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Coding Instructions (BRASS)

A

Appropriation Information Table

Purpose

The purpose of the appropriation information table is to establish the appropriation code
that will be used on a budget form. See procedures for Establishing an Estimated
Appropriation to determine if the Appropriation Information Table needs to be completed.

Coding Instructions
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iia Edit Information

Save Cancel |
Info |Text|
Apprup:hEEJE _I]_] Type: Tg,rpe:EE
Mame: [POSTAGE-0275 Fund:|
HB{4.010 Reapprop:|
Desc2] Tabled: |
Desc3] Tables: |
Descd] GovRes:|
GovEst: [ ConfEst:|
HouseEst: | Valued:|
SenateEst: | Valueb: |
Field Name Definition
Approp Displays the appropriation code.
Tvpe Displays if the appropriation code is a non-consolidating or
P consolidating code.
Name Displays the name for the appropriation code.
HB Displays the House Bill and Section that the appropriation code
reports to.
Desc3 Blank. This field is not being used.
Desc4 Blank. This field is not being used.
Fund Displays the fund associated with the appropriation.
Displays the type of appropriation. If PS is displayed, the
appropriation is for personal services. If EE is displayed, the
Type appropriation is for expense and equipment. If PD is displayed the
appropriation is for program distributions. If more than one type is
valid for an appropriation, the applicable combination is displayed.
Displays if the appropriation code is a reappropriation. Used by the
Reapprop

System Administrator for fiscal year end processing.



Table 4

Table 5

Gov Res

Gov Est

House Est

Senate Est

Conf Est
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Blank. This field is not being used.
Blank. This field is not being used.

Displays if the appropriation is subject to the Governor’s Reserve. If
Yes is displayed, the appropriation is subject to the Governor’s
Reserve. If No is displayed, the appropriation is not subject to the
Governor’s Reserve. Used by the System Administrator for
Governor’s reserve calculations.

Displays an “E” for estimated appropriations during the Governor
recommendation stage of the budget process. If an appropriation is
not an estimated appropriation, the field will be blank.

Enter an “E” if the appropriation should be designated as an
estimate appropriation during the Governor recommendation stage.
If an “E” exists in this field and the appropriation should not be
designated as an estimated appropriation, delete the “E”.

Displays an “E” for estimated appropriations during the House
recommendation stage of the budget process. If an appropriation is
not an estimated appropriation, the field will be blank.

Enter an “E” if the appropriation should be desighated as an
estimate appropriation during the House recommendation stage. If
an “E” exists in this field and the appropriation should not be
designated as an estimated appropriation, delete the “E”.

Displays an “E” for estimated appropriations during the Senate
recommendation stage of the budget process. If an appropriation is
not an estimated appropriation, the field will be blank.

Enter an “E” if the appropriation should be desighated as an
estimate appropriation during the Senate recommendation stage. If
an “E” exists in this field and the appropriation should not be
designated as an estimated appropriation, delete the “E”.

Displays an “E” for estimated appropriations during the Conference
stage of the budget process. If an appropriation is not an estimated
appropriation, the field will be blank.
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Enter an “E” if the appropriation should be designated as an
estimate appropriation during the Conference recommendation
stage. If an “E” exists in this field and the appropriation should not
be designated as an estimated appropriation, delete the “E”.

Value 5 Blank. This field is not being used.

Value 6 Blank. This field is not being used.

Assigning Performance Measures

Purpose

Performance measures may be assigned to the following elements used in the budget
preparation system: AgOrg, Approp, Dec Item, Fund, and Job Class. The consolidating
codes and the non-consolidating codes for each element may have up to twenty
performance measures assigned to them.

Coding Instructions

Chart of Account Assignments

iv Aglrg Azzignments

Save | Canmli

I0: 5000000C  JDEPT OF ELEM & SEC EDUCATION
Pt (Pr000001 Phig2: [PhO00002 Phi&s; [PMWOD0003 P Pr000004
Pas] = 2 Pwie] $ 00 9 OPME| 29000909 PMEE] B30 -
Pmy 230 Pl 0 Bewend 0 DREREE 8900
PaeAs] 30O PMEE] 3090 0 PPMES] 39000 DOPMEE] 30900
Pzl 0 | Pwee] 8809090 Pwme] 20 | Pweeo] $Z00

Field Name Definition

Displays the code that was chosen for the performance measure

ID .
assignment.

Name Displays the name of the code that was chosen for the performance
measure assignment.

PMi#1 Select the applicable performance measure from the drop-down

box.



PM#2

PM#3

PM#4

PM#5

PM#6

PM#7

PM#8

PM#9

PM#10

PM#11

PM#12
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If more than one performance measure needs to be assigned,
select the applicable performance measure from the drop-down
box.

If more than two performance measures need to be assigned,
select the applicable performance measure from the drop-down
box.

If more than three performance measures need to be assigned,
select the applicable performance measure from the drop-down
box.

If more than four performance measures need to be assigned,
select the applicable performance measure from the drop-down
box.

If more than five performance measures need to be assigned, select
the applicable performance measure from the drop-down box.

If more than six performance measures need to be assigned, select
the applicable performance measure from the drop-down box.

If more than seven performance measures need to be assigned,
select the applicable performance measure from the drop-down
box.

If more than eight performance measures need to be assigned,
select the applicable performance measure from the drop-down
box.

If more than nine performance measures need to be assigned,
select the applicable performance measure from the drop-down
box.

If more than ten performance measures need to be assigned, select
the applicable performance measure from the drop-down box.

If more than eleven performance measures need to be assigned,
select the applicable performance measure from the drop-down
box.
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If more than twelve performance measures need to be assigned,
PM#13 select the applicable performance measure from the drop-down
box.

If more than thirteen performance measures need to be assigned,
PM#14 select the applicable performance measure from the drop-down
box.

If more than fourteen performance measures need to be assigned,
PM#15 select the applicable performance measure from the drop-down
box.

If more than fifteen performance measures need to be assigned,
PM#16 select the applicable performance measure from the drop-down
box.

If more than sixteen performance measures need to be assignhed,
PM#17 select the applicable performance measure from the drop-down
box.

If more than seventeen performance measures need to be
PM#18 assigned, select the applicable performance measure from the
drop-down box.

If more than eighteen performance measures need to be assigned,
PM#19 select the applicable performance measure from the drop-down
box.

If more than nineteen performance measures need to be assighed,
PM#20 select the applicable performance measure from the drop-down
box.

Cl-New Decision Budget Item Form

Purpose

This budget form is used to request and recommend funding for new capital improvement
budget decision items.
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Coding Instructions
Field Name Definition

From the BRASS menu screen, select “Budget Forms” or click on
Budget Form the Forms icon from the tool bar. Open a “CI-New Decision Item”
Selection Screen budget form by highlighting it and clicking the OK button. Or, double
click on the form name.

Data Attributes Selection Screen

sin Cl-Mew Decision ltem

Purge an‘nl Bepnrll 0K I Cam:ell

Decltem{3531001 :
Serial Number{ 107 - DOH Cap. Imp. New DI =]

AgOgFBTo000C
"‘F’F"“PW DescriptionjOOH Cap. Imp. New DI
Stage[Z~] ()
Proityl  J[  Twpe[___ JT
Codet T o2l [
Coded  [[x Coves[  T[t

Field Name Definition

Select the appropriate Dec Item code from the drop-down box. Pre-
assigned Dec Item codes will appear in the drop-down box. Dec
Item codes will be specific to each agency. All new capital
improvement budget Dec Item codes will start with the number “3”
followed by the three-digit capital improvement agency code and a
three-digit sequential number. Refer to Establishing a Decision Item
Code for more information. System security limits the drop-down

box menu to those Dec Item codes that the user may access.
Dec Item
If this is a new budget form, a Dec Item code must be selected on

the Data Attribute Selection Screen.

If the Dec Item code is selected and budget forms have previously
been created, the Serial Number drop-down box displays all the
budget forms for the Dec Item code. Selecting a Dec Item code
narrows the selections within the Serial Number drop-down box. To
view all budget forms for a Dec Item code, select the Dec Item code
and leave the Ag Org and Approp selections blank. If the Ag Org



Ag Org

Approp
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code and/or the Approp code are also selected, the budget form
selections are further limited in the Serial Number drop-down box.

If a Dec Item code is not selected and budget forms have previously
been created, the Serial Number drop-down box displays all the
budget forms that have been created.

Select the appropriate Ag Org code from the drop-down box. The Ag
Org codes displayed in the drop-down menu are at the
consolidating level for the agency. These Ag Org codes include the
three-digit capital improvement agency number followed by four
zeros and a “C”. The “C” indicates that this Ag Org code is a
consolidating organization. System security limits the drop-down
box menu to those Ag Org codes that the user can access.

If this is a new budget form, an Ag Org code must be selected on the
Data Attribute Selection Screen.

If an Ag Org code is selected and budget forms have previously been
created, the Serial Number drop-down box displays all the budget
forms for the Ag Org code. Selecting an Ag Org code narrows the
selections within the Serial Number drop-down box. To view all
budget forms for an agency, select the Ag Org code and leave the
Dec Item and Approp selections blank. If the Dec Item code and/or
the Approp code are also selected, the budget form selections are
further limited in the Serial Number drop-down box.

If an Ag Org code is not selected and budget forms have previously
been created, the Serial Number drop-down box displays all the
budget forms that have been created.

Select the applicable consolidating Approp code to which the Dec
Item will report from the drop-down box. The Approp codes
displayed in the drop-down menu are the roll-up of appropriations
for a designated agency. This is a unique five-digit number followed
by a “C” that has been assigned to an agency. The “C” indicates that
this Approp code is a consolidating level for the appropriation.
System security limits the drop-down box menu to those Approp
codes that the user may access.



Serial Number Box

Description

Stage
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If this is a new budget form, an Approp code must be selected on
the Data Attribute Selection Screen.

If an Approp code is selected and budget forms have previously
been created, the Serial Number drop-down box displays the
budget forms for that Approp code. Selecting an Approp code
narrows the selections within the Serial Number drop-down box. To
view all budget forms for an Approp code select the Approp code
and leave the Dec Item and Ag Org selections blank. If the Ag Org
code and/or the Dec Item code are also selected, the budget form
selections are further limited in the Serial Number drop-down box.

If an Approp code is not selected and budget forms have previously
been created, the Serial Number drop-down box displays all budget
forms that have been created.

Each budget form created by a user contains a serial number. If this
is the initial entry of the budget form, select “New”. This will be the
last choice listed in the drop-down box.

If a budget form has previously been created, select the applicable
budget form by selecting the Serial Number and name in the drop-
down box. The drop-down listing includes budget forms that have
been created by all users. Serial numbers are arranged numerically
followed by the Description name.

If the Dec Item, Ag Org or Approp fields were not selected on the
Data Attribute Selection Screen, these fields will default to the
applicable codes once the budget form is selected.

If this is a new budget form, enter a description for this budget form.
The description is limited to 30-characters. This should be the same
name used on the Decision Item Information Table. Refer

to Establishing a Decision Item Code for more information. Use the
Dec Item code drop-down box to view the name assigned to the Dec
Item code.

If the budget form has previously been created, the description will
default to the description used when the budget form was created.

Select the code for the appropriate stage of the request or
recommendation being entered. See Budget Preparation Stages for



Priority
Type

Code 1
Code 2
Code 3

Code 4

Purge

Report

OK

Cancel

Budget Form
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a more information regarding the stages. System security limits the

Stages that the user may access.

If the budget form has previously been created, the stage will
default to the last stage that the budget form was saved.

Do not enter data into this field. This field will not be used.
Do not enter data into this field. This field will not be used.
Do not enter data into this field. This field will not be used.
Do not enter data into this field. This field will not be used.
Do not enter data into this field. This field will not be used.
Do not enter data into this field. This field will not be used.

Click on “Purge” to delete a budget form. If amounts appear in the
budget form, the Purge button will not appear on the Data Attribute
Selection Screen. See Purging a Budget Form for more information.

Click on “Report” to view or print the Budget Form Report or the
Audit Trail Listing. A dialogue box will appear with the following
choices:

Form Justification: Not being used.
Objects: Check the box to view the Budget Form Report.
Audit Trail: Check the box to view the Audit Trail Listing.

If both of the last two boxes are checked, both the Budget Form
Report and the Audit Trail listing will appear.

Click on “OK” to advance to the budget form.

Click on “Cancel” to exit from the Data Attribute Selection Screen.
None of the information entered will be saved.
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[ ix Cl-New Decision Item: 107 - DDH Cap. Imp. New DI

Insert| l.'!aletel Move ] Audit i Met Cost -l Apply H Save I Cam:ail

General

[3581001/5811580|

Field Name

Form Header

Insert

Delete

Move

Audit

Drop-Down Box

Definition

Displays the type of budget form, the Serial Number and the
description entered on the Data Attribute Selection Screen.

Used to enter a blank line into the budget form. To add a line to the
budget form, position the hand symbol in the Seq field where the
line is to be inserted and click the “Insert” button. A new line will
appear beneath the line where the hand symbol was positioned.

Used to delete a line from the budget form. To delete a line in the
budget form, position the hand symbol in the Seq field on the line
that needs to be deleted and click on the “Delete” button.

Used to move one line to another location in the budget form. To
move a line, position the hand symbolin the Seq field for the line
that needs to be moved. Scroll to where the line should be moved to
and click on the “Move” button. Then position the hand in the Seq
field where the line is to be inserted and click the Seq field.

Provides user with a review of changes made to the budget form.
Click on the Audit button to display the audit trail listing. The Audit
Trail Listing displays the stage in which the change was made, the
amount of the change, the reason for the change (if entered), the
userid who made the change, and the date and time the change was
made.

Defaults to Net Cost. Provides a choice of Net Cost, Sum Exp, or
Sum Reyv for the budget form. The total line of the budget form will
calculate a total based on what is selected from the drop-down box.
Net Cost or Sum of Expenditures should be selected. Since both
revenues and expenditures are not being used on this budget form,
Net Cost and Sum of Expenditures will result in the same total being
displayed on the budget form.



Apply

Save

Cancel

Seq

Dec Item

Ag Org
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Saves the entries made in the budget form without closing it. Click
on the Apply button to save the changes. A Reason for Change box
appears where the reason for change may be entered. A reason is
not required to save the changes. If areason is entered, the reason
will appear on the Audit Trail Listing. Click on OK to close the box
with or without a reason for the change. The budget form remains
open. The Reason for Change box will not appear the first time the
budget form is saved.

Saves and closes the budget form. Click on the Save button to save
the budget form. A Reason for Change box appears where the
reason for change may be entered. A reason is not required to save
the changes. If a reason is entered, the reason will appear on the
Audit Trail Listing. Click on OK to close the box with or without a
reason for the change. The budget form will then be closed. The
Reason for Change box will not appear the first time the budget form
is saved.

Closes the budget form without saving changes. Click on the
Cancel button to close the form. A dialogue box will appear
displaying “Discard changes?”. Click on “No” to remain in the
budget form. Click on “Yes” to discard the changes. Although the
changes are not saved, the budget form will still exist. See Purging a
Budget Form to delete the budget form.

Displays a sequential number for each line on the budget form.

Displays the Dec Item code selected on the Data Attribute
Selection Screen. This number automatically will appear on each
line inserted in the budget form. Separate budget forms are required
for each decision item code.

Select the code for the appropriate Ag Org from the drop-down box.
The Ag Orgs shown in the drop-down table report to the
consolidating agency selected on the Data Attribute Selection
Screen. The first three digits of the Ag Org code are the capital
improvement agency code and the following four digits are the
organization code.



Fund

Ag Org

Fund

Approp

Object

Job Class

CI1 Load Amt
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Select the code for the appropriate fund from the drop-down box.
The funds are organized in the following order: general revenue,
federal, and other funds.

Select the code for the appropriate Ag Org from the drop-down box.
The Ag Orgs shown in the drop-down table report to the
consolidating agency selected on the Data Attribute Selection
Screen. The first three digits of the Ag Org code are the capital
improvement agency code and the following four digits are the
organization code.

Select the code for the appropriate fund from the drop-down box.
The funds are organized in the following order: general revenue,
federal, and other funds.

When saving the budget form, an edit will verify that the
combination for the Fund codes and the Approp codes are valid.
Errors must be corrected before the budget form can be saved.

Select the code for the applicable Approp unit code from the drop-
down box. The Approp unit codes displayed in the drop-down menu
report to the consolidating agency Approp code that was selected
on the Data Attribute Selection Screen.

When saving the budget form, an edit will verify that the
combination for the Approp codes and Fund codes are valid. Errors
must be corrected before the budget form can be saved.

Select the code for the applicable budget object class from the
drop-down box.

Defaults to zero. If the salaries and wages budget object class and
FTE are being requested or recommended, a selection of a job class
is required. Select the code for the applicable job class from the
drop-down box. The job classes are organized alphabetically by
UCP titles and then alphabetically by Department for Non-UCP
titles.

Displays the amount interfaced from the Cl Access database for
Year 1. If amounts are not displayed in this column, the data was
not interfaced from the Cl Access database.



CI1 Load FTE

ClI2 Load Amt

Cl2 Load FTE

Amount Yr 1

FTE Yr 1

Amount Yr 2

Page |15

Displays the full-time equivalent staff interfaced from the Cl Access
database for Year 1. If amounts are not displayed in this column, the
data was not interfaced from the Cl Access database.

Displays the amount interfaced from the Cl Access database for
Year 2. If amounts are not displayed in this column, the data was
not interfaced from the Cl Access database.

Displays the full-time equivalent staff interfaced from the Cl Access
database for Year 2. If amounts are not displayed in this column, the
data was not interfaced from the Cl Access database.

SIf amounts are displayed in the CI1 Load Amt column, enter the
increase or decrease amount for the item being requested or
recommended for Year 1 of the biennial. Do not enter cents.

If amounts are not displayed in the ClI1 Load Amt column, enter the
total amount being requested or recommended for Year 1 of the
biennial. Do not enter cents.

If full-time equivalent staff are displayed in the CI1 Load FTE
column, enter the increase or decrease in the number of full-time
equivalent staff being requested or recommended for Year 1 of the
biennial. Do not enter cents.

If amounts are not displayed in the CI1 Load FTE column, enter the
total number of full-time equivalent staff being requested or
recommended for Year 1 of the biennial.

After leaving the field, the number is displayed as a whole number.
However, itis recorded in the database and in reports as it was
entered. Click on the field to display the decimals.

If amounts are displayed in the Cl2 Load Amt column, enter the
increase or decrease amount for the item being requested or
recommended for Year 2 of the biennial. Do not enter cents.

If amounts are not displayed in the Cl2 Load Amt column, enter the
total amount being requested or recommended for Year 2 of the
biennial. Do not enter cents.
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If full-time equivalent staff are displayed in the Cl2 Load FTE
column, enter the increase or decrease in the number of full-time
equivalent staff being requested or recommended for Year 2 of the
biennial. Do not enter cents.

If amounts are not displayed in the CI2 Load FTE column, enter the

FTEYr2 . . .
total number of full-time equivalent staff being requested or
recommended for Year 2 of the biennial.
After leaving the field, the number is displayed as a whole number.
However, it is recorded in the database and in reports as it was
entered. Click on the field to display the decimals.

