Tools

Go to pinned sites

Cornpatibility View settings

@20 Internet options

AllF About Internet Explorer

= e—

K U D | Kentucky Budgeting System

#®100% -

[

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

m Change Compatibility View Settings

Add this website:
ky.gov Add I

Websites you've added to Compatibility View: |

Remove

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

Close
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Internet Explorer Security Setting to Enable Menu Display

KBUD uses windows to display menu options. In order to fully display the complete list of
menu options within a window, users may need to change the security setting to allow script-
initiated windows without size or position constraints. Not all users may have access to make
these changes. If your agency does not allow changes to your internet options, you will need
to contact your Desktop Support to request that these changes be made. The following
instructions are written for Internet Explorer 11.

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

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

Internet

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

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

Enable Protected Mg i i ternet Explorer)
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.

Smnr.-'S-ethrgs-Ln-cnl!erZm— — Eﬁ

Cettngs

L .Ia—".' -

Ao sipt-nitibed windows without e O DOSiton Cnstre
g

& f"ﬂ

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

@ Frompt

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

& Enabie

Driglary e Santent
Dbl
Enabie

@ Frompt

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

e r L
“Takes effect afber you nestart your computer
Reset oustom settngs
Rt bas e -dow (e foit) - Rttt ...
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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

H\;@ - |g, http: /fkbud b govef

File Edit Miew Fawvorites  Tools  Help

% Add a Favorite

i Add a Favornite
* Add thiz webpage as a favorite. To access your

favarites, vizit the Favarites Center.

M arme: | KBUD |

Create in: |$2 Favvaorites V| [ Mew Falder ]

|  #dd || cancel |

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

User ID:

Password:

Forgot vour password?

©2001, 2014 CGl Technologies and
Solutions Inc.

All Rightz Reserved.

U D | Kentucky Budgeting System

©100% v
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In the User Name field, enter your User ID which is your Employee ID (eMARS ID), or for
University users, enter your assigned User ID (example: UK1). Tab to the Password field and
enter your password. Select the <Login> button.

Password Criteria

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

e Passwords will expire every 90 days

e Passwords must be at least 7 characters in length

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

e Passwords cannot be reused with a 24 month period

e Users will be given 3 grace logins to change the password before the User ID is
revoked and the user will not be allowed to login

e |If your User ID is locked you will need to contact the KBUD Administrators
(KBUDAdministrator@ky.gov)

Change Password

Password Has Expired

When your password has expired, the following screen will be displayed. Enter your current
password in the Password field. In the New Password field a new password will need to be
created using the criteria above. Repeat the new password in the Verify Password field and
select the <Change Password> button. Do not select the <Cancel> button as this will lock
you out of the system.

I & Legin Warning: Currently legging in under a grace Login. This is your last grace login. Please change your password now.
Change Password G

Change Password

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

Expand &ll | Cellapse All

= Change Your Password m

Password: | New Password: |

Verify Password: |

Go to top of page

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

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

Passwords will expire every 90 days. When your password is getting ready to expire you will
receive the following message:

& Login Warning: Your password is getting ready to expire. You have 2 logins remaining under your current password.

To change your password before it has expired, select the “Edit Password” link from the
Navigation bar.

Reference Data SBFS ProjectionfAllocation  Security Utilities Budget Tasks Dashboards Integration Bookmarks
KBUD = Budget Tasks

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

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

Forgotten Password or Password Reset

If you have forgotten your password or need your password reset, from the KBUD login screen
select the “Forgot your password?” link. NOTE: This self-reset will only work if the user has
not exceeded the three grace logins. If the user does exceed them, the account is
locked and can only be unlocked by the KBUD administrator.

User ID:
Password:

Forgot vour password?

E2001, 2014 CGl Technologies and
Solutions Inc.

AllRights Reserved.

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

To have your password reset, pleaze enter your user ID

User |
D:
@

@2001, 2014 CGI Technologies and
Solutions Inc.

All Rights Reserved

#100% -

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

=
-- r:'| Ii’ = ' Eerformancebudgeﬁng: Forgotten Password Generated Response - Message (Plain Ten‘t; . - E@Iﬂ

M ge Develgper g e
H — =
s ) \I <2 k} .7 3 Rules » (=% Mark Unread " Find [ 5]
{5 Ignore ? \Ii i i FEL Meeting I.Ej Mave to: 7 Ny (=X a§ & \_ﬁ
[;_—.; To Manager - ‘—I @ OneMote Categorize = l% Related ~
&Junkv Delete Reply Reply Forward ﬁ"d More ~ . _ Move . Translate Zoom
All (33 Team E-mail - v &) Adions ~ | ¥ Follow Up ~ - lg Select -

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

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

16:02:04.172. If this action was not initiated by you, please contact your system administrator immediately and report this situation.

First Mame: Phillip
Last Name: Rosell
New Password: I#6W5,2

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

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

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

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

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

Reference Data Security Utilities Budget T.

Adwvantage Performance Budgeting - Training = Budget Ta Refresh Cache Page = Styles

Styles | Bookmarks | Usability Settings

Save  Cancel

Expand All | Collapse All

r= Themes
* Choose a Theme:

r = Help m

Display Information Help: [

The second tab — Bookmarks will allow you to create easy access shortcuts to application
pages within the KBUD application. You can use the Rank and Label functions to name the
shortcut and to order them in a preferred order.

Styles | Bookmarks | Usability Settings

Save Cancel

Bookmarks Label: IEonkmarks|

Dizplay Items

I O R

- NO ITEMS TO DISPLAY -

“Rank: |

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

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

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

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

o StartPage — will determine what the first screen will be when you login to the
application. (This option has already been selected for you.)

| Styles | Bookmarks I Usability Settings

Expand Al | Collapse &ll

— = Expertlser m

Expert User Opticn: v

Beturn to Top

— =l Auto Tab m
Enable fute Tab: [

Return to Top

— = Expand Section m

Expand Section Option: [

Return to Top

— = StartPage m

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

Beturn to Top

Go to top of page
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