Justify Used to enter optional information.
Displays the total for the budget form.
Subtotals may be displayed for each of the data attributes — Dec
Iltem, Ag Org, Fund, Approp, Object and Job Class codes. These

. subtotals are displayed by clicking on the data attribute field name
Total Line

at the top of the column for which a subtotal is needed. Subtotals
will appear at each change in the codes for that data attribute.

To reorder the data to its original input order, click on the Seq field
name.

Cl-Reappropriation Item Budget Form

Purpose

This budget form is used to request and recommend funding for capital improvement
reappropriation decision items.

Coding Instructions
Field Name Definition

From the BRASS menu screen, select “Budget Forms” or click on
Budget Form the Forms icon from the tool bar. Open a “Cl-Reappropriation”
Selection Screen budget form by highlighting it and clicking the OK button. Or, double
click on the form name.

Data Attributes Selection Screen
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ita Cl-Reappropnations B |

Purge anll Heport i 0K Cancel |
1

Decltemi5011002 R ... 5

AgOrg§110000C

Appmp%ﬁlﬁl’IDDC Descriptionj_egislature Cap. Imp
Stage WK ~| ()
Pooity |l - I
Code 1§ x| Code2] |
Code 3] [x]  Code 4] | 1=l

Field Name Definition

Dec Item

Select the appropriate Dec Item code from the drop-down box. Pre-
assigned Dec Item codes will appear in the drop-down box. Dec
Item codes will be specific to each agency. All reappropriation
capital improvement budget Dec Item codes will start with the
number “4” followed by the three-digit capital improvement agency
code and a three-digit sequential number. Refer to Establishing a
Decision Item Code for more information. System security limits the
drop-down box menu to those Dec Item codes that the user may
access.

If this is a new budget form, a Dec Item code must be selected on
the Data Attribute Selection Screen.

If the Dec Item code is selected and budget forms have previously
been created, the Serial Number drop-down box displays all the
budget forms for the Dec Item code. Selecting a Dec Iltem code
narrows the selections within the Serial Number drop-down box. To
view all budget forms for a Dec Item code, select the Dec Item code
and leave the Ag Org and Approp selections blank. If the Ag Org
code and/or the Approp code are also selected, the budget form
selections are further limited in the Serial Number drop-down box.

If a Dec Item code is not selected and budget forms have previously
been created, the Serial Number drop-down box displays all the
budget forms that have been created.



Ag Org

Approp
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Select the appropriate Ag Org code from the drop-down box. The Ag
Org codes displayed in the drop-down menu are at the
consolidating level for the agency. These Ag Org codes include the
three-digit capital improvement agency number followed by four
zeros and a “C”. The “C” indicates that this Ag Org code is a
consolidating organization. System security limits the drop-down
box menu to those Ag Org codes that the user can access.

If this is a new budget form, an Ag Org code must be selected on the
Data Attribute Selection Screen.

If an Ag Org code is selected and budget forms have previously been
created, the Serial Number drop-down box displays all the budget
forms for the Ag Org code. Selecting an Ag Org code narrows the
selections within the Serial Number drop-down box. To view all
budget forms for an agency, select the Ag Org code and leave the
Dec Item and Approp selections blank. If the Dec Item code and/or
the Approp code are also selected, the budget form selections are
further limited in the Serial Number drop-down box.

If an Ag Org code is not selected and budget forms have previously
been created, the Serial Number drop-down box displays all the
budget forms that have been created.

Select the applicable consolidating Approp code to which the Dec
Item will report from the drop-down box. The Approp codes
displayed in the drop-down menu are the roll-up of appropriations
for a designated agency. This is a unique five-digit number followed
by a “C” that has been assigned to an agency. The “C” indicates that
this Approp code is a consolidating level for the appropriation.
System security limits the drop-down box menu to those Approp
codes that the user may access.

If this is a new budget form, an Approp code must be selected on
the Data Attribute Selection Screen.

If an Approp code is selected and budget forms have previously
been created, the Serial Number drop-down box displays the
budget forms for that Approp code. Selecting an Approp code
narrows the selections within the Serial Number drop-down box. To
view all budget forms for an Approp code select the Approp code



Serial Number Box

Description

Stage

Priority
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and leave the Dec Item and Ag Org selections blank. If the Ag Org
code and/or the Dec Item code are also selected, the budget form
selections are further limited in the Serial Number drop-down box.

If an Approp code is not selected and budget forms have previously
been created, the Serial Number drop-down box displays all budget
forms that have been created.

Each budget form created by a user contains a serial number. If this
is the initial entry of the budget form, select “New”. This will be the
last choice listed in the drop-down box.

If a budget form has previously been created, select the applicable
budget form by selecting the Serial Number and name in the drop-
down box. The drop-down listing includes budget forms that have
been created by all users. Serial numbers are arranged numerically
followed by the Description name.

If the Dec Item, Ag Org or Approp fields were not selected on the
Data Attribute Selection Screen, these fields will default to the
applicable codes once the budget form is selected.

If this is a new budget form, enter a description for this budget form.
The description is limited to 30-characters. This should be the same
name used on the Decision Item Information Table. Refer

to Establishing a Decision Item Code for more information. Use the
Dec Item code drop-down box to view the name assighed to the Dec
Item code.

If the budget form has previously been created, the description will
default to the description used when the budget form was created.

Select the code for the appropriate stage of the request or
recommendation being entered. See Budget Preparation Stages for
a more information regarding the stages. System security limits the
Stages that the user may access.

If the budget form has previously been created, the stage will
default to the last stage that the budget form was saved.

Do not enter data into this field. This field will not be used.



Type

Code 1
Code 2
Code 3

Code 4

Purge

Report

OK

Cancel

Budget Form
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Do not enter data into this field. This field will not be used.
Do not enter data into this field. This field will not be used.
Do not enter data into this field. This field will not be used.
Do not enter data into this field. This field will not be used.
Do not enter data into this field. This field will not be used.

Click on “Purge” to delete a budget form. If amounts appear in the
budget form, the Purge button will not appear on the Data Attribute
Selection Screen. See Purging a Budget Form for more information.

Click on “Report” to view or print the Budget Form Report or the
Audit Trail Listing. A dialogue box will appear with the following
choices:

Form Justification: Not being used.
Objects: Check the box to view the Budget Form Report.
Audit Trail: Check the box to view the Audit Trail Listing.

If both of the last two boxes are checked, both the Budget Form
Report and the Audit Trail listing will appear.

Click on “OK” to advance to the budget form.

Click on “Cancel” to exit from the Data Attribute Selection Screen.
None of the information entered will be saved.

sis CI-Reappropnations: 101 - Legislature Cap. Imp
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Field Name

Definition



Form Header
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Delete
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Audit

Drop-Down Box

Apply
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Displays the type of budget form, the Serial Number and the
description entered on the Data Attribute Selection Screen.

Used to enter a blank line into the budget form. To add a line to the
budget form, position the hand symbol in the Seq field where the
line is to be inserted and click the “Insert” button. A new line will
appear beneath the line where the hand symbol was positioned.

Used to delete a line from the budget form. To delete a line in the
budget form, position the hand symbol in the Seq field on the line
that needs to be deleted and click on the “Delete” button.

Used to move one line to another location in the budget form. To
move a line, position the hand symbol in the Seq field for the line
that needs to be moved. Scroll to where the line should be moved to
and click on the “Move” button. Then position the hand in the Seq
field where the line is to be inserted and click the Seq field.

Provides user with a review of changes made to the budget form.
Click on the Audit button to display the audit trail listing. The Audit
Trail Listing displays the stage in which the change was made, the
amount of the change, the reason for the change (if entered), the
userid who made the change, and the date and time the change was
made.

Defaults to Net Cost. Provides a choice of Net Cost, Sum Exp, or
Sum Rev for the budget form. The total line of the budget form will
calculate a total based on what is selected from the drop-down box.
Net Cost or Sum of Expenditures should be selected. Since both
revenues and expenditures are not being used on this budget form,
Net Cost and Sum of Expenditures will result in the same total being
displayed on the budget form.

Saves the entries made in the budget form without closing it. Click
on the Apply button to save the changes. A Reason for Change box
appears where the reason for change may be entered. Areason is
not required to save the changes. If a reason is entered, the reason
will appear on the Audit Trail Listing. Click on OK to close the box
with or without a reason for the change. The budget form remains



Save

Cancel

Seq

Dec Item

Ag Org

Fund
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open. The Reason for Change box will not appear the first time the
budget form is saved.

Saves and closes the budget form. Click on the Save button to save
the budget form. A Reason for Change box appears where the
reason for change may be entered. A reason is not required to save
the changes. If areason is entered, the reason will appear on the
Audit Trail Listing. Click on OK to close the box with or without a
reason for the change. The budget form will then be closed. The
Reason for Change box will not appear the first time the budget form
is saved.

Closes the budget form without saving changes. Click on the
Cancel button to close the form. A dialogue box will appear
displaying “Discard changes?”. Click on “No” to remain in the
budget form. Click on “Yes” to discard the changes. Although the
changes are not saved, the budget form will still exist. See Purging a
Budget Form to delete the budget form.

Displays a sequential number for each line on the budget form.

Displays the Dec Item code selected on the Data Attribute
Selection Screen. This number automatically will appear on each
line inserted in the budget form. Separate budget forms are required
for each decision item code.

Select the code for the appropriate Ag Org from the drop-down box.
The Ag Orgs shown in the drop-down table report to the
consolidating agency selected on the Data Attribute Selection
Screen. The first three digits of the Ag Org code are the capital
improvement agency code and the following four digits are the
organization code.

Select the code for the appropriate fund from the drop-down box.
The funds are organized in the following order: general revenue,
federal, and other funds.

When saving the budget form, an edit will verify that the
combination for the Fund codes and the Approp codes are valid.
Errors must be corrected before the budget form can be saved.



Approp

Object

Job Class

Amount

FTE

Justify

Total Line

Page |23

Select the code for the applicable Approp unit code from the drop-
down box. The Approp unit codes displayed in the drop-down menu
report to the consolidating agency Approp code that was selected
on the Data Attribute Selection Screen.

When saving the budget form, an edit will verify that the
combination for the Approp codes and Fund codes are valid. Errors
must be corrected before the budget form can be saved.

Select the code for the applicable budget object class from the
drop-down box.

Defaults to zero. If the salaries and wages budget object class and
FTE are being requested or recommended, a selection of a job class
is required. Select the code for the applicable job class from the
drop-down box. The job classes are organized alphabetically by
UCP titles and then alphabetically by Department for Non-UCP
titles.

Enter the total amount being requested or recommended for this
line. Do not enter cents.

Enter the number of full-time equivalent staff being requested or
recommended for this line. After leaving the field, the number is
displayed as a whole number. However, it is recorded in the
database and in reports as it was entered. Click on the field to
display the decimals.

Used to enter optional information.

Displays the total for the budget form.

Subtotals may be displayed for each of the data attributes — Dec
Item, Ag Org, Fund, Approp, Object and Job Class codes. These
subtotals are displayed by clicking on the data attribute field name
at the top of the column for which a subtotal is needed. Subtotals
will appear at each change in the codes for that data attribute.

To reorder the data to its original input order, click on the Seq field
name



Page |24

Cl Supplemental Budget Form

Purpose

This budget form is used to request and recommend supplemental funding for capital

improvement decision items.

Coding Instructions

Field Name

Budget Form
Selection Screen

Definition

From the BRASS menu screen, select “Budget Forms” or click on
the Forms icon from the tool bar. Open a “Cl-Supplemental” budget
form by highlighting it and clicking the OK button. Or, double click
on the form name.

Data Attributes Selection Screen

iin Cl-Supplemental

Purge Form | Report ]34 Cancel |
Declt 501001 :
- BmP Senal Number| g7 - Education Capital Imp. :]J
AgOrgf5010000C
Appropf0100C Description{Education Capital Imp.
Stage[EWM-] ()
Priotity]  ||=l - N
Code 1] |[x] Code 2] | =1
Code 3] [[x] Code 4] [ =1
Field Name Definition

Dec Item

Select the appropriate Dec Item code from the drop-down box. Pre-
assigned Dec Item codes will appear in the drop-down box. Dec
Item codes will be specific to each agency. All supplemental capital
improvement budget Dec Item codes will start with the number “2”
followed by the three-digit capital improvement agency code and a
three-digit sequential number. Refer to Establishing a Decision Item
Code for more information. System security limits the drop-down
box menu to those Dec lItem codes that the user may access.



Ag Org
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If this is a new budget form, a Dec Item code must be selected on
the Data Attribute Selection Screen.

If the Dec Item code is selected and budget forms have previously
been created, the Serial Number drop-down box displays all the
budget forms for the Dec Item code. Selecting a Dec Item code
narrows the selections within the Serial Number drop-down box. To
view all budget forms for a Dec Item code, select the Dec Item code
and leave the Ag Org and Approp selections blank. If the Ag Org
code and/or the Approp code are also selected, the budget form
selections are further limited in the Serial Number drop-down box.

If a Dec Item code is not selected and budget forms have previously
been created, the Serial Number drop-down box displays all the
budget forms that have been created.

Select the appropriate Ag Org code from the drop-down box. The Ag
Org codes displayed in the drop-down menu are at the
consolidating level for the agency. These Ag Org codes include the
three-digit capital improvement agency number followed by four
zeros and a “C”. The “C” indicates that this Ag Org code is a
consolidating organization. System security limits the drop-down
box menu to those Ag Org codes that the user can access.

If this is a new budget form, an Ag Org code must be selected on the
Data Attribute Selection Screen.

If an Ag Org code is selected and budget forms have previously been
created, the Serial Number drop-down box displays all the budget
forms for the Ag Org code. Selecting an Ag Org code narrows the
selections within the Serial Number drop-down box. To view all
budget forms for an agency, select the Ag Org code and leave the
Dec Item and Approp selections blank. If the Dec Item code and/or
the Approp code are also selected, the budget form selections are
further limited in the Serial Number drop-down box.

If an Ag Org code is not selected and budget forms have previously
been created, the Serial Number drop-down box displays all the
budget forms that have been created.



Approp

Serial Number Box

Description
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Select the applicable consolidating Approp code to which the Dec
Item will report from the drop-down box. The Approp codes
displayed in the drop-down menu are the roll-up of appropriations
for a designated agency. This is a unique five-digit number followed
by a “C” that has been assighed to an agency. The “C” indicates that
this Approp code is a consolidating level for the appropriation.
System security limits the drop-down box menu to those Approp
codes that the user may access.

If this is a new budget form, an Approp code must be selected on
the Data Attribute Selection Screen.

If an Approp code is selected and budget forms have previously
been created, the Serial Number drop-down box displays the
budget forms for that Approp code. Selecting an Approp code
narrows the selections within the Serial Number drop-down box. To
view all budget forms for an Approp code select the Approp code
and leave the Dec Item and Ag Org selections blank. If the Ag Org
code and/or the Dec Item code are also selected, the budget form
selections are further limited in the Serial Number drop-down box.

If an Approp code is not selected and budget forms have previously
been created, the Serial Number drop-down box displays all budget
forms that have been created.

Each budget form created by a user contains a serial number. If this
is the initial entry of the budget form, select “New”. This will be the
last choice listed in the drop-down box.

If a budget form has previously been created, select the applicable
budget form by selecting the Serial Number and name in the drop-
down box. The drop-down listing includes budget forms that have
been created by all users. Serial numbers are arranged numerically
followed by the Description name.

If the Dec Item, Ag Org or Approp fields were not selected on the
Data Attribute Selection Screen, these fields will default to the
applicable codes once the budget form is selected.

If this is a new budget form, enter a description for this budget form.
The description is limited to 30-characters. This should be the same
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name used on the Decision Item Information Table. Refer

to Establishing a Decision Item Code for more information. Use the
Dec Item code drop-down box to view the name assigned to the Dec
Item code.

If the budget form has previously been created, the description will
default to the description used when the budget form was created.

Select the code for the appropriate stage of the request or
recommendation being entered. See Budget Preparation Stages for
a more information regarding the stages. System security limits the

Stage Stages that the user may access.
If the budget form has previously been created, the stage will
default to the last stage that the budget form was saved.

Priority Do not enter data into this field. This field will not be used.

Type Do not enter data into this field. This field will not be used.

Code 1 Do not enter data into this field. This field will not be used.

Code 2 Do not enter data into this field. This field will not be used.

Code 3 Do not enter data into this field. This field will not be used.

Code 4 Do not enter data into this field. This field will not be used.
Click on “Purge” to delete a budget form. If amounts appear in the

Purge budget form, the Purge button will not appear on the Data Attribute
Selection Screen. See Purging a Budget Form for more information.
Click on “Report” to view or print the Budget Form Report or the
Audit Trail Listing. A dialogue box will appear with the following
choices:
Form Justification: Not being used.

Report

Objects: Check the box to view the Budget Form Report.2
Audit Trail: Check the box to view the Audit Trail Listing.

If both of the last two boxes are checked, both the Budget Form
Report and the Audit Trail listing will appear.
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OK Click on “OK” to advance to the budget form.

c l Click on “Cancel” to exit from the Data Attribute Selection Screen.
ance
None of the information entered will be saved.

Budget Form

sis Cl-Supplemental: 87 - Educabion Capital Imp.

!nsertl Q&Iatul I!WBI A_u:litl |Net Cost vl Apply Save Cancel

General

2~ 12501001

Field Name Definition

Displays the type of budget form, the Serial Number and the

Form Header T . .
description entered on the Data Attribute Selection Screen.

Used to enter a blank line into the budget form. To add a line to the
Insert budget form, position the hand symbol in the Seq field where the

line is to be inserted and click the “Insert” button. A new line will

appear beneath the line where the hand symbol was positioned.

Used to delete a line from the budget form. To delete a line in the
Delete budget form, position the hand symbol in the Seq field on the line
that needs to be deleted and click on the “Delete” button.

Used to move one line to another location in the budget form. To
move a line, position the hand symbol in the Seq field for the line

Move that needs to be moved. Scroll to where the line should be moved to
and click on the “Move” button. Then position the hand in the Seq
field where the line is to be inserted and click the Seq field.

Provides user with a review of changes made to the budget form.
Click on the Audit button to display the audit trail listing. The Audit
Trail Listing displays the stage in which the change was made, the
amount of the change, the reason for the change (if entered), the
userid who made the change, and the date and time the change was

Audit

made.



Audit

Drop-Down Box

Apply

Save

Cancel
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Provides user with a review of changes made to the budget form.
Click on the Audit button to display the audit trail listing. The Audit
Trail Listing displays the stage in which the change was made, the
amount of the change, the reason for the change (if entered), the
userid who made the change, and the date and time the change was
made.

Defaults to Net Cost. Provides a choice of Net Cost, Sum Exp, or
Sum Rev for the budget form. The total line of the budget form will
calculate a total based on what is selected from the drop-down box.
Net Cost or Sum of Expenditures should be selected. Since both
revenues and expenditures are not being used on this budget form,
Net Cost and Sum of Expenditures will result in the same total being
displayed on the budget form.

Saves the entries made in the budget form without closing it. Click
on the Apply button to save the changes. A Reason for Change box
appears where the reason for change may be entered. Areason is
not required to save the changes. If a reason is entered, the reason
will appear on the Audit Trail Listing. Click on OK to close the box
with or without a reason for the change. The budget form remains
open. The Reason for Change box will not appear the first time the
budget form is saved.

Saves and closes the budget form. Click on the Save button to save
the budget form. A Reason for Change box appears where the
reason for change may be entered. A reason is not required to save
the changes. If a reason is entered, the reason will appear on the
Audit Trail Listing. Click on OK to close the box with or without a
reason for the change. The budget form will then be closed. The
Reason for Change box will not appear the first time the budget form
is saved.

Closes the budget form without saving changes. Click on the
Cancel button to close the form. A dialogue box will appear
displaying “Discard changes?”. Click on “No” to remain in the
budget form. Click on “Yes” to discard the changes. Although the
changes are not saved, the budget form will still exist. See Purging a
Budget Form to delete the budget form.



Seq

Dec Item

Ag Org

Fund

Approp

Object

Job Class

Page |30

Displays a sequential number for each line on the budget form.

Displays the Dec Item code selected on the Data Attribute
Selection Screen. This number automatically will appear on each
line inserted in the budget form. Separate budget forms are required
for each decision item code.

Select the code for the appropriate Ag Org from the drop-down box.
The Ag Orgs shown in the drop-down table report to the
consolidating agency selected on the Data Attribute Selection
Screen. The first three digits of the Ag Org code are the capital
improvement agency code and the following four digits are the
organization code.

Select the code for the appropriate fund from the drop-down box.
The funds are organized in the following order: general revenue,
federal, and other funds.

When saving the budget form, an edit will verify that the
combination for the Fund codes and the Approp codes are valid.
Errors must be corrected before the budget form can be saved.

Select the code for the applicable Approp unit code from the drop-
down box. The Approp unit codes displayed in the drop-down menu
report to the consolidating agency Approp code that was selected
on the Data Attribute Selection Screen.

When saving the budget form, an edit will verify that the
combination for the Approp codes and Fund codes are valid. Errors
must be corrected before the budget form can be saved.

Select the code for the applicable budget object class from the
drop-down box.

Defaults to zero. If the salaries and wages budget object class and
FTE are being requested or recommended, a selection of a job class
is required. Select the code for the applicable job class from the
drop-down box. The job classes are organized alphabetically by
UCP titles and then alphabetically by Department for Non-UCP
titles.



Amount

FTE

Release Reserve

Justify

Total Line
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Enter the total amount being requested or recommended for this
line. Do not enter cents.

Enter the number of full-time equivalent staff being requested or
recommended for this line. After leaving the field, the number is
displayed as a whole number. However, it is recorded in the
database and in reports as it was entered. Click on the field to
display the decimals.

Leave Blank. The Division of Budget and Planning uses this field to
enter recommendations for the release of Governor's reserve.

Used to enter optional information.

Displays the total for the budget form.

Subtotals may be displayed for each of the data attributes — Dec
Item, Ag Org, Fund, Approp, Object and Job Class codes. These
subtotals are displayed by clicking on the data attribute field name
at the top of the column for which a subtotal is needed. Subtotals
will appear at each change in the codes for that data attribute.

To reorder the data to its original input order, click on the Seq field
name.

Creating a Spreadsheet View

Purpose

Spreadsheet views provide a reporting mechanism for budget analysis and preparation.
The following provides instructions to create or edit a user defined spreadsheet view. Users

may only create or edit their own spreadsheet views.

Coding Instructions

View Selection and Display Screen

««' Yiew Selection and Dizplay M=l E

L) | Cancel |

Yiewy Name:l

j ™ Show Public



Field Name
View Selection and
Display Screen

New View

OK

Cancel

View Name

Show Public

Edit View
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Definition

From the BRASS menu screen, select “Spreadsheet Views” or click
on the Views icon from the tool bar.

Click on “New View” to create a new spreadsheet view. Enter a
name for the new spreadsheet view. Click on “OK” to proceed to the
next screen. Click on “Cancel” to exit from the New Name Screen.

Click on “OK” to open an existing spreadsheet view.

Click on “Cancel” to exit from the View Selection and Display
Screen.

To edit an existing view, select the applicable spreadsheet view from
the drop-down box. Users may only edit their own spreadsheet
views.

Check “Show Public” to see Public Views created by the System
Administrator. Users may not edit Public Views.

wiv Edit Spread Sheet Yiew

Delete | Copy | Defaults New Model Save | Cancell
Wiew Name:  [Spreadsheet Wiew Fant Size:l ’IEIE Zera Blank

Line Selections

Column Width: [750[] Report Yiew [

A0 Ex PS 140 180

Column Selections

PY2BGFTE PY2ACTFTE =
PY1BGFTE PY1ACTFTE

[

SE?"E: I Dec.fi B Foreground |Black =] [Black =l
Rounding: [1_ |~ Meg.: (123) [~] Background | Gray =] [white L~

Comrma ¥ ARl Headings Body

Test Values |

Eeru:l Megative
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Field Name Definition
Delete Click on “Delete” to delete a spreadsheet view.

Click on “Copy” to copy an existing spreadsheet view. Enter a name
Copy for the new spreadsheet view. Click on “OK” to proceed to the next
screen. Click on “Cancel” to exit from the New Name Screen.

Click on “Default” to reset colors, scaling, rounding, font size, and

Default ]
column width to Default values.
Click on “New Model” to create a model. See Creating a
New Model . .
Spreadsheet Model for more information.
Save Click on “Save” to save the spreadsheet definitions.
c l Click on “Cancel” to exit from the Edit View screen without saving
ance
changes.
View Name Displays the name of the spreadsheet view.
. Defaults to 10-point font. For larger or small font size, select a font
Font Size .
size from 6 to 30.
Defaults to 750. For narrower or wider columns, select a column
. size from 100 to 995. Default column width of 750 accommodates a
Column Width . ) .
value of 99,999,999 with a font size of 10. Each additional character
with a font size of 10 requires the width to be increased by about 85.
Default is blank. Select the Zero Blank box to suppress lines that
Zero Blank .
contain zeros.
Default is blank. Select the Report View box to display the
spreadsheet view as a report. Report Views display the long column
Report View name and the sectioned data is presented consecutively below
each other. Standard Views display the short column names and
sectioned data is presented with tabs.
Select the lines to be include in the spreadsheet view. One code, a
Line Selections series of codes or a range of codes may be selected. To include a

range of codes, select the first code followed by a dash (-) and then



Column Selections

Numbers
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select the last code to be included in the range from the drop-down
box.

Note that both posting objects and summary objects may be
selected. This allows summary objects to be used to simulate
subtotals and/or totals. Be carefully to choose the applicable
posting objects when using summary objects to simulate subtotals
and/or totals. Failure to include all the applicable posting objects
will result in the subtotals and/or totals to be misstated.

If a user creates a tabbed spreadsheet view with only one object,
the spreadsheet view will automatically transpose the tabs and
lines of the spreadsheet view. This produces a report view having
one tab of the singular object and multiple lines corresponding to
the tabbed selections.

To add a heading for sections in a spreadsheet view, type a space,
followed by two explanation points (!!) and another space into the
Line Selections box where the heading is to appear. In report views,
this will clearly distinguish when the data for one section ends and
the data for another begins.

To insert a blank line, type a space, followed by a single explanation
point (!) and then a space into the Line Selections box where a blank
line is to appear.

To create a custom header, type a space, followed by a single
explanation point (!) and then the text header into the Line
Selections box where the heading is to appear. Do not type a space
after the explanation point (!). Multiple words in the header text
must be joined with an underscore (_) which will not appear in the
spreadsheet view.

Select the columns to be included in the spreadsheet view. One
column, a series of columns or a range of columns may be
selected. To include a range of codes, select the first code followed
by a dash (-) and then select the last code to be included in the
range.

This box allows the user to determine how the numeric data is
displayed in the spreadsheet view.



Numbers: Scale

Numbers: Rounding

Numeric: Comma

Numeric: Dec

Numeric: Neg

Numeric: Test Values

Colors

Headings

Colors: Headings
Foreground

Colors: Headings
Background
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Defaults to 1. To scale the values displayed on the spreadsheet
view, select one of the options from the drop-down box. Scaling will
multiply the values by the value selected in the Scale box. For
example, scaling to .01 will change 12,345 to 123.

If scaling numbers, the number of decimal places displayed may
need to be adjusted.

Defaults to 1 (no rounding). To round the values displayed on the
spreadsheet view, select one of the options from the drop-down
box.

If rounding numbers, the number of decimal places displayed may
need to be adjusted.

Defaults to display commas (box is marked with an X). If the box is
blank, commas will not be displayed on the spreadsheet view.

Defaults to 0. To include values with decimals in the spreadsheet
view, select one of the options from the drop-down box.

Defaults to (123). To change how negative numbers are display in
the spreadsheet view, select one of the options from the drop-down
box.

Click on “Test Values” to display the selected numeric formatting.

This box allows the user to determine how colors are displayed in
the spreadsheet view.

Headings refer to the area containing line and column selections of
the spreadsheet view.

Defaults to black. To change the color of the text for lines and
columns, select one of the options from the drop-down box.

Defaults to gray. To change the color of the background for lines and
columns, select one of the options from the drop-down box.

If the spreadsheet view is going to be printed directly, laser printers
will shade the background gray. Users may want to change the
background to white for views that will be printed.



Body

Colors: Body
Foreground

Colors: Body
Background

Negative

Creating Models

Purpose
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Body refers to the numeric data portion of the spreadsheet view.

Defaults to black. To change the color of the numeric values, select
one of the options from the drop-down box.

Defaults to white. To change the color of the background for
numeric values, select one of the options from the drop-down box.

Defaults to red. To change the color for negative values, select one
of the options from the drop-down box.

Spreadsheet views provide a reporting mechanism for budget analysis and preparation.
Within spreadsheet views, a modeling language is available to analyze the impacts of
budget changes, inflation or other impacts to the budget. Models are attached to a specific

view and are executed whenever a view is executed. Models use the lines and columns
specified in the Edit View Coding Instructions screen. The set-up of the spreadsheet view

must include any columns or lines needed for the model.

The following provides instructions to create or edit models in a spreadsheet view. Users

may only create or edit models in their own spreadsheet views.

Coding Instructions

Edit View



PY2BGFTE PY2ZACTFTE
PY1BGFTE PY1ACTFTE

Field Name Definition

Click on “New Model” to create a model. If a model currently exists
in the spreadsheet view, click on “Edit Model” to edit the model.

New Model

Edit Model
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siv Edit Model: Spreadzhest Yiew
Insert | Delete | Move | Save Cancel |
(oLine 1. [ col | JwoORK
| =| Col |JPY2BGFTE | - 1] Col [|PY2ACTFTE =
I I I I I I Allocate
Ask
Fanie
Spread
ST
4 | ;
Field Name Definition
Used to enter a blank modeling line. To add a line, position the hand
symbol next to the Line # where the line is to be inserted and click
Insert the “Insert” button. A new line will appear beneath the line where
the hand symbol was positioned. Model commands are executed in
sequential order.
Used to delete a modeling line. To delete a line, position the hand
Delete symbol next to the Line # for the line that needs to be deleted and
click on the “Delete” button.
Used to move one line to another location. To move a line, position
M the hand symbol next to the Line # that needs to be moved and click
ove
on the “Move” button. Then position the hand next to the Line #
where the line is to be inserted and right click the mouse.
s Saves and closes the Edit Model screen. Click on the Save button to
ave
save models.
Cancel Closes the Edit Model screen without saving changes.
Model Setup

Line # Type

Field



Command

Field Name

Type

Field

Function

Type

Type
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Field Function Type Field
Field Function Type Field
Definition

The Type box describes what is included in the Field box
immediately following it. A drop-down box displays the valid
selections. The available Types include:

e Cell

e Col(Column)

e Line

e Parm (Parameter)

e Value

The Field box contains the line, column, cell reference, parameters
or values that will be used in the execution of the model. Drop-down
boxes are not available so users must type the code or value
directly into the Field box.

If the code for the line or column code is not known, refer to the Edit
View Screen and select the drop-down box for the line or column
selections. This provides a listing of line and column codes. Ranges
of lines or columns may be specified. To include a range of codes,
select the first code followed by a dash (-) and then select the last
code to be included in the range.

Cell references identify a specific cell. The line code followed by a
dash (-) and then the column code must be entered. Values can be
positive or negative numbers.

The Function box provides the mathematical functions available for
modeling. A drop-down box displays the valid selections. The
available Functions include:

o /(divide)
e *(multiple)

o +(add)
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e - (subtract)

The Command box maintains an assortment of modeling
commands. Model commands are executed in sequential order.
Several workspace columns and lines have been created for the
results of the model. The workspace columns are called WK1, WK2,

Command WK3, WK4, TOTALAMT, and TOTALFTE. The workspace lines are
called WK1, WK2, WK3, WK4, and TOTAL. Since data in not written
to these columns or lines and the models run in sequential order,
the workspace columns and lines can be used multiple times. See
the following example:

Example

i Edit Model: COLA
insert | Delete |  Move | Save | Cancel |

[SLine 1. I . |

| Width ] p i
T Mm:nli!
[ ASK [Parn JPERCENT sk |
Range i
Lina 3. Eprmi
| ASK [ Parm JAMOUNT
ud Sum

‘—-.—_M ._

v Edit Model: COLA M= E |
Insert | Delete I Move | Save | Cancel ]
Line 4. | Col i -

[ = Col POTREQ [ = JParm [PERCENT = |
N | | ] |

Line 5. | Col a2 MI

| =[ col PTREGFTE [ = JPam JAMOUNT il I
| | | | | ] Ranga |

Line 6. [ Col i —

[ =[ Col i1 | + | Col w2 LI
R B -] 22

] | IC

Available Commands

A drop-down box displays the valid modeling selections or click on the applicable selection
on the right side of the Edit Model screen. The available Commands include:

= (Equal)
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Used to perform calculations.

) Results
Line # Col
column
Column Column
= Col + Col
name name
ALLOCATE

Used to allocate numbers across lines or columns. To use allocate, select the range of
columns (or lines) in which the results of the allocation are to appear. Next, select the
Allocate command and the column (or line) that is to be allocated. Finally, select the range
of columns (or lines) that the distribution is based upon. The following indicates the fields
that must be completed.

) Results
Line # Col
column
Column
Column to be L
ALLOCATE Col Over Col allocationis
allocated
based upon
ASK

Used to input a value during execution of the spreadsheet view when prompted by the
model. An amount and a percent parameter have been established.

Line #

Use amount
ASK Parm

or percent
RANGE

Used to set a range of lines or columns. Both a line or column range may be in effect at the
same time and once set, will remain in effect until a new range for either lines or columns is
specified or the command RANGE = CALL (for all columns) or LALL (for all lines is used).
These commands will reset the range to all lines or columns, which is the default.

Line #

Range of
RANGE Col
columns
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SPREAD

Used to distribute the specified data evenly over a given range. To use spread, select the
range of columns (or lines) in which the results of the allocation are to appear. Next, select
the spread command and the column (or line) that is to be allocated.

. Result
Line # Col
column
Column to
SPREAD Col
be spread
SUM

Used to add a large number of lines or columns together.

. Result
Line # Col
column
Range of
SUM Col
columns
ATTRIBUTE

Used to add color, change lines, columns or cells to bold or italics, change a column width
or the number of decimals displayed in a column. The drop-down box displays the various
attributes that may be selected.

Line # Column
Column>a

Blue If specified
number

D

Decision Item Information Table

Purpose
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The purpose of the decision item information table is to establish the decision item code
that will be used on a budget form. See procedures for Establishing a Decision Item
Code to determine if the Decision Item Information Table needs to be completed.

Coding Instructions

are. Edit Information

Save Cancel |

Decltern: [1350007  |DOA - OPERATING NEW D Access [DOA |
F{ank:h Type:h Agency:lﬁ-’nﬁﬂ_
sMRI:p sMR2:f =1V = TR

Categnry:h PrngTahIeB:h PrngTahIeB:h

Field Name Definition
Dec Item Displays the decision item code.

Defaults to the generic name for the decision item code. Change

the name to a concise description of the decision item. To change

the name, highlight the name and type over the existing name. The

decision item name must be entered using CAPITAL LETTERS. The
Name description is limited to 30-characters.

Do not change the Name on statewide decision item codes (i.e.
core changes, within-grade, statewide pay plan). Statewide decision
item codes can be identified by the word “STATE” in the Access
field.

Displays the security group assigned to the decision item code.
Access Statewide decision item codes can be determined by the word
“STATE” in this field.

Rank Defaults to zero (unassigned). If this is an operating, leasing, capital
improvement or supplemental decision item code, select the rank



Type

Agency

SMR 1

SMR 2
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associated with this decision item code. If this is a reappropriation

decision item code, select zero (unassigned).

For operating decision item codes, Rank 1 will be used for core
requests and Rank 2 will be used for within grade requests.

For leasing decision item codes, Rank 1 will be used for core
requests.

Do not change the Rank on statewide decision item codes (i.e. core

changes, within-grade, statewide pay plan). Statewide decision item

codes can be determined by the word “STATE” in the Access field.

Defaults to zero (unassigned). If this is an operating or supplemental
decision item code, select the description that best describes the
decision item. If none of the selections apply, select zero
(unassigned). If this is a leasing, capital improvement or
reappropriation decision item code, select zero (unassigned).

Do not change the Type on statewide decision item codes (i.e. core

changes, within-grade, statewide pay plan). Statewide decision item
codes can be determined by the word “STATE” in the Access field.

Displays the agency code associated with the decision item code.

Defaults to zero (unassigned). Select the Show-Me Result that is
most strongly associated with the decision item. If none of the
selections apply, select zero (unassigned).

Do not change the SMR 1 on statewide decision item codes (i.e.

core changes, within-grade, statewide pay plan). Statewide decision
item codes can be determined by the word “STATE” in the Access
field.

Defaults to zero (unassigned). Select the Show-Me Result that is the
next most strongly associated with the decision item. If none of the
selections apply, select zero (unassigned).

Do not change the SMR 2 on statewide decision item codes (i.e.

core changes, within-grade, statewide pay plan). Statewide decision
item codes can be determined by the word “STATE” in the Access
field.




SMR 3

Category

Prog Table 8

Prog Table 9

Text Box
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Defaults to zero (unassigned). Select the Show-Me Result that is the
third most strongly associated with the decision item. If none of the
selections apply, select zero (unassigned).

Do not change the SMR 3 on statewide decision item codes (i.e.
core changes, within-grade, statewide pay plan). Statewide decision
item codes can be determined by the word “STATE” in the Access
field.

Defaults to zero (unassigned). Do not change the selection. The
Division of Budget and Planning will use this table after budget
requests have been submitted to categorize decision items
statewide.

Displays a zero. This table is not being used.
Displays a zero. This table is not being used.

Enter a concise explanation of the decision item. The
narrative should be very brief. Hold down the Control key and press
the enter key to start a new line. The text box is limited to 2,000

characters.

Text may be copied and pasted from another application. However,
any special formatting will be lost. To copy text, highlight the area to
be copied. Hold down the Control key and press C. To paste text,
select where the text is to be pasted, hold down the Control key and
press V.

Do not change the Text Box on statewide decision item codes (i.e.
core changes, within-grade, statewide pay plan). Statewide decision
item codes can be determined by the word “STATE” in the Access
field.

Entering Performance Measures

Purpose
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Historical and/or projected values for each performance measure may be entered. System
security limits the users who may enter data for performance measures.

Coding Instructions

s Performance Measures for S0000C

[ Save | [:anl |

Perf Meas.PM Description PM19%6  PM1997 PMI99B  PMI993  PM2000
FMI00007 Missoun Graduation Rate 75,2 75,2 7.3 78.6
PMODOCO2 % with H S. Diploma 795 797 82| CE]
PMODOCOS ADA rate for 212 | 207 502 90.7| LR
FR000004 Yoo Rehab avg weekly gaming 143 154 198 2004

1] I (3 Kl | »
Field Name Definition

Displays the number used in assigning the performance measure to

Perf Meas
the element.
PM Description Displays the name of the performance measure.
Historical and Enter the historical or projected values for each performance

Projected Columns  measure.

Executing a Spreadsheet View

Purpose

Spreadsheet views provide a reporting mechanism for budget preparation and analysis.
The following provides instructions for executing a spreadsheet view. See Creating a
Spreadsheet View to create or edit a user defined spreadsheet view.

Coding Instructions

View Selection and Display Screen
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+ Yiew Selection and Display

K | Cancel |

ey Name:l

j ™ Show Public

Field Name

View Selection and
Display Screen

New View

OK

Cancel

View Name

Show Public

Definition

From the BRASS menu screen, select “Spreadsheet Views” or click
on the Views icon from the tool bar.

Click on “New View to create a new spreadsheet view. See Creating
a Spreadsheet View to create a new spreadsheet view.

Click on “OK” to open an existing spreadsheet view.

Click on “Cancel” to exit from the View Selection and Display
Screen.

Select an existing spreadsheet view from the drop-down box. If
Show Public is also selected, the drop-down box will display public
spreadsheet views created by the System Administrator and any
spreadsheet views created by the user. If Show Public is not
selected, the drop-down box will display spreadsheet views created
by the user.

Check “Show Public” to see Public Views created by the System
Administrator. Users may only edit their own spreadsheet views.

View Selection and Display Screen
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«« ¥iew Selection and Display

Edit Yiew |

DK Cancel |

e N5”’”'33| Coding Instructions

jJ I~ Show Public

= Approp Other
® AL C Org
Table: |01 % Fund C'Job Class
Al
Approp: |
= Sections rDec Item
Appioy @Al C Seles
C Eundl
ec [tem
ClAg
Cl Ory
C Job Class
Level; |’|
Type: [Both [
Field Name Definition
Edit Vie From the BRASS menu screen, select “Spreadsheet Views” or click
it View
on the Views icon from the tool bar.
Click on “Edit” to modify an existing spreadsheet view created by
New View the user. If this is a public spreadsheet view, the Edit selection is not
available. See Creating a Spreadsheet View for more information.
OK Click on “OK” to execute the spreadsheet view.
Click on “Cancel” to exit from the View Selection and Display
Cancel
Screen.
This box allows the user to determine which data elements to
include in the spreadsheet view. Choosing a selection narrows the
data presented in the spreadsheet view. Data displayed in the
Approp

spreadsheet view is limited by a user’s security access. If data is
selected outside a user’s security access, the spreadsheet will be
blank.



Approp: Table

Approp: Approp

Other

Other: All

Other: Ag Org
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Defaults to 01 — Regular Appropriations. If the spreadsheet view is
for the supplemental bill, select the 02 - Supplemental
Appropriations. If the spreadsheet view is for reappropriation bills,
select the 03 — Reappropriations. The Budget Preparation System
Administrator will create the Supplemental Appropriations and the
Reappropriations hierarchy during the Governor’s recommendation
stage of the budget process.

Defaults to the appropriation code last selected for the spreadsheet
view. The drop-down box displays all Approp codes within the user’s
security access, the level for the Approp code, if the Approp code is
consolidating or non-consolidating, and name for the Approp code.

Select the Approp code to be included in the spreadsheet view from
the drop-down box. A consolidating or non-consolidating Approp
code may be selected from the drop-down box. If a consolidating
Approp code is selected, the spreadsheet view will display data for
the consolidating Approp code and all its lower level codes.

When running a public spreadsheet view, it is possible that the
default Approp selection is outside the user’s security access. If the
spreadsheet view is ran, the user will receive an error and the
spreadsheet view must be reopened. To avoid this problem, always
select an Approp code within the user’s security access from the
drop-down box before executing the spreadsheet view.

This box allows the user to determine which data elements to
include in the spreadsheet view. Choosing a selection narrows the
data presented in the spreadsheet view. Data displayed in the
spreadsheet view is limited by a user’s security access. If data is
selected outside a user’s security access, the spreadsheet view will
be blank. Users may limit the spreadsheet view by Ag Org, Fund, or
Job Class.

Defaults to All. The spreadsheet view will aggregate the data for all
the associated Ag Org, Fund and Job Class codes.

If the spreadsheet view should be limited by Ag Org, click on the Ag
Org radio button. A selection box will appear for Ag Org. The drop-
down box displays all Ag Org codes, the level for the Ag Org code, if



Other: Fund

Other: Job Class

Sections
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the Ag Org code is consolidating or non-consolidating, and the
name of the Ag Org code.

Select the Ag Org code to be included in the spreadsheet view from
the drop-down box. A consolidating or non-consolidating Ag Org
code may be selected from the drop-down box. If a consolidating Ag
Org code is selected, the spreadsheet view will display data for the
consolidating Ag Org code and all its lower level codes.

If the spreadsheet view should be limited by Fund, click on the Fund
radio button. A selection box will appear for Fund. The drop-down
box displays all Fund codes, the level for the Fund code, if the Fund
code is consolidating or non-consolidating, and the name of the
Fund code.

Select the Fund code to be included in the spreadsheet view from
the drop-down box. A consolidating or non-consolidating Fund code
may be selected from the drop-down box. If a consolidating Fund
code is selected, the spreadsheet view will display data for the
consolidating Fund code and all its lower level codes.

If the spreadsheet view should be limited by Job Class, click on the
Job Class radio button. A selection box will appear for Job Class.
The drop-down box displays all Job Class codes, the level for the
Job Class code, if the Job Class code is consolidating or non-
consolidating, and the name of the Job Class code.

Select the Job Class code to be included in the spreadsheet view
from the drop-down box. A consolidating or non-consolidating Job
Class code may be selected from the drop-down box. If a
consolidating Job Class code is selected, the spreadsheet view will
display data for the consolidating Job Class code and all its lower
level codes.

This box allows the user to determine how the data elements
included in the spreadsheet view are displayed. Choosing a
selection narrows the data presented in the spreadsheet view. Data
displayed in the spreadsheet view is limited by a user’s security
access. If datais selected outside a user’s security access, the tabs



Sections: None

Sections: Approp

Sections: Fund
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for those selections will be blank on the spreadsheet view. Users
may section data by Approp, Fund, Dec Item, Ag Org, or Job Class.

If this is a public view and a section option is chosen, tabs will
appear on the spreadsheet view for the selected sections. Tabs will
be displayed for every element that the data is sectioned by. If there
is no data for an element, a blank tab will appear. If this is a user
created view and a section option is chosen, the spreadsheet view
may contain tabs or it may be in a report format for the selected
sections. See Creating a View for more information.

Sections should only be used if data is limited for the spreadsheet
view by selecting an option in the Dec Item and Other selections to
filter the data.

Defaults to None. The spreadsheet view will aggregate the data for
all the associated Approp, Fund, Dec Item, Ag Org, or Job Class
codes.

Due to the large amount of data, always select None if the Dec Item
and Other selections are ALL.

If the spreadsheet view should be sectioned by Approp, click on the
Approp radio button. Two selection boxes will appear for Approp.
The Level drop-down box displays the available levels for the
Approp hierarchy. Select a level from the drop-down box. The level
chosen will section the data by that levelin the spreadsheet view.
The Type drop-down box allows users to select if consolidating
codes and/or non-consolidation codes, will be display on the
spreadsheet view. Select a type from the drop down box. The type
chosen will aggregate the data for that choice in the spreadsheet
view.

If the spreadsheet view should be sectioned by Fund, click on the
Fund radio button. Two selection boxes will appear for Fund. The
Level drop-down box displays the available levels for the Fund
hierarchy. Select a level from the drop-down box. The level chosen
will section the data by that level in the spreadsheet view. The Type
drop-down box allows users to select if consolidating codes and/or
non-consolidation codes, will be display on the spreadsheet view.



Sections: Dec Item

Sections: Ag Org

Sections: Job Class

Dec ltem

Dec Item: All
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Select a type from the drop down box. The type chosen will
aggregate the data for that choice in the spreadsheet view.

If the spreadsheet view should be sectioned by Dec Item, click on
the Dec Item radio button. A selection box will appear for Dec Item.
The Table drop-down box displays the background tables
associated with the Dec Item code. If a Table is not selected, the
spreadsheet view displays each decision item. If a background
Table is selected, the spreadsheet view displays each code defined
for that table.

If the spreadsheet view should be sectioned by Ag Org, click on the
Ag Org radio button. Two selection boxes will appear for Ag Org. The
Level drop-down box displays the available levels for the Ag Org
hierarchy. Select a level from the drop-down box. The level chosen
will section the data by that level in the spreadsheet view. The Type
drop-down box allows users to select if consolidating codes and/or
non-consolidation codes, will be display on the spreadsheet view.
Select a type from the drop down box. The type chosen will
aggregate the data for that choice in the spreadsheet view.

If the spreadsheet view should be sectioned by Job Class, click on
the Job Class radio button. Two selection boxes will appear for Job
Class. The Level drop-down box displays the available levels for the
Job Class hierarchy. Select a level from the drop-down box. The
level chosen will section the data by that level in the spreadsheet
view. The Type drop-down box allows users to select if consolidating
codes and/or non-consolidation codes, will be display on the
spreadsheet view. Select a type from the drop down box. The type
chosen will aggregate the data for that choice in the spreadsheet
view.

This box allows the user to determine which Dec Item codes to
include in the spreadsheet view. Data displayed in the spreadsheet
view is limited by a user’s security access.

Defaults to All. The spreadsheet view will aggregate the data for all
the decision item codes.



Dec Item: Select
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If the spreadsheet view should limit the decision item codes, click
on the Select radio button. Two selection boxes will appear for Dec
Item. The selections for the spreadsheet view may be for the Dec
Iltem background tables or for Dec Item codes.

Reporting on Background Tables

The first box displays the background tables associated with Dec
Item. Select a background table. Users may choose to include all of
the background tables codes or only selected codes. If all
background table codes should be included in the spreadsheet
view, leave the classification box blank. If only selected background
table codes should be included in the spreadsheet view, select the
desired codes in the classification box. One code, a series of codes
or a range of codes may be selected. To include a range of codes,
select the first code followed by a dash (-) and then select the last
code to be included in the range.

Reporting on Dec Item Codes

Leave the first box blank. Select the desired Dec Item codes from
the drop-down box. One Dec Item code, a series of Dec Item codes
or a range of Dec Item codes may be selected. To include a range of
Dec Item codes, select the first Dec Item code followed by a dash (-)
and then select the last Dec Item code to be included in the range.

Exporting a Spreadsheet View

Purpose

Data from a spreadsheet view can be electronically transferred to Excel. The spreadsheet
view must be set-up as a Report View to export the entire file. In Standard Views, only the
active tab will be exported. Once the view has been executed, select File: Dynamic Data
Exchange Excel. If Excel runs from a network drive, Excel must be open first to avoid an

error.

Coding Instructions

DDE Specifications Screen



. DDE Specifications ]|
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OK Cancel |
File: [b-\brsxpons7-2 xls
Sheet: [Sheet Macro: |
Columns to be transferred:
Iv SEQ v Z8 v FMT
V' SECT ¥ OBJECT V' LNAME
¥ PY1ACT M BEGCOR ¥ Dv
v DT
Field Name Definition
Eil Displays the name of the export file. An export file has been loaded
ile
to the default directory. Do not change the information in this field.
Select the columns that should be exported. To include a columnin
Columns to be the export, check the applicable box next to the column name. To
Transferred exclude a column in the export, un-check the applicable box next to
the column name.
Click on “OK” to export the spreadsheet view.
OK

The following warning message may appear:

+ Microzoft Excel

5

The workbook wou are opening contains macroz. Some macros may contain harmful

vilzes,
If wou are sure this workbook, iz from a trusted zowrce, click Yes. If you are not sure and

want to prevent any macros from mnning, chck Mo

Yes | i i Cancel |

Field Name Definition

Select Yes to continue.

The Conversion Macro Screen will appear next.
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1 Brszporlds-2 gle |Head-Only]

0 | E | F G H | |

A
1
1

Jaro Blank Format Section Obgect  Line Mame PY1ACT BEGCOR OV oT —
1 2 DHOARZS0 100 SELARIEE 228041 241525 41528
Adter Runring DDE 0 DOAA3S0 PS PERSON: 228241 M55 241525
______ From ERASS 0 DOAA3S0EE EXPENSE 337201  3EEEN 104300 35257
5 0 AR50 PO PROGRAM SPECIFIC
6 PRESS HERE 0 DWOAA3500 R FROPERTY & MPRONVEMENTS
T| To Run Comursion 0 DOA2350000
| 8 | 0 [HOA23500 EX EXPENDIT S55442 598352 -104300 494052
0 DHOAAZ500 TRF TRAMSFE 3307s0 350000 380000
0 DOAASSI000
0 DOAAISE AD ALLBUDC 895152 943352 104300 944082

E‘JJLHHMIAMI J+]

Field Name Definition

Single Click on the “Big Button” to execute the macro.

A dialog box will prompt the user for a Title, Subtitle and formats.
Enter this information and select OK.

The user will be prompted to save the file. After saving the file, users
may print the file or use it like any other Excel spreadsheet.

Cancel Click on “Cancel” to exit without exporting the spreadsheet view.

Leasing-Core Changes Budget Form

Purpose

This budget form is used to request and recommend changes to leasing core budgets. Core
changes include transfers in, one-time expenditure reductions, transfers out, core
reductions and core reallocations.

Coding Instructions

Field Name Definition



Budget Form
Selection Screen
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From the BRASS menu screen, select “Budget Forms” or click on
the Forms icon from the tool bar. Open a “Leasing-CORE Changes”
budget form by highlighting it and clicking the OK button. Or, double
click on the form name.

Data Attributes Selection Screen

iis Leasing-CORE Changes <]

Purge Fnrml Report i 0K Cancel |
Decltem$I000005 .
p Senal Number: 97 - Core Reductions j]
AgOrg{4020000C
Appmpfiddﬁ Description{Core Reductions
Stage (29K ~| ()
Prinritﬂ |:I T:‘rpe1 I ILI
Code 11 |Y| Code 21 | VI
Code 3] [*] Code 4] | =1
Field Name Definition

Dec Item

Select the appropriate Dec Item code from the drop-down box. Pre-
assigned Dec Item codes will appear in the drop-down box. Dec
Item codes for leasing core changes will start with six zeroes
followed by a specific digit for each kind of core change.

If this is a new budget form, a Dec Item code must be selected on
the Data Attribute Selection Screen.

If the Dec Item code is selected and budget forms have previously
been created, the Serial Number drop-down box displays all the
budget forms for the Dec Item code. Selecting a Dec Iltem code
narrows the selections within the Serial Number drop-down box. To
view all budget forms for a Dec Item code, select the Dec Item code
and leave the Ag Org and Approp selections blank. If the Ag Org
code and/or the Approp code are also selected, the budget form
selections are further limited in the Serial Number drop-down box.



Ag Org

Approp
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If a Dec Item code is not selected and budget forms have previously
been created, the Serial Number drop-down box displays all the
budget forms that have been created.

Select the appropriate Ag Org code from the drop-down box. The Ag
Org codes displayed in the drop-down menu are at the
consolidating level for the agency. These Ag Org codes include the
three-digit leasing agency number followed by four zeros and a “C”.
The “C” indicates that this Ag Org code is a consolidating
organization. System security limits the drop-down box menu to
those Ag Org codes that the user can access.

If this is a new budget form, an Ag Org code must be selected on the
Data Attribute Selection Screen.

If an Ag Org code is selected and budget forms have previously been
created, the Serial Number drop-down box displays all the budget
forms for the Ag Org code. Selecting an Ag Org code narrows the
selections within the Serial Number drop-down box. To view all
budget forms for an agency, select the Ag Org code and leave the
Dec Item and Approp selections blank. If the Dec Item code and/or
the Approp code are also selected, the budget form selections are
further limited in the Serial Number drop-down box.

If an Ag Org code is not selected and budget forms have previously
been created, the Serial Number drop-down box displays all the
budget forms that have been created.

Select the applicable consolidating Approp code to which the Dec
Item will report from the drop-down box. The Approp codes
displayed in the drop-down menu are the roll-up of appropriations
for a designated program. This is a unique five-digit number
followed by a “C” that has been assigned to a program. The “C”
indicates that this Approp code is a consolidating level for the
appropriation. System security limits the drop-down box menu to
those Approp codes that the user may access.

If this is a new budget form, an Approp code must be selected on
the Data Attribute Selection Screen.



Serial Number Box

Description

Stage
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If an Approp code is selected and budget forms have previously
been created, the Serial Number drop-down box displays the
budget forms for that Approp code. Selecting an Approp code
narrows the selections within the Serial Number drop-down box. To
view all budget forms for an Approp code select the Approp code
and leave the Dec Item and Ag Org selections blank. If the Ag Org
code and/or the Dec Item code are also selected, the budget form
selections are further limited in the Serial Number drop-down box.

If an Approp code is not selected and budget forms have previously
been created, the Serial Number drop-down box displays all budget
forms that have been created.

Each budget form created by a user contains a serial number. If this
is the initial entry of the budget form, select “New”. This will be the
last choice listed in the drop-down box.

If a budget form has previously been created, select the applicable
budget form by selecting the Serial Number and name in the drop-
down box. The drop-down listing includes budget forms that have
been created by all users. Serial numbers are arranged numerically
followed by the Description name.

If the Dec Item, Ag Org or Approp fields were not selected on the
Data Attribute Selection Screen, these fields will default to the
applicable codes once the budget form is selected.

If this is a new budget form, enter a description for this budget form.
The description is limited to 30-characters. When entering core
change descriptions, be sure to make them unique enough to
facilitate finding the correct budget form in subsequent stages.

If the budget form has previously been created, the description will
default to the description used when the budget form was created.

Select the code for the appropriate stage of the request or
recommendation being entered. See Budget Preparation Stages for
a more information regarding the stages. System security limits the
Stages that the user may access.
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If the budget form has previously been created, the stage will
default to the last stage that the budget form was saved.

Priority Do not enter data into this field. This field will not be used.
Type Do not enter data into this field. This field will not be used.
Code 1 Do not enter data into this field. This field will not be used.
Code 2 Do not enter data into this field. This field will not be used.
Code 3 Do not enter data into this field. This field will not be used.
Code 4 Do not enter data into this field. This field will not be used.

Click on “Purge” to delete a budget form. If amounts appear in the
Purge budget form, the Purge button will not appear on the Data Attribute
Selection Screen. See Purging a Budget Form for more information.

Click on “Report” to view or print the Budget Form Report or the
Audit Trail Listing. A dialogue box will appear with the following
choices:

e Form Justification: Not being used.

Report . .
e Objects: Check the box to view the Budget Form Report.
e Audit Trail: Check the box to view the Audit Trail Listing.
If both of the last two boxes are checked, both the Budget Form
Report and the Audit Trail listing will appear.
OK Click on “OK” to advance to the budget form.
Click on “Cancel” to exit from the Data Attribute Selection Screen.
Cancel

None of the information entered will be saved.

Budget Form
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Definition

Displays the type of budget form, the Serial Number and the
description entered on the Data Attribute Selection Screen.

Used to enter a blank line into the budget form. To add a line to the
budget form, position the hand symbol in the Seq field where the
line is to be inserted and click the “Insert” button. A new line will
appear beneath the line where the hand symbol was positioned.

Used to delete a line from the budget form. To delete a line in the
budget form, position the hand symbol in the Seq field on the line
that needs to be deleted and click on the “Delete” button.

Used to move one line to another location in the budget form. To
move a line, position the hand symbolin the Seq field for the line
that needs to be moved. Scroll to where the line should be moved to
and click on the “Move” button. Then position the hand in the Seq
field where the line is to be inserted and click the Seq field.

Provides user with a review of changes made to the budget form.
Click on the Audit button to display the audit trail listing. The Audit
Trail Listing displays the stage in which the change was made, the
amount of the change, the reason for the change (if entered), the
userid who made the change, and the date and time the change was
made.

Defaults to Net Cost. Provides a choice of Net Cost, Sum Exp, or
Sum Reyv for the budget form. The total line of the budget form will
calculate a total based on what is selected from the drop-down box.
Net Cost or Sum of Expenditures should be selected. Since both
revenues and expenditures are not being used on this budget form,
Net Cost and Sum of Expenditures will result in the same total being
displayed on the budget form.

Saves the entries made in the budget form without closing it. Click
on the Apply button to save the changes. A Reason for Change box
appears where the reason for change may be entered. A reason is
not required to save the changes. If a reason is entered, the reason
will appear on the Audit Trail Listing. Click on OK to close the box
with or without a reason for the change. The budget form remains
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open. The Reason for Change box will not appear the first time the
budget form is saved.

Saves and closes the budget form. Click on the Save button to save
the budget form. A Reason for Change box appears where the
reason for change may be entered. A reason is not required to save
the changes. If areason is entered, the reason will appear on the
Audit Trail Listing. Click on OK to close the box with or without a
reason for the change. The budget form will then be closed. The
Reason for Change box will not appear the first time the budget form
is saved.

Closes the budget form without saving changes. Click on the
Cancel button to close the form. A dialogue box will appear
displaying “Discard changes?”. Click on “No” to remain in the
budget form. Click on “Yes” to discard the changes. Although the
changes are not saved, the budget form will still exist. See Purging a
Budget Form to delete the budget form.

Displays a sequential number for each line on the budget form.

Displays the Dec Item code selected on the Data Attribute
Selection Screen. This number automatically will appear on each
line inserted in the budget form. Separate budget forms are required
for each decision item code.

Select the code for the appropriate Ag Org from the drop-down box.
The Ag Orgs shown in the drop-down table report to the
consolidating agency selected on the Data Attribute Selection
Screen. The first three digits of the Ag Org code are the leasing
agency code and the following four digits are the organization code.

Select the code for the appropriate fund from the drop-down box.
The funds are organized in the following order: general revenue,
federal, and other funds.

When saving the budget form, an edit will verify that the
combination for the Fund codes and the Approp codes are valid.
Errors must be corrected before the budget form can be saved.
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Select the code for the applicable Approp unit code from the drop-

down box. The Approp unit codes displayed in the drop-down menu

report to the consolidating program Approp code that was selected
Approp on the Data Attribute Selection Screen.

When saving the budget form, an edit will verify that the
combination for the Approp codes and Fund codes are valid. Errors
must be corrected before the budget form can be saved.

Select the code for the applicable budget object class from the

Object
drop-down box.
Amount Enter the increased or decreased amount being requested or
recommended for this core change. Do not enter cents.
Justify Used to enter optional information.
Displays the total for the budget form.
Subtotals may be displayed for each of the data attributes — Dec
Iltem, Ag Org, Fund, Approp, and Object codes. These subtotals are
. displayed by clicking on the data attribute field name at the top of
Total Line

the column for which a subtotal is needed. Subtotals will appear at
each change in the codes for that data attribute.

To reorder the data to its original input order, click on the Seq field
name.

Leasing-New Decison Item Budget Form

Purpose

This budget form is used to request and recommend funding for new leasing budget
decision items.

Coding Instructions
Field Name Definition

Budget Form
Selection Screen

From the BRASS menu screen, select “Budget Forms” or click on
the Forms icon from the tool bar. Open a “Leasing-New Decision
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ltem” budget form by highlighting it and clicking the OK button. Or,
double click on the form name.

Data Attributes Selection Screen

i Leasing-New Decision Item E3 |

Purge Form | Report ! 0K Cancel |
Decltem$402003 :
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Priority] M| Type] | =1
Code 11 |v| Code 21 | 'I
Code 3 [*] Code 4] | =1
Field Name Definition

Dec Item

Select the appropriate Dec Item code from the drop-down box. Pre-
assigned Dec Item codes will appear in the drop-down box. Dec
Item codes will be specific to each agency. All new leasing budget
Dec Iltem codes will start with the number “6” followed by the three-
digit leasing agency code and a three-digit sequential number. Refer
to Establishing a Decision Item Code for more information. System
security limits the drop-down box menu to those Dec Item codes
that the user may access.

If this is a new budget form, a Dec Item code must be selected on
the Data Attribute Selection Screen.

If the Dec Item code is selected and budget forms have previously
been created, the Serial Number drop-down box displays all the
budget forms for the Dec Item code. Selecting a Dec Iltem code
narrows the selections within the Serial Number drop-down box. To
view all budget forms for a Dec Item code, select the Dec Item code
and leave the Ag Org and Approp selections blank. If the Ag Org
code and/or the Approp code are also selected, the budget form
selections are further limited in the Serial Number drop-down box.



Ag Org
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If a Dec Item code is not selected and budget forms have previously
been created, the Serial Number drop-down box displays all the
budget forms that have been created.

Select the appropriate Ag Org code from the drop-down box. The Ag
Org codes displayed in the drop-down menu are at the
consolidating level for the agency. These Ag Org codes include the
three-digit leasing agency number followed by four zeros and a “C”.
The “C” indicates that this Ag Org code is a consolidating
organization. System security limits the drop-down box menu to
those Ag Org codes that the user can access.

If this is a new budget form, an Ag Org code must be selected on the
Data Attribute Selection Screen.

If an Ag Org code is selected and budget forms have previously been
created, the Serial Number drop-down box displays all the budget
forms for the Ag Org code. Selecting an Ag Org code narrows the
selections within the Serial Number drop-down box. To view all
budget forms for an agency, select the Ag Org code and leave the
Dec Item and Approp selections blank. If the Dec Item code and/or
the Approp code are also selected, the budget form selections are
further limited in the Serial Number drop-down box.

If an Ag Org code is not selected and budget forms have previously
been created, the Serial Number drop-down box displays all the
budget forms that have been created.

Select the applicable consolidating Approp code to which the Dec
Item will report from the drop-down box. The Approp codes
displayed in the drop-down menu are the roll-up of appropriations
for a designated program. This is a unique five-digit number
followed by a “C” that has been assigned to a program. The “C”
indicates that this Approp code is a consolidating level for the
appropriation. System security limits the drop-down box menu to
those Approp codes that the user may access.

If this is a new budget form, an Approp code must be selected on
the Data Attribute Selection Screen.
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If an Approp code is selected and budget forms have previously
been created, the Serial Number drop-down box displays the
budget forms for that Approp code. Selecting an Approp code
narrows the selections within the Serial Number drop-down box. To
view all budget forms for an Approp code select the Approp code
and leave the Dec Item and Ag Org selections blank. If the Ag Org
code and/or the Dec Item code are also selected, the budget form
selections are further limited in the Serial Number drop-down box.

If an Approp code is not selected and budget forms have previously
been created, the Serial Number drop-down box displays all budget
forms that have been created.

Each budget form created by a user contains a serial number. If this
is the initial entry of the budget form, select “New”. This will be the
last choice listed in the drop-down box.

If a budget form has previously been created, select the applicable
budget form by selecting the Serial Number and name in the drop-
down box. The drop-down listing includes budget forms that have
been created by all users. Serial numbers are arranged numerically
followed by the Description name.

If the Dec Item, Ag Org or Approp fields were not selected on the
Data Attribute Selection Screen, these fields will default to the
applicable codes once the budget form is selected.

If this is a new budget form, enter a description for this budget form.
The description is limited to 30-characters. This should be the same
name used on the Decision Item Information Table. Refer

to Establishing a Decision Item Code for more information. Use the
Dec Item code drop-down box to view the name assigned to the Dec
Iltem code.

If the budget form has previously been created, the description will
default to the description used when the budget form was created.

Select the code for the appropriate stage of the request or
recommendation being entered. See Budget Preparation Stages for
a more information regarding the stages. System security limits the
Stages that the user may access.
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If the budget form has previously been created, the stage will
default to the last stage that the budget form was saved.

Do not enter data into this field. This field will not be used.

Do not enter data into this field. This field will not be used.

Do not enter data into this field. This field will not be used.

Do not enter data into this field. This field will not be used.

Do not enter data into this field. This field will not be used.

Do not enter data into this field. This field will not be used.

Click on “Purge” to delete a budget form. If amounts appear in the
budget form, the Purge button will not appear on the Data Attribute
Selection Screen. See Purging a Budget Form for more information.

Click on “Report” to view or print the Budget Form Report or the
Audit Trail Listing. A dialogue box will appear with the following
choices:

e Form Justification: Not being used.
e Objects: Check the box to view the Budget Form Report.
e Audit Trail: Check the box to view the Audit Trail Listing.

If both of the last two boxes are checked, both the Budget Form
Report and the Audit Trail listing will appear.

Click on “OK” to advance to the budget form.

Click on “Cancel” to exit from the Data Attribute Selection Screen.
None of the information entered will be saved.

sis Leasing-Mew Decision ltem: 96 - Dept of Conservation Hew DI

jnsertl Qalntal Move | Audit I |Net Cost vl Apply Save Cancall

General

4021400




Field Name

Form Header

Insert

Delete

Move

Audit

Drop-Down Box

Apply

Page |67

Definition

Displays the type of budget form, the Serial Number and the
description entered on the Data Attribute Selection Screen.

Used to enter a blank line into the budget form. To add a line to the
budget form, position the hand symbol in the Seq field where the
line is to be inserted and click the “Insert” button. A new line will
appear beneath the line where the hand symbol was positioned.

Used to delete a line from the budget form. To delete a line in the
budget form, position the hand symbol in the Seq field on the line
that needs to be deleted and click on the “Delete” button.

Used to move one line to another location in the budget form. To
move a line, position the hand symbolin the Seq field for the line
that needs to be moved. Scroll to where the line should be moved to
and click on the “Move” button. Then position the hand in the Seq
field where the line is to be inserted and click the Seq field.

Provides user with a review of changes made to the budget form.
Click on the Audit button to display the audit trail listing. The Audit
Trail Listing displays the stage in which the change was made, the
amount of the change, the reason for the change (if entered), the
userid who made the change, and the date and time the change was
made.

Defaults to Net Cost. Provides a choice of Net Cost, Sum Exp, or
Sum Reyv for the budget form. The total line of the budget form will
calculate a total based on what is selected from the drop-down box.
Net Cost or Sum of Expenditures should be selected. Since both
revenues and expenditures are not being used on this budget form,
Net Cost and Sum of Expenditures will result in the same total being
displayed on the budget form.

Saves the entries made in the budget form without closing it. Click
on the Apply button to save the changes. A Reason for Change box
appears where the reason for change may be entered. A reason is
not required to save the changes. If a reason is entered, the reason
will appear on the Audit Trail Listing. Click on OK to close the box
with or without a reason for the change. The budget form remains
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open. The Reason for Change box will not appear the first time the
budget form is saved.

Saves and closes the budget form. Click on the Save button to save
the budget form. A Reason for Change box appears where the
reason for change may be entered. A reason is not required to save
the changes. If areason is entered, the reason will appear on the
Audit Trail Listing. Click on OK to close the box with or without a
reason for the change. The budget form will then be closed. The
Reason for Change box will not appear the first time the budget form
is saved.

Closes the budget form without saving changes. Click on the
Cancel button to close the form. A dialogue box will appear
displaying “Discard changes?”. Click on “No” to remain in the
budget form. Click on “Yes” to discard the changes. Although the
changes are not saved, the budget form will still exist. See Purging a
Budget Form to delete the budget form.

Displays a sequential number for each line on the budget form.

Displays the Dec Item code selected on the Data Attribute
Selection Screen. This number automatically will appear on each
line inserted in the budget form. Separate budget forms are required
for each decision item code.

Select the code for the appropriate Ag Org from the drop-down box.
The Ag Orgs shown in the drop-down table report to the
consolidating agency selected on the Data Attribute Selection
Screen. The first three digits of the Ag Org code are the leasing
agency code and the following four digits are the organization code.

Select the code for the appropriate fund from the drop-down box.
The funds are organized in the following order: general revenue,
federal, and other funds.

When saving the budget form, an edit will verify that the
combination for the Fund codes and the Approp codes are valid.
Errors must be corrected before the budget form can be saved.
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Select the code for the applicable Approp unit code from the drop-

down box. The Approp unit codes displayed in the drop-down menu
report to the consolidating program Approp code that was selected
on the Data Attribute Selection Screen.

When saving the budget form, an edit will verify that the
combination for the Approp codes and Fund codes are valid. Errors
must be corrected before the budget form can be saved.

Select the code for the applicable budget object class from the
drop-down box.

If budget object class code 580 for Office Equipment is selected, a
Detail Box will appear at the bottom of the budget form.

DETAIL BOX INSTRUCTIONS:

Seq: Displays a sequential number for each line in the Detail Box.
Click under Seq in the Detail box to activate the detail box.

Posting Col: Displays the names of two possible columns where
amounts could be entered. A separate line is required for entering
one-time amounts.

Select the “Amount” column for entering the total amount
requested for this item.

Select the “1X Amount” column for entering the one-time amount
for this budget object class.

Item: Select the appropriate item as described in the drop-down
box. If the item being requested is not in the drop-down box, select
“Other”. If one-time amounts are being entered, select the “One-
Time Expenditures” option.

Description: Displays a description of the item selected. If “Other”
is selected, enter a description for the item.

Qty: Enter the quantity requested. If the “One-Time Expenditures”
option is selected, enter a quantity of one.

Price: Displays the default price of the item. The default amount
may be overridden by entering a different amount for the item in this
field. If “Other” is selected, enter the amount for the item. If “One-



Detail Box Indicator

Amount

1X Amount

Justify

Total Line

Page |70

Time Expenditures” is selected, enter a negative sign and then the
total one-time amount. One-time amounts must be entered as
negative numbers.

Total : Displays the calculated amount for the item based upon the
quantity and price. Since this field is gray, the amount may not be
changed. The quantity or price must be changed for the amount to
change.

Use the Insert, Delete and Move buttons located at the top left of
the budget form to insert, delete or move lines. See “Insert”,
“Delete” and “Move” definitions for further information.

To exit the detail box, click on any cell on the budget form except the
line where that data is being entered.

Displays if a Detail Box has been used with a budget object class. If
a Detail Box has been used, an “F” is displayed in the narrow gray
column following the object column. Otherwise this field is empty.

Enter the total amount being requested or recommended for this
line. Do not enter cents. If the amount field is gray, the amounts
were previously entered through a Detail Box. See “Object”
definition on how to change the amount.

Enter a negative sign and then the one-time amount being
requested or recommended for this line. One-time amounts must
be entered as a negative number. Do not enter cents. If the amount
field is gray, the amounts were previously entered through a Detail
Box. See “Object” definition on how to change the amount.

Used to enter optional information.

Displays the total for the budget form.

Subtotals may be displayed for each of the data attributes — Dec
Iltem, Ag Org, Fund, Approp, and Object codes. These subtotals are
displayed by clicking on the data attribute field name at the top of
the column for which a subtotal is needed. Subtotals will appear at
each change in the codes for that data attribute.
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To reorder the data to its original input order, click on the Seq field
name.

Leasing-Reappropriation Budget Form

Purpose

This budget form is used to request and recommend funding for leasing reappropriation

decision items.
Coding Instructions

Field Name

Budget Form
Selection Screen

Definition

From the BRASS menu screen, select “Budget Forms” or click on
the Forms icon from the tool bar. Open an “Leasing-
Reappropriation” budget form by highlighting it and clicking the OK
button. Or, double click on the form name.

Data Attributes Selection Screen
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Field Name Definition

Dec Item

Select the appropriate Dec Item code from the drop-down box. Pre-
assigned Dec Item codes will appear in the drop-down box. Dec
Item codes will be specific to each agency. All leasing
reappropriation budget Dec Item codes will start with the number
“4” followed by the three-digit leasing agency code and a three-digit
sequential number. Refer to Establishing a Decision Item Code for
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more information. System security limits the drop-down box menu
to those Dec Item codes that the user may access.

If this is a new budget form, a Dec Item code must be selected on
the Data Attribute Selection Screen.

If the Dec Item code is selected and budget forms have previously
been created, the Serial Number drop-down box displays all the
budget forms for the Dec Item code. Selecting a Dec Item code
narrows the selections within the Serial Number drop-down box. To
view all budget forms for a Dec Item code, select the Dec Item code
and leave the Ag Org and Approp selections blank. If the Ag Org
code and/or the Approp code are also selected, the budget form
selections are further limited in the Serial Number drop-down box.

If a Dec Item code is hot selected and budget forms have previously
been created, the Serial Number drop-down box displays all the
budget forms that have been created.

Select the appropriate Ag Org code from the drop-down box. The Ag
Org codes displayed in the drop-down menu are at the
consolidating level for the agency. These Ag Org codes include the
three-digit leasing agency number followed by four zeros and a “C”.
The “C” indicates that this Ag Org code is a consolidating
organization. System security limits the drop-down box menu to
those Ag Org codes that the user can access.

If this is a new budget form, an Ag Org code must be selected on the
Data Attribute Selection Screen.

If an Ag Org code is selected and budget forms have previously been
created, the Serial Number drop-down box displays all the budget
forms for the Ag Org code. Selecting an Ag Org code narrows the
selections within the Serial Number drop-down box. To view all
budget forms for an agency, select the Ag Org code and leave the
Dec Item and Approp selections blank. If the Dec Item code and/or
the Approp code are also selected, the budget form selections are
further limited in the Serial Number drop-down box.
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If an Ag Org code is not selected and budget forms have previously
been created, the Serial Number drop-down box displays all the
budget forms that have been created.

Select the applicable consolidating Approp code to which the Dec
Item will report from the drop-down box. The Approp codes
displayed in the drop-down menu are the roll-up of appropriations
for a designated program. This is a unique five-digit number
followed by a “C” that has been assigned to a program. The “C”
indicates that this Approp code is a consolidating level for the
appropriation. System security limits the drop-down box menu to
those Approp codes that the user may access.

If this is a new budget form, an Approp code must be selected on
the Data Attribute Selection Screen.

If an Approp code is selected and budget forms have previously
been created, the Serial Number drop-down box displays the
budget forms for that Approp code. Selecting an Approp code
narrows the selections within the Serial Number drop-down box. To
view all budget forms for an Approp code select the Approp code
and leave the Dec Item and Ag Org selections blank. If the Ag Org
code and/or the Dec Item code are also selected, the budget form
selections are further limited in the Serial Number drop-down box.

If an Approp code is not selected and budget forms have previously
been created, the Serial Number drop-down box displays all budget
forms that have been created.

Each budget form created by a user contains a serial number. If this
is the initial entry of the budget form, select “New”. This will be the
last choice listed in the drop-down box.

If a budget form has previously been created, select the applicable
budget form by selecting the Serial Number and name in the drop-
down box. The drop-down listing includes budget forms that have
been created by all users. Serial numbers are arranged numerically
followed by the Description name.
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If the Dec Item, Ag Org or Approp fields were not selected on the
Data Attribute Selection Screen, these fields will default to the
applicable codes once the budget form is selected.

If this is a new budget form, enter a description for this budget form.
The description is limited to 30-characters. This should be the same
name used on the Decision Item Information Table. Refer

to Establishing a Decision Item Code for more information. Use the
Dec Item code drop-down box to view the name assigned to the Dec
Item code.

If the budget form has previously been created, the description will
default to the description used when the budget form was created.

Select the code for the appropriate stage of the request or
recommendation being entered. See Budget Preparation Stages for
a more information regarding the stages. System security limits the
Stages that the user may access.

If the budget form has previously been created, the stage will
default to the last stage that the budget form was saved.

Do not enter data into this field. This field will not be used.
Do not enter data into this field. This field will not be used.
Do not enter data into this field. This field will not be used.
Do not enter data into this field. This field will not be used.
Do not enter data into this field. This field will not be used.
Do not enter data into this field. This field will not be used.

Click on “Purge” to delete a budget form. If amounts appear in the
budget form, the Purge button will not appear on the Data Attribute
Selection Screen. See Purging a Budget Form for more information.

Click on “Report” to view or print the Budget Form Report or the
Audit Trail Listing. A dialogue box will appear with the following
choices:

e Form Justification: Not being used.
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e Objects: Check the box to view the Budget Form Report.
e Audit Trail: Check the box to view the Audit Trail Listing.

If both of the last two boxes are checked, both the Budget Form
Report and the Audit Trail listing will appear.

Click on “OK” to advance to the budget form.

Click on “Cancel” to exit from the Data Attribute Selection Screen.
None of the information entered will be saved.
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Form Header

Insert

Delete
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Audit

Displays the type of budget form, the Serial Number and the
description entered on the Data Attribute Selection Screen.

Used to enter a blank line into the budget form. To add a line to the
budget form, position the hand symbol in the Seq field where the
line is to be inserted and click the “Insert” button. A new line will
appear beneath the line where the hand symbol was positioned.

Used to delete a line from the budget form. To delete a line in the
budget form, position the hand symbol in the Seq field on the line
that needs to be deleted and click on the “Delete” button.

Used to move one line to another location in the budget form. To
move a line, position the hand symbol in the Seq field for the line
that needs to be moved. Scroll to where the line should be moved to
and click on the “Move” button. Then position the hand in the Seq
field where the line is to be inserted and click the Seq field.

Provides user with a review of changes made to the budget form.
Click on the Audit button to display the audit trail listing. The Audit
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Trail Listing displays the stage in which the change was made, the
amount of the change, the reason for the change (if entered), the
userid who made the change, and the date and time the change was
made.

Defaults to Net Cost. Provides a choice of Net Cost, Sum Exp, or
Sum Rev for the budget form. The total line of the budget form will
calculate a total based on what is selected from the drop-down box.
Net Cost or Sum of Expenditures should be selected. Since both
revenues and expenditures are not being used on this budget form,
Net Cost and Sum of Expenditures will result in the same total being
displayed on the budget form.

Saves the entries made in the budget form without closing it. Click
on the Apply button to save the changes. A Reason for Change box
appears where the reason for change may be entered. Areason is
not required to save the changes. If a reason is entered, the reason
will appear on the Audit Trail Listing. Click on OK to close the box
with or without a reason for the change. The budget form remains
open. The Reason for Change box will not appear the first time the
budget form is saved.

Saves and closes the budget form. Click on the Save button to save
the budget form. A Reason for Change box appears where the
reason for change may be entered. A reason is not required to save
the changes. If areason is entered, the reason will appear on the
Audit Trail Listing. Click on OK to close the box with or without a
reason for the change. The budget form will then be closed. The
Reason for Change box will not appear the first time the budget form
is saved.

Closes the budget form without saving changes. Click on the
Cancel button to close the form. A dialogue box will appear
displaying “Discard changes?”. Click on “No” to remain in the
budget form. Click on “Yes” to discard the changes. Although the
changes are not saved, the budget form will still exist. See Purging a
Budget Form to delete the budget form.

Displays a sequential number for each line on the budget form.
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Justify

Total Line
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Displays the Dec Item code selected on the Data Attribute
Selection Screen. This number automatically will appear on each
line inserted in the budget form. Separate budget forms are required
for each decision item code.

Select the code for the appropriate Ag Org from the drop-down box.
The Ag Orgs shown in the drop-down table report to the
consolidating agency selected on the Data Attribute Selection
Screen. The first three digits of the Ag Org code are the leasing
agency code and the following four digits are the organization code.

Select the code for the appropriate fund from the drop-down box.
The funds are organized in the following order: general revenue,
federal, and other funds.

When saving the budget form, an edit will verify that the
combination for the Fund codes and the Approp codes are valid.
Errors must be corrected before the budget form can be saved.

Select the code for the applicable Approp unit code from the drop-

down box. The Approp unit codes displayed in the drop-down menu
report to the consolidating program Approp code that was selected
on the Data Attribute Selection Screen.

When saving the budget form, an edit will verify that the
combination for the Approp codes and Fund codes are valid. Errors
must be corrected before the budget form can be saved.

Select the code for the applicable budget object class from the
drop-down box.

Enter the total amount being requested or recommended for this
line. Do not enter cents.

Used to enter optional information.

Displays the total for the budget form.

Subtotals may be displayed for each of the data attributes — Dec
Iltem, Ag Org, Fund, Approp, and Object codes. These subtotals are
displayed by clicking on the data attribute field name at the top of
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the column for which a subtotal is needed. Subtotals will appear at

each change in the codes for that data attribute.

To reorder the data to its original input order, click on the Seq field
name.

Leasing-Supplemental Budget Form

Purpose

This budget form is used to request and recommend funding for supplemental leasing

budget decision items.

Coding Instructions

Field Name

Budget Form
Selection Screen

Definition

From the BRASS menu screen, select “Budget Forms” or click on
the Forms icon from the tool bar. Open a “Leasing-Supplemental”
budget form by highlighting it and clicking the OK button. Or, double
click on the form name.

Data Attributes Selection Screen

i Leasmg-Supplemental

Purge Form I Report 0K Cancel |
Decltem{2402001 .
12 Serial Number| g3 .- Leasing Supp New DI :ﬂ
AgOrgi4020000C
Appropf34191 Deseriptionj_easing Supp New DI
Stage[Z0M~] ()
Priority] N Type] [1=]
Code 11 |'I Code 21 I |:I
Code 3] =] Code 4] [1=1
Field Name Definition

Dec Item

Select the appropriate Dec Item code from the drop-down box. Pre-
assigned Dec Item codes will appear in the drop-down box. Dec
Item codes will be specific to each agency. All supplemental leasing
budget Dec Item codes will start with the number “2” followed by



Ag Org
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the three-digit leasing agency code and a three-digit sequential
number. Refer to Establishing a Decision Item Code for more
information. System security limits the drop-down box menu to
those Dec Item codes that the user may access.

If this is a new budget form, a Dec Item code must be selected on
the Data Attribute Selection Screen.

If the Dec Item code is selected and budget forms have previously
been created, the Serial Number drop-down box displays all the
budget forms for the Dec Item code. Selecting a Dec Iltem code
narrows the selections within the Serial Number drop-down box. To
view all budget forms for a Dec Item code, select the Dec Item code
and leave the Ag Org and Approp selections blank. If the Ag Org
code and/or the Approp code are also selected, the budget form
selections are further limited in the Serial Number drop-down box.

If a Dec Item code is not selected and budget forms have previously
been created, the Serial Number drop-down box displays all the
budget forms that have been created.

Select the appropriate Ag Org code from the drop-down box. The Ag
Org codes displayed in the drop-down menu are at the
consolidating level for the agency. These Ag Org codes include the
three-digit leasing agency number followed by four zeros and a “C”.
The “C” indicates that this Ag Org code is a consolidating
organization. System security limits the drop-down box menu to
those Ag Org codes that the user can access.

If this is a new budget form, an Ag Org code must be selected on the
Data Attribute Selection Screen.

If an Ag Org code is selected and budget forms have previously been
created, the Serial Number drop-down box displays all the budget
forms for the Ag Org code. Selecting an Ag Org code narrows the
selections within the Serial Number drop-down box. To view all
budget forms for an agency, select the Ag Org code and leave the
Dec Item and Approp selections blank. If the Dec Item code and/or
the Approp code are also selected, the budget form selections are
further limited in the Serial Number drop-down box.



Approp

Serial Number Box
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If an Ag Org code is not selected and budget forms have previously
been created, the Serial Number drop-down box displays all the
budget forms that have been created.

Select the applicable consolidating Approp code to which the Dec
Item will report from the drop-down box. The Approp codes
displayed in the drop-down menu are the roll-up of appropriations
for a designated program. This is a unique five-digit number
followed by a “C” that has been assigned to a program. The “C”
indicates that this Approp code is a consolidating level for the
appropriation. System security limits the drop-down box menu to
those Approp codes that the user may access.

If this is a new budget form, an Approp code must be selected on
the Data Attribute Selection Screen.

If an Approp code is selected and budget forms have previously
been created, the Serial Number drop-down box displays the
budget forms for that Approp code. Selecting an Approp code
narrows the selections within the Serial Number drop-down box. To
view all budget forms for an Approp code select the Approp code
and leave the Dec Item and Ag Org selections blank. If the Ag Org
code and/or the Dec Item code are also selected, the budget form
selections are further limited in the Serial Number drop-down box.

If an Approp code is not selected and budget forms have previously
been created, the Serial Number drop-down box displays all budget
forms that have been created.

Each budget form created by a user contains a serial number. If this
is the initial entry of the budget form, select “New”. This will be the
last choice listed in the drop-down box.

If a budget form has previously been created, select the applicable
budget form by selecting the Serial Number and name in the drop-
down box. The drop-down listing includes budget forms that have
been created by all users. Serial numbers are arranged numerically
followed by the Description name.
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If the Dec Item, Ag Org or Approp fields were not selected on the
Data Attribute Selection Screen, these fields will default to the
applicable codes once the budget form is selected.

If this is a new budget form, enter a description for this budget form.
The description is limited to 30-characters. This should be the same
name used on the Decision Item Information Table. Refer to
Establishing a Decision Item Code for more information. Use the
Dec Item code drop-down box to view the name assigned to the Dec
Iltem code

If the budget form has previously been created, the description will
default to the description used when the budget form was created.

Select the code for the appropriate stage of the request or
recommendation being entered. See Budget Preparation Stages for
a more information regarding the stages. System security limits the
Stages that the user may access.

If the budget form has previously been created, the stage will
default to the last stage that the budget form was saved.

Do not enter data into this field. This field will not be used.
Do not enter data into this field. This field will not be used.
Do not enter data into this field. This field will not be used.
Do not enter data into this field. This field will not be used.
Do not enter data into this field. This field will not be used.
Do not enter data into this field. This field will not be used.

Click on “Purge” to delete a budget form. If amounts appear in the
budget form, the Purge button will not appear on the Data Attribute
Selection Screen. See Purging a Budget Form for more information.

Click on “Report” to view or print the Budget Form Report or the
Audit Trail Listing. A dialogue box will appear with the following
choices:

e Form Justification: Not being used.
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e Objects: Check the box to view the Budget Form Report.
e Audit Trail: Check the box to view the Audit Trail Listing.

If both of the last two boxes are checked, both the Budget Form
Report and the Audit Trail listing will appear.

OK Click on “OK” to advance to the budget form.

Click on “Cancel” to exit from the Data Attribute Selection Screen.

Cancel . . .
None of the information entered will be saved.

Budget Form

sis Leasing-Supplemental: 98 - Leasing Supp New DI

lnwrtl Deln‘te| HWB| ﬁuditl |Net Cost v| Applyl Save Cam:al|
General
=] 4021400 3236
0 0
Field Name Definition

Displays the type of budget form, the Serial Number and the
Form Header T . .
description entered on the Data Attribute Selection Screen.
Used to enter a blank line into the budget form. To add a line to the
Insert budget form, position the hand symbol in the Seq field where the
line is to be inserted and click the “Insert” button. A new line will

appear beneath the line where the hand symbol was positioned.

Used to delete a line from the budget form. To delete a line in the
Delete budget form, position the hand symbol in the Seq field on the line
that needs to be deleted and click on the “Delete” button.

Used to move one line to another location in the budget form. To
move a line, position the hand symbol in the Seq field for the line

Move that needs to be moved. Scroll to where the line should be moved to
and click on the “Move” button. Then position the hand in the Seq
field where the line is to be inserted and click the Seq field.

Audit Provides user with a review of changes made to the budget form.
Click on the Audit button to display the audit trail listing. The Audit
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Trail Listing displays the stage in which the change was made, the
amount of the change, the reason for the change (if entered), the
userid who made the change, and the date and time the change was
made.

Defaults to Net Cost. Provides a choice of Net Cost, Sum Exp, or
Sum Rev for the budget form. The total line of the budget form will
calculate a total based on what is selected from the drop-down box.
Net Cost or Sum of Expenditures should be selected. Since both
revenues and expenditures are not being used on this budget form,
Net Cost and Sum of Expenditures will result in the same total being
displayed on the budget form.

Saves the entries made in the budget form without closing it. Click
on the Apply button to save the changes. A Reason for Change box
appears where the reason for change may be entered. Areason is
not required to save the changes. If a reason is entered, the reason
will appear on the Audit Trail Listing. Click on OK to close the box
with or without a reason for the change. The budget form remains
open. The Reason for Change box will not appear the first time the
budget form is saved.

Saves and closes the budget form. Click on the Save button to save
the budget form. A Reason for Change box appears where the
reason for change may be entered. A reason is not required to save
the changes. If areason is entered, the reason will appear on the
Audit Trail Listing. Click on OK to close the box with or without a
reason for the change. The budget form will then be closed. The
Reason for Change box will not appear the first time the budget form
is saved.

Closes the budget form without saving changes. Click on the
Cancel button to close the form. A dialogue box will appear
displaying “Discard changes?”. Click on “No” to remain in the
budget form. Click on “Yes” to discard the changes. Although the
changes are not saved, the budget form will still exist. See Purging a
Budget Form to delete the budget form.

Displays a sequential number for each line on the budget form.
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Displays the Dec Item code selected on the Data Attribute
Selection Screen. This number automatically will appear on each
line inserted in the budget form. Separate budget forms are required
for each decision item code.

Select the code for the appropriate Ag Org from the drop-down box.
The Ag Orgs shown in the drop-down table report to the
consolidating agency selected on the Data Attribute Selection
Screen. The first three digits of the Ag Org code are the leasing
agency code and the following four digits are the organization code.

Select the code for the appropriate fund from the drop-down box.
The funds are organized in the following order: general revenue,
federal, and other funds.

When saving the budget form, an edit will verify that the
combination for the Fund codes and the Approp codes are valid.
Errors must be corrected before the budget form can be saved.

Select the code for the applicable Approp unit code from the drop-

down box. The Approp unit codes displayed in the drop-down menu
report to the consolidating program Approp code that was selected
on the Data Attribute Selection Screen.

When saving the budget form, an edit will verify that the
combination for the Approp codes and Fund codes are valid. Errors
must be corrected before the budget form can be saved.

Select the code for the applicable budget object class from the
drop-down box.

If budget object class code 580 for Office Equipment are selected, a
Detail Box will appear at the bottom of the budget form.

DETAIL BOX INSTRUCTIONS:

Seq: Displays a sequential number for each line in the Detail Box.
Click under Seq in the Detail box to activate the detail box.

Posting Col: Displays the names of two possible columns where
amounts could be entered. A separate line is required for entering
one-time amounts.



Detail Box Indicator

Amount

Release Reserve

Justify
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Select the “Amount” column for entering the total amount
requested for this item.

Do not use the “Release Reserve” column.

Item: Select the appropriate item as described in the drop-down
box. If the item being requested is not in the drop-down box, select
“Other”.

Description: Displays a description of the item selected. If “Other”
is selected, enter a description for the item.

Qty: Enter the quantity requested.

Price: Displays the default price of the item. The default amount
may be overridden by entering a different amount for the item in this
field. If “Other” is selected, enter the amount for the item.

Total: Displays the calculated amount for the item based upon the
quantity and price. Since this field is gray, the amount may not be
changed. The quantity or price must be changed for the amount to
change.

Use the Insert, Delete and Move buttons located at the top left of
the budget form to insert, delete or move lines. See “Insert”,
“Delete” and “Move” definitions for further information.

To exit the detail box, click on any cell on the budget form except the
line where that data is being entered.

Displays if a Detail Box has been used with a budget object class. If
a Detail Box has been used, an “F” is displayed in the narrow gray
column following the object column. Otherwise this field is empty.

Enter the total amount being requested or recommended for this
line. Do not enter cents. If the amount field is gray, the amounts
were previously entered through a Detail Box. See “Object”
definition on how to change the amount.

Leave Blank. The Division of Budget and Planning uses this field to
enter recommendations for the release of Governor’s reserve.

Used to enter optional information.
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Displays the total for the budget form.

Subtotals may be displayed for each of the data attributes — Dec
Iltem, Ag Org, Fund, Approp, and Object codes. These subtotals are
displayed by clicking on the data attribute field name at the top of

Total Line . . .
the column for which a subtotal is needed. Subtotals will appear at
each change in the codes for that data attribute.
To reorder the data to its original input order, click on the Seq field
name.

0]

Operating-Core Changes Budget Form

Purpose

This budget form is used to request and recommend changes to operating core budgets.
Core changes include transfers in, one-time expenditure reductions, transfers out, core
reductions and core reallocations.

Coding Instructions
Field Name Definition

From the BRASS menu screen, select “Budget Forms” or click on
Budget Form the Forms icon from the tool bar. Open an “Operating-CORE
Selection Screen Changes” budget form by highlighting it and clicking the OK button.
Or, double click on the form name.

Data Attributes Selection Screen
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sis Dperating-CORE Changes
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Field Name Definition

Dec Item

Ag Org

Select the appropriate Dec Item code from the drop-down box. Pre-
assigned Dec Item codes will appear in the drop-down box. Dec
Item codes for operating core changes will start with six zeroes
followed by a specific digit for each kind of core change.

If this is a new budget form, a Dec Item code must be selected on
the Data Attribute Selection Screen.

If the Dec Item code is selected and budget forms have previously
been created, the Serial Number drop-down box displays all the
budget forms for the Dec Item code. Selecting a Dec Item code
narrows the selections within the Serial Number drop-down box. To
view all budget forms for a Dec Item code, select the Dec Item code
and leave the Ag Org and Approp selections blank. If the Ag Org
code and/or the Approp code are also selected, the budget form
selections are further limited in the Serial Number drop-down box.

If a Dec Item code is not selected and budget forms have previously
been created, the Serial Number drop-down box displays all the
budget forms that have been created.

Select the appropriate Ag Org code from the drop-down box. The Ag
Org codes displayed in the drop-down menu are at the
consolidating level for the agency. These Ag Org codes include the
three-digit operating agency number followed by four zeros and a
“C”. The “C” indicates that this Ag Org code is a consolidating



Approp
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organization. System security limits the drop-down box menu to
those Ag Org codes that the user can access.

If this is a new budget form, an Ag Org code must be selected on the
Data Attribute Selection Screen.

If an Ag Org code is selected and budget forms have previously been
created, the Serial Number drop-down box displays all the budget
forms for the Ag Org code. Selecting an Ag Org code narrows the
selections within the Serial Number drop-down box. To view all
budget forms for an agency, select the Ag Org code and leave the
Dec Item and Approp selections blank. If the Dec Item code and/or
the Approp code are also selected, the budget form selections are
further limited in the Serial Number drop-down box.

If an Ag Org code is not selected and budget forms have previously
been created, the Serial Number drop-down box displays all the
budget forms that have been created.

Select the applicable consolidating Approp code to which the Dec
Item will report from the drop-down box. The Approp codes
displayed in the drop-down menu are the roll-up of appropriations
for a designated program. This is a unique five-digit number
followed by a “C” that has been assigned to a program. The “C”
indicates that this Approp code is a consolidating level for the
appropriation. System security limits the drop-down box menu to
those Approp codes that the user may access.

If this is a new budget form, an Approp code must be selected on
the Data Attribute Selection Screen.

If an Approp code is selected and budget forms have previously
been created, the Serial Number drop-down box displays the
budget forms for that Approp code. Selecting an Approp code
narrows the selections within the Serial Number drop-down box. To
view all budget forms for an Approp code select the Approp code
and leave the Dec Item and Ag Org selections blank. If the Ag Org
code and/or the Dec Item code are also selected, the budget form
selections are further limited in the Serial Number drop-down box.
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If an Approp code is not selected and budget forms have previously
been created, the Serial Number drop-down box displays all budget
forms that have been created.

Each budget form created by a user contains a serial number. If this
is the initial entry of the budget form, select “New”. This will be the
last choice listed in the drop-down box.

If a budget form has previously been created, select the applicable
budget form by selecting the Serial Number and name in the drop-
down box. The drop-down listing includes budget forms that have
been created by all users. Serial numbers are arranged numerically
followed by the Description name.

If the Dec Item, Ag Org or Approp fields were not selected on the
Data Attribute Selection Screen, these fields will default to the
applicable codes once the budget form is selected.

If this is a new budget form, enter a description for this budget form.
The description is limited to 30-characters. When entering core
change descriptions, be sure to make them unique enough to
facilitate finding the correct budget form in subsequent stages.

If the budget form has previously been created, the description will
default to the description used when the budget form was created.

Select the code for the appropriate stage of the request or
recommendation being entered. See Budget Preparation Stages for
a more information regarding the stages. System security limits the
Stages that the user may access.

If the budget form has previously been created, the stage will
default to the last stage that the budget form was saved.

Do not enter data into this field. This field will not be used.
Do not enter data into this field. This field will not be used.
Do not enter data into this field. This field will not be used.
Do not enter data into this field. This field will not be used.

Do not enter data into this field. This field will not be used.
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Do not enter data into this field. This field will not be used.

Click on “Purge” to delete a budget form. If amounts appear in the
budget form, the Purge button will not appear on the Data Attribute
Selection Screen. See Purging a Budget Form for more information.

Click on “Report” to view or print the Budget Form Report or the
Audit Trail Listing. A dialogue box will appear with the following
choices:

e Form Justification: Not being used.
e Objects: Check the box to view the Budget Form Report.
e Audit Trail: Check the box to view the Audit Trail Listing.

If both of the last two boxes are checked, both the Budget Form
Report and the Audit Trail listing will appear.

Click on “OK” to advance to the budget form.

Click on “Cancel” to exit from the Data Attribute Selection Screen.
None of the information entered will be saved.

ain Dperating-CORE Changes: 13 - Transfer to Attorney General
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Field Name

Form Header

Insert

Definition

Displays the type of budget form, the Serial Number and the
description entered on the Data Attribute Selection Screen.

Used to enter a blank line into the budget form. To add a line to the
budget form, position the hand symbol in the Seq field where the
line is to be inserted and click the “Insert” button. A new line will
appear beneath the line where the hand symbol was positioned.
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Apply
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Used to delete a line from the budget form. To delete a line in the
budget form, position the hand symbol in the Seq field on the line
that needs to be deleted and click on the “Delete” button.

Used to move one line to another location in the budget form. To
move a line, position the hand symbol in the Seq field for the line
that needs to be moved. Scroll to where the line should be moved to
and click on the “Move” button. Then position the hand in the Seq
field where the line is to be inserted and click the Seq field.

Provides user with a review of changes made to the budget form.
Click on the Audit button to display the audit trail listing. The Audit
Trail Listing displays the stage in which the change was made, the
amount of the change, the reason for the change (if entered), the
userid who made the change, and the date and time the change was
made.

Defaults to Net Cost. Provides a choice of Net Cost, Sum Exp, or
Sum Rev for the budget form. The total line of the budget form will
calculate a total based on what is selected from the drop-down box.
Net Cost or Sum of Expenditures should be selected. Since both
revenues and expenditures are not being used on this budget form,
Net Cost and Sum of Expenditures will result in the same total being
displayed on the budget form.

Saves the entries made in the budget form without closing it. Click
on the Apply button to save the changes. A Reason for Change box
appears where the reason for change may be entered. Areason is
not required to save the changes. If areason is entered, the reason
will appear on the Audit Trail Listing. Click on OK to close the box
with or without a reason for the change. The budget form remains
open. The Reason for Change box will not appear the first time the
budget form is saved.

Saves and closes the budget form. Click on the Save button to save
the budget form. A Reason for Change box appears where the
reason for change may be entered. A reason is not required to save
the changes. If a reason is entered, the reason will appear on the
Audit Trail Listing. Click on OK to close the box with or without a
reason for the change. The budget form will then be closed. The
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Reason for Change box will not appear the first time the budget form
is saved.

Closes the budget form without saving changes. Click on the
Cancel button to close the form. A dialogue box will appear
displaying “Discard changes?”. Click on “No” to remain in the
budget form. Click on “Yes” to discard the changes. Although the
changes are not saved, the budget form will still exist. See Purging a
Budget Form to delete the budget form.

Displays a sequential number for each line on the budget form.

Displays the Dec Item code selected on the Data Attribute
Selection Screen. This number automatically will appear on each
line inserted in the budget form. Separate budget forms are required
for each decision item code.

Select the code for the appropriate Ag Org from the drop-down box.
The Ag Orgs shown in the drop-down table report to the
consolidating agency selected on the Data Attribute Selection
Screen. The first three digits of the Ag Org code are the operating
agency code and the following four digits are the organization code.

Select the code for the appropriate fund from the drop-down box.
The funds are organized in the following order: general revenue,
federal, and other funds.

When saving the budget form, an edit will verify that the
combination for the Fund codes and the Approp codes are valid.
Errors must be corrected before the budget form can be saved.

Select the code for the applicable Approp unit code from the drop-

down box. The Approp unit codes displayed in the drop-down menu
report to the consolidating program Approp code that was selected
on the Data Attribute Selection Screen.

When saving the budget form, an edit will verify that the
combination for the Approp codes and Fund codes are valid. Errors
must be corrected before the budget form can be saved.
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Select the code for the applicable budget object class from the
drop-down box.

Enter the increased or decreased amount being requested or
recommended for this core change. Do not enter cents.

Enter the increase or decrease in the number of full-time equivilent
staff being requested or recommended for this core change. After
leaving the field, the number is displayed as a whole number.
However, it is recorded in the database and in reports as it was
entered. Click on the field to display the decimals.

Used to enter optional information.

Subtotals may be displayed for each of the data attributes — Dec
Iltem, Ag Org, Fund, Approp, Object and Job Class codes. These
subtotals are displayed by clicking on the data attribute field name
at the top of the column for which a subtotal is needed. Subtotals
will appear at each change in the codes for that data attribute.

To reorder the data to its original input order, click on the Seq field
name.

Operating-New Decision Item Budget Form

Purpose

This budget form is used to request and recommend funding for new operating budget

decision items except for within-grade requests.

Coding Instructions

Field Name

Budget Form
Selection Screen

Definition

From the BRASS menu screen, select “Budget Forms” or click on
the Forms icon from the tool bar. Open an “Operating-New Decision
Iltem” budget form by highlighting it and clicking the OK button. Or,
double click on the form name.

Data Attributes Selection Screen
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Field Name Definition

Select the appropriate Dec Item code from the drop-down box. Pre-
assigned Dec Item codes will appear in the drop-down box. Dec
Item codes will be specific to each agency. All new operating budget
Dec Item codes will start with the number “1” followed by the three-
digit operating agency code and a three-digit sequential number.
Refer to Establishing a Decision Item Code for more information.
System security limits the drop-down box menu to those Dec Item
codes that the user may access.

If this is a new budget form, a Dec Item code must be selected on
the Data Attribute Selection Screen.

Dec Item If the Dec ltem code is selected and budget forms have previously

been created, the Serial Number drop-down box displays all the
budget forms for the Dec Item code. Selecting a Dec Item code
narrows the selections within the Serial Number drop-down box. To
view all budget forms for a Dec Item code, select the Dec Item code
and leave the Ag Org and Approp selections blank. If the Ag Org
code and/or the Approp code are also selected, the budget form
selections are further limited in the Serial Number drop-down box.

If a Dec Item code is hot selected and budget forms have previously
been created, the Serial Number drop-down box displays all the
budget forms that have been created.
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Select the appropriate Ag Org code from the drop-down box. The Ag
Org codes displayed in the drop-down menu are at the
consolidating level for the agency. These Ag Org codes include the
three-digit operating agency number followed by four zeros and a
“C”. The “C” indicates that this Ag Org code is a consolidating
organization. System security limits the drop-down box menu to
those Ag Org codes that the user can access.

If this is a new budget form, an Ag Org code must be selected on the
Data Attribute Selection Screen.

If an Ag Org code is selected and budget forms have previously been
created, the Serial Number drop-down box displays all the budget
forms for the Ag Org code. Selecting an Ag Org code narrows the
selections within the Serial Number drop-down box. To view all
budget forms for an agency, select the Ag Org code and leave the
Dec Item and Approp selections blank. If the Dec Item code and/or
the Approp code are also selected, the budget form selections are
further limited in the Serial Number drop-down box.

If an Ag Org code is not selected and budget forms have previously
been created, the Serial Number drop-down box displays all the
budget forms that have been created.

Select the applicable consolidating Approp code to which the Dec
Item will report from the drop-down box. The Approp codes
displayed in the drop-down menu are the roll-up of appropriations
for a designated program. This is a unique five-digit number
followed by a “C” that has been assigned to a program. The “C”
indicates that this Approp code is a consolidating level for the
appropriation. System security limits the drop-down box menu to
those Approp codes that the user may access.

If this is a new budget form, an Approp code must be selected on
the Data Attribute Selection Screen.

If an Approp code is selected and budget forms have previously
been created, the Serial Number drop-down box displays the
budget forms for that Approp code. Selecting an Approp code
narrows the selections within the Serial Number drop-down box. To
view all budget forms for an Approp code select the Approp code
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and leave the Dec Item and Ag Org selections blank. If the Ag Org
code and/or the Dec Item code are also selected, the budget form
selections are further limited in the Serial Number drop-down box.

If an Approp code is not selected and budget forms have previously
been created, the Serial Number drop-down box displays all budget
forms that have been created.

Each budget form created by a user contains a serial number. If this
is the initial entry of the budget form, select “New”. This will be the
last choice listed in the drop-down box.

If a budget form has previously been created, select the applicable
budget form by selecting the Serial Number and name in the drop-
down box. The drop-down listing includes budget forms that have
been created by all users. Serial numbers are arranged numerically
followed by the Description name.

If the Dec Item, Ag Org or Approp fields were not selected on the
Data Attribute Selection Screen, these fields will default to the
applicable codes once the budget form is selected.

If this is a new budget form, enter a description for this budget form.
The description is limited to 30-characters. This should be the same
name used on the Decision Item Information Table. Refer

to Establishing a Decision Item Code for more information. Use the
Dec Item code drop-down box to view the name assighed to the Dec
Item code.

If the budget form has previously been created, the description will
default to the description used when the budget form was created.

Select the code for the appropriate stage of the request or
recommendation being entered. See Budget Preparation Stages for
a more information regarding the stages. System security limits the
Stages that the user may access.

If the budget form has previously been created, the stage will
default to the last stage that the budget form was saved.

Do not enter data into this field. This field will not be used.
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Do not enter data into this field. This field will not be used.
Do not enter data into this field. This field will not be used.
Do not enter data into this field. This field will not be used.
Do not enter data into this field. This field will not be used.
Do not enter data into this field. This field will not be used.

Click on “Purge” to delete a budget form. If amounts appear in the
budget form, the Purge button will not appear on the Data Attribute
Selection Screen. Purging a Budget Form for more information.

Click on “Report” to view or print the Budget Form Report or the
Audit Trail Listing. A dialogue box will appear with the following
choices:

e Form Justification: Not being used.
e Objects: Check the box to view the Budget Form Report.
e Audit Trail: Check the box to view the Audit Trail Listing.

If both of the last two boxes are checked, both the Budget Form
Report and the Audit Trail listing will appear.

Click on “OK” to advance to the budget form.

Click on “Cancel” to exit from the Data Attribute Selection Screen.
None of the information entered will be saved.
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Displays the type of budget form, the Serial Number and the
description entered on the Data Attribute Selection Screen.

Used to enter a blank line into the budget form. To add a line to the
budget form, position the hand symbol in the Seq field where the
line is to be inserted and click the “Insert” button. A new line will
appear beneath the line where the hand symbol was positioned.

Used to delete a line from the budget form. To delete a line in the
budget form, position the hand symbol in the Seq field on the line
that needs to be deleted and click on the “Delete” button.

Used to move one line to another location in the budget form. To
move a line, position the hand symbol in the Seq field for the line
that needs to be moved. Scroll to where the line should be moved to
and click on the “Move” button. Then position the hand in the Seq
field where the line is to be inserted and click the Seq field.

Provides user with a review of changes made to the budget form.
Click on the Audit button to display the audit trail listing. The Audit
Trail Listing displays the stage in which the change was made, the
amount of the change, the reason for the change (if entered), the
userid who made the change, and the date and time the change was
made.

Defaults to Net Cost. Provides a choice of Net Cost, Sum Exp, or
Sum Rev for the budget form. The total line of the budget form will
calculate a total based on what is selected from the drop-down box.
Net Cost or Sum of Expenditures should be selected. Since both
revenues and expenditures are not being used on this budget form,
Net Cost and Sum of Expenditures will result in the same total being
displayed on the budget form.

Saves the entries made in the budget form without closing it. Click
on the Apply button to save the changes. A Reason for Change box
appears where the reason for change may be entered. Areason is
not required to save the changes. If a reason is entered, the reason
will appear on the Audit Trail Listing. Click on OK to close the box
with or without a reason for the change. The budget form remains
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open. The Reason for Change box will not appear the first time the
budget form is saved.

Saves and closes the budget form. Click on the Save button to save
the budget form. A Reason for Change box appears where the
reason for change may be entered. A reason is not required to save
the changes. If areason is entered, the reason will appear on the
Audit Trail Listing. Click on OK to close the box with or without a
reason for the change. The budget form will then be closed. The
Reason for Change box will not appear the first time the budget form
is saved.

Closes the budget form without saving changes. Click on the
Cancel button to close the form. A dialogue box will appear
displaying “Discard changes?”. Click on “No” to remain in the
budget form. Click on “Yes” to discard the changes. Although the
changes are not saved, the budget form will still exist. See Purging a
Budget Form to delete the budget form.

Displays a sequential number for each line on the budget form.

Displays the Dec Item code selected on the Data Attribute
Selection Screen. This number automatically will appear on each
line inserted in the budget form. Separate budget forms are required
for each decision item code.

Select the code for the appropriate Ag Org from the drop-down box.
The Ag Orgs shown in the drop-down table report to the
consolidating agency selected on the Data Attribute Selection
Screen. The first three digits of the Ag Org code are the operating
agency code and the following four digits are the organization code.

Select the code for the appropriate fund from the drop-down box.
The funds are organized in the following order: general revenue,
federal, and other funds.

When saving the budget form, an edit will verify that the
combination for the Fund codes and the Approp codes are valid.
Errors must be corrected before the budget form can be saved.
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Select the code for the applicable Approp unit code from the drop-

down box. The Approp unit codes displayed in the drop-down menu
report to the consolidating program Approp code that was selected
on the Data Attribute Selection Screen.

When saving the budget form, an edit will verify that the
combination for the Approp codes and Fund codes are valid. Errors
must be corrected before the budget form can be saved.

Select the code for the applicable budget object class from the
drop-down box.

If budget object class codes 560 for Motorized Equipment and 580
for Office Equipment are selected, a Detail Box will appear at the
bottom of the budget form.

DETAIL BOX INSTRUCTIONS:

Seq: Displays a sequential number for each line in the Detail Box.
Click under Seq in the Detail box to activate the detail box.

Posting Col: Displays the names of four possible columns where
amounts could be entered. A separate line is required for entering
one-time amounts.

Select the “Amount” column for entering the total amount
requested for this item.

Do not use the “FTE” column since this budget object class is for
expense and equipment.

Select the “1X Amount” column for entering the one-time amount
for this budget object class.

Do not use “1X FTE” column since this budget object class is for
expense and equipment.

Item: Select the appropriate item as described in the drop-down
box. If the item being requested is not in the drop-down box, select
“Other”. If one-time amounts are being entered, select the “One-
Time Expenditures” option.
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Description: Displays a description of the item selected. If “Other”
is selected, enter a description for the item.

Qty: Enter the quantity requested. If the “One-Time Expenditures”
option is selected, enter a quantity of one.

Price: Displays the default price of the item. The default amount
may be overridden by entering a different amount for the item in this
field. If “Other” is selected, enter the amount for the item. If “One-
Time Expenditures” is selected, enter a negative sign and then the
total one-time amount. One-time amounts must be entered as
negative numbers.

Total: Displays the calculated amount for the item based upon the
quantity and price. Since this field is gray, the amount may not be
changed. The quantity or price must be changed for the amount to
change.

Use the Insert, Delete and Move buttons located at the top left of
the budget form to insert, delete or move lines. See “Insert”,
“Delete” and “Move” definitions for further information.

To exit the detail box, click on any cell on the budget form except the
line where that data is being entered.

Displays if a Detail Box has been used with a budget object class. If
a Detail Box has been used, an “F” is displayed in the narrow gray
column following the object column. Otherwise this field is empty.

Defaults to zero. If the salaries and wages budget object class and
FTE are being requested or recommended, a selection of a job class
is required. Select the code for the applicable job class from the
drop-down box. The job classes are organized alphabetically by
UCP titles and then alphabetically by Department for Non-UCP
titles.

Enter the total amount being requested or recommended for this
line. Do not enter cents. If the amount field is gray, the amounts
were previously entered through a Detail Box. See "Object"
definition on how to change the amount.
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Enter the number of full-time equivalent staff being requested or
recommended for this line. After leaving the field, the number is

FTE displayed as a whole number. However, it is recorded in the
database and in reports as it was entered. Click on the field to
display the decimals.

Enter a negative sign and then the one-time amount being
requested or recommended for this line. One-time amounts must

1X Amount be entered as a negative number. Do not enter cents. If the amount
field is gray, the amounts were previously entered through a Detail
Box. See “Object” definition on how to change the amount.

Enter a negative sign and then the number of one-time full-time
equivalent staff being requested or recommended for this line. One-
1X ETE time amounts must be entered as a negative number. After leaving
the field, the number is displayed as a whole number. However, it is
recorded in the database and in reports as it was entered. Click on

the field to display the decimals.
Justify Used to enter optional information.

Displays the total for the budget form.

Subtotals may be displayed for each of the data attributes — Dec
Item, Ag Org, Fund, Approp, Object and Job Class codes. These
subtotals are displayed by clicking on the data attribute field name

Total Line . .
at the top of the column for which a subtotal is needed. Subtotals

will appear at each change in the codes for that data attribute.

To reorder the data to its original input order, click on the Seq field
name.

Operating-Reappropriation Budget Form

Purpose

This budget form is used to request and recommend funding for operating reappropriation
decision items.

Coding Instructions
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Field Name Definition

From the BRASS menu screen, select “Budget Forms” or click on
Budget Form the Forms icon from the tool bar. Open an “Operating-
Selection Screen Reappropriation” budget form by highlighting it and clicking the OK
button. Or, double click on the form name.

Data Attributes Selection Screen

it Dperating-Reappropnations

Purge Form I Report I 0OK I Cancel |
Declt 202001 .
oL Senal Number| 11 . ATTY-Reapprop OP DI :]|
AgOrg820000C
AppropPE201 DescriptionATTY-Reapprop OP DI
StagelsA [=] ()
Priority]d  ||=l - 1
Code 1 x|  Code 2] | =]
Code 3 x| Code 4] | 1=]
Field Name Definition

Select the appropriate Dec Item code from the drop-down box. Pre-
assigned Dec Item codes will appear in the drop-down box. Dec
Item codes will be specific to each agency. All operating
reappropriation budget Dec Item codes will start with the number
“4” followed by the three-digit operating agency code and a three-
digit sequential number. Refer to Establishing a Decision ltem
Code for more information. System security limits the drop-down

box menu to those Dec Item codes that the user may access.
Dec ltem
If this is a new budget form, a Dec Item code must be selected on

the Data Attribute Selection Screen.

If the Dec Item code is selected and budget forms have previously
been created, the Serial Number drop-down box displays all the
budget forms for the Dec Item code. Selecting a Dec Item code
narrows the selections within the Serial Number drop-down box. To
view all budget forms for a Dec Item code, select the Dec Item code
and leave the Ag Org and Approp selections blank. If the Ag Org
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code and/or the Approp code are also selected, the budget form
selections are further limited in the Serial Number drop-down box.

If a Dec Item code is not selected and budget forms have previously
been created, the Serial Number drop-down box displays all the
budget forms that have been created.

Select the appropriate Ag Org code from the drop-down box. The Ag
Org codes displayed in the drop-down menu are at the
consolidating level for the agency. These Ag Org codes include the
three-digit operating agency number followed by four zeros and a
“C”. The “C” indicates that this Ag Org code is a consolidating
organization. System security limits the drop-down box menu to
those Ag Org codes that the user can access.

If this is a new budget form, an Ag Org code must be selected on the
Data Attribute Selection Screen.

If an Ag Org code is selected and budget forms have previously been
created, the Serial Number drop-down box displays all the budget
forms for the Ag Org code. Selecting an Ag Org code narrows the
selections within the Serial Number drop-down box. To view all
budget forms for an agency, select the Ag Org code and leave the
Dec Item and Approp selections blank. If the Dec Item code and/or
the Approp code are also selected, the budget form selections are
further limited in the Serial Number drop-down box.

If an Ag Org code is not selected and budget forms have previously
been created, the Serial Number drop-down box displays all the
budget forms that have been created.

Select the applicable consolidating Approp code to which the Dec
Item will report from the drop-down box. The Approp codes
displayed in the drop-down menu are the roll-up of appropriations
for a designated program. This is a unique five-digit number
followed by a “C” that has been assigned to a program. The “C”
indicates that this Approp code is a consolidating level for the
appropriation. System security limits the drop-down box menu to
those Approp codes that the user may access.
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If this is a new budget form, an Approp code must be selected on
the Data Attribute Selection Screen.

If an Approp code is selected and budget forms have previously
been created, the Serial Number drop-down box displays the
budget forms for that Approp code. Selecting an Approp code
narrows the selections within the Serial Number drop-down box. To
view all budget forms for an Approp code select the Approp code
and leave the Dec Item and Ag Org selections blank. If the Ag Org
code and/or the Dec Item code are also selected, the budget form
selections are further limited in the Serial Number drop-down box.

If an Approp code is not selected and budget forms have previously
been created, the Serial Number drop-down box displays all budget
forms that have been created.

Each budget form created by a user contains a serial number. If this
is the initial entry of the budget form, select “New”. This will be the
last choice listed in the drop-down box.

If a budget form has previously been created, select the applicable
budget form by selecting the Serial Number and name in the drop-
down box. The drop-down listing includes budget forms that have
been created by all users. Serial numbers are arranged numerically
followed by the Description name.

If the Dec Item, Ag Org or Approp fields were not selected on the
Data Attribute Selection Screen, these fields will default to the
applicable codes once the budget form is selected.

If this is a new budget form, enter a description for this budget form.
The description is limited to 30-characters. This should be the same
name used on the Decision Item Information Table. Refer

to Establishing a Decision Item Code for more information. Use the
Dec Item code drop-down box to view the name assigned to the Dec
Item code.

If the budget form has previously been created, the description will
default to the description used when the budget form was created.

Select the code for the appropriate stage of the request or
recommendation being entered. See Budget Preparation Stages for
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a more information regarding the stages. System security limits the

Stages that the user may access.

If the budget form has previously been created, the stage will
default to the last stage that the budget form was saved.

Do not enter data into this field. This field will not be used.
Do not enter data into this field. This field will not be used.
Do not enter data into this field. This field will not be used.
Do not enter data into this field. This field will not be used.
Do not enter data into this field. This field will not be used.
Do not enter data into this field. This field will not be used.

Click on “Purge” to delete a budget form. If amounts appear in the
budget form, the Purge button will not appear on the Data Attribute
Selection Screen. See Purging a Budget Form for more information.

Click on “Report” to view or print the Budget Form Report or the
Audit Trail Listing. A dialogue box will appear with the following
choices:

e Form Justification: Not being used.
e Objects: Check the box to view the Budget Form Report.
e Audit Trail: Check the box to view the Audit Trail Listing.

If both of the last two boxes are checked, both the Budget Form
Report and the Audit Trail listing will appear.

Click on “OK” to advance to the budget form.

Click on “Cancel” to exit from the Data Attribute Selection Screen.
None of the information entered will be saved.
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Field Name Definition

Displays the type of budget form, the Serial Number and the
description entered on the Data Attribute Selection Screen.

Form Header

Used to enter a blank line into the budget form. To add a line to the
Insert budget form, position the hand symbol in the Seq field where the

line is to be inserted and click the “Insert” button. A new line will

appear beneath the line where the hand symbol was positioned.

Used to delete a line from the budget form. To delete a line in the
Delete budget form, position the hand symbol in the Seq field on the line
that needs to be deleted and click on the “Delete” button.

Used to move one line to another location in the budget form. To
move a line, position the hand symbolin the Seq field for the line

Move that needs to be moved. Scroll to where the line should be moved to
and click on the “Move” button. Then position the hand in the Seq
field where the line is to be inserted and click the Seq field.

Provides user with a review of changes made to the budget form.
Click on the Audit button to display the audit trail listing. The Audit
Trail Listing displays the stage in which the change was made, the
amount of the change, the reason for the change (if entered), the
userid who made the change, and the date and time the change was

Audit

made.

Defaults to Net Cost. Provides a choice of Net Cost, Sum Exp, or
Sum Reyv for the budget form. The total line of the budget form will
calculate a total based on what is selected from the drop-down box.
Net Cost or Sum of Expenditures should be selected. Since both

Drop-Down Box

revenues and expenditures are not being used on this budget form,
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Net Cost and Sum of Expenditures will result in the same total being
displayed on the budget form.

Saves the entries made in the budget form without closing it. Click
on the Apply button to save the changes. A Reason for Change box
appears where the reason for change may be entered. Areason is
not required to save the changes. If areason is entered, the reason
will appear on the Audit Trail Listing. Click on OK to close the box
with or without a reason for the change. The budget form remains
open. The Reason for Change box will not appear the first time the
budget form is saved.

Saves and closes the budget form. Click on the Save button to save
the budget form. A Reason for Change box appears where the
reason for change may be entered. A reason is not required to save
the changes. If a reason is entered, the reason will appear on the
Audit Trail Listing. Click on OK to close the box with or without a
reason for the change. The budget form will then be closed. The
Reason for Change box will not appear the first time the budget form
is saved.

Closes the budget form without saving changes. Click on the
Cancel button to close the form. A dialogue box will appear
displaying “Discard changes?”. Click on “No” to remain in the
budget form. Click on “Yes” to discard the changes. Although the
changes are not saved, the budget form will still exist. See Purging a
Budget Form to delete the budget form.

Displays a sequential number for each line on the budget form.

Displays the Dec Item code selected on the Data Attribute
Selection Screen. This number automatically will appear on each
line inserted in the budget form. Separate budget forms are required
for each decision item code.

Select the code for the appropriate Ag Org from the drop-down box.
The Ag Orgs shown in the drop-down table report to the
consolidating agency selected on the Data Attribute Selection
Screen. The first three digits of the Ag Org code are the operating
agency code and the following four digits are the organization code.
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Select the code for the appropriate fund from the drop-down box.
The funds are organized in the following order: general revenue,
federal, and other funds.

When saving the budget form, an edit will verify that the
combination for the Fund codes and the Approp codes are valid.
Errors must be corrected before the budget form can be saved.

Select the code for the applicable Approp unit code from the drop-

down box. The Approp unit codes displayed in the drop-down menu
report to the consolidating program Approp code that was selected
on the Data Attribute Selection Screen.

When saving the budget form, an edit will verify that the
combination for the Approp codes and Fund codes are valid. Errors
must be corrected before the budget form can be saved.

Select the code for the applicable budget object class from the
drop-down box.

Defaults to zero. If the salaries and wages budget object class and
FTE are being requested or recommended, a selection of a job class
is required. Select the code for the applicable job class from the
drop-down box. The job classes are organized alphabetically by
UCP titles and then alphabetically by Department for Non-UCP
titles.

Enter the total amount being requested or recommended for this
line. Do not enter cents.

Enter the number of full-time equivalent staff being requested or
recommended for this line. After leaving the field, the number is
displayed as a whole number. However, it is recorded in the
database and in reports as it was entered. Click on the field to
display the decimals.

Used to enter optional information.

Displays the total for the budget form.

Subtotals may be displayed for each of the data attributes — Dec
Item, Ag Org, Fund, Approp, Object and Job Class codes. These
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subtotals are displayed by clicking on the data attribute field name
at the top of the column for which a subtotal is needed. Subtotals
will appear at each change in the codes for that data attribute.

To reorder the data to its original input order, click on the Seq field
name.

Operating-Supplemental Budget Form

Purpose

This budget form is used to request and recommend funding for supplemental operating

decision items.
Coding Instructions

Field Name

Budget Form
Selection Screen

Definition

From the BRASS menu screen, select “Budget Forms” or click on
the Forms icon from the tool bar. Open an “Operating-
Supplemental” budget form by highlighting it and clicking the OK
button. Or, double click on the form name.

Data Attributes Selection Screen

s Dperating-Supplemental
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Field Name Definition

Dec Item

Select the appropriate Dec Item code from the drop-down box. Pre-
assigned Dec Item codes will appear in the drop-down box. Dec



Ag Org

Page |111

Item codes will be specific to each agency. All operating
supplemental Dec Item codes will start with the number “2”
followed by the three-digit operating agency code and a three-digit
sequential number. Refer to Establishing a Decision Item Code for
more information. System security limits the drop-down box menu
to those Dec Item codes that the user may access.

If this is a new budget form, a Dec Item code must be selected on
the Data Attribute Selection Screen.

If the Dec Item code is selected and budget forms have previously
been created, the Serial Number drop-down box displays all the
budget forms for the Dec Item code. Selecting a Dec Iltem code
narrows the selections within the Serial Number drop-down box. To
view all budget forms for a Dec Item code, select the Dec Item code
and leave the Ag Org and Approp selections blank. If the Ag Org
code and/or the Approp code are also selected, the budget form
selections are further limited in the Serial Number drop-down box.

If a Dec Item code is not selected and budget forms have previously
been created, the Serial Number drop-down box displays all the
budget forms that have been created.

Select the appropriate Ag Org code from the drop-down box. The Ag
Org codes displayed in the drop-down menu are at the
consolidating level for the agency. These Ag Org codes include the
three-digit operating agency number followed by four zeros and a
“C”. The “C” indicates that this Ag Org code is a consolidating
organization. System security limits the drop-down box menu to
those Ag Org codes that the user can access.

If this is a new budget form, an Ag Org code must be selected on the
Data Attribute Selection Screen.

If an Ag Org code is selected and budget forms have previously been
created, the Serial Number drop-down box displays all the budget
forms for the Ag Org code. Selecting an Ag Org code narrows the
selections within the Serial Number drop-down box. To view all
budget forms for an agency, select the Ag Org code and leave the
Dec Item and Approp selections blank. If the Dec Item code and/or
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the Approp code are also selected, the budget form selections are
further limited in the Serial Number drop-down box.

If an Ag Org code is not selected and budget forms have previously
been created, the Serial Number drop-down box displays all the
budget forms that have been created.

Select the applicable consolidating Approp code to which the Dec
Item will report from the drop-down box. The Approp codes
displayed in the drop-down menu are the roll-up of appropriations
for a designated program. This is a unique five-digit number
followed by a “C” that has been assigned to a program. The “C”
indicates that this Approp code is a consolidating level for the
appropriation. System security limits the drop-down box menu to
those Approp codes that the user may access.

If this is a new budget form, an Approp code must be selected on
the Data Attribute Selection Screen.

If an Approp code is selected and budget forms have previously
been created, the Serial Number drop-down box displays the
budget forms for that Approp code. Selecting an Approp code
narrows the selections within the Serial Number drop-down box. To
view all budget forms for an Approp code select the Approp code
and leave the Dec Item and Ag Org selections blank. If the Ag Org
code and/or the Dec Item code are also selected, the budget form
selections are further limited in the Serial Number drop-down box.

If an Approp code is not selected and budget forms have previously
been created, the Serial Number drop-down box displays all budget
forms that have been created.

Each budget form created by a user contains a serial number. If this
is the initial entry of the budget form, select “New”. This will be the
last choice listed in the drop-down box.

If a budget form has previously been created, select the applicable
budget form by selecting the Serial Number and name in the drop-
down box. The drop-down listing includes budget forms that have
been created by all users. Serial numbers are arranged numerically
followed by the Description name.
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If the Dec Item, Ag Org or Approp fields were not selected on the
Data Attribute Selection Screen, these fields will default to the
applicable codes once the budget form is selected.

If this is a new budget form, enter a description for this budget form.
The description is limited to 30-characters. This should be the same
name used on the Decision Item Information Table. Refer

to Establishing a Decision Item Code for more information. Use the
Dec Item code drop-down box to view the name assigned to the Dec
Item code.

If the budget form has previously been created, the description will
default to the description used when the budget form was created.

Select the code for the appropriate stage of the request or
recommendation being entered. See Budget Preparation Stages for
a more information regarding the stages. System security limits the
Stages that the user may access.

If the budget form has previously been created, the stage will
default to the last stage that the budget form was saved.

Do not enter data into this field. This field will not be used.
Do not enter data into this field. This field will not be used.
Do not enter data into this field. This field will not be used.
Do not enter data into this field. This field will not be used.
Do not enter data into this field. This field will not be used.
Do not enter data into this field. This field will not be used.

Click on “Purge” to delete a budget form. If amounts appear in the
budget form, the Purge button will not appear on the Data Attribute
Selection Screen. See Purging a Budget Form for more information.

Click on “Report” to view or print the Budget Form Report or the
Audit Trail Listing. A dialogue box will appear with the following
choices:

e Form Justification: Not being used.
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e Objects: Check the box to view the Budget Form Report.
e Audit Trail: Check the box to view the Audit Trail Listing.

If both of the last two boxes are checked, both the Budget Form
Report and the Audit Trail listing will appear.

Click on “OK” to advance to the budget form.

Click on “Cancel” to exit from the Data Attribute Selection Screen.
None of the information entered will be saved.

1122582001

25821282

0101 0807 [100 0

1 [ 0 0 0

Field Name

Form Header

Insert

Delete

Move

Audit

Definition

Displays the type of budget form, the Serial Number and the
description entered on the Data Attribute Selection Screen.

Used to enter a blank line into the budget form. To add a line to the
budget form, position the hand symbol in the Seq field where the
line is to be inserted and click the “Insert” button. A new line will
appear beneath the line where the hand symbol was positioned.

Used to delete a line from the budget form. To delete a line in the
budget form, position the hand symbol in the Seq field on the line
that needs to be deleted and click on the “Delete” button.

Used to move one line to another location in the budget form. To
move a line, position the hand symbol in the Seq field for the line
that needs to be moved. Scroll to where the line should be moved to
and click on the “Move” button. Then position the hand in the Seq
field where the line is to be inserted and click the Seq field.

Provides user with a review of changes made to the budget form.
Click on the Audit button to display the audit trail listing. The Audit
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Trail Listing displays the stage in which the change was made, the
amount of the change, the reason for the change (if entered), the
userid who made the change, and the date and time the change was
made.

Defaults to Net Cost. Provides a choice of Net Cost, Sum Exp, or
Sum Rev for the budget form. The total line of the budget form will
calculate a total based on what is selected from the drop-down box.
Net Cost or Sum of Expenditures should be selected. Since both
revenues and expenditures are not being used on this budget form,
Net Cost and Sum of Expenditures will result in the same total being
displayed on the budget form.

Saves the entries made in the budget form without closing it. Click
on the Apply button to save the changes. A Reason for Change box
appears where the reason for change may be entered. Areason is
not required to save the changes. If a reason is entered, the reason
will appear on the Audit Trail Listing. Click on OK to close the box
with or without a reason for the change. The budget form remains
open. The Reason for Change box will not appear the first time the
budget form is saved.

Saves and closes the budget form. Click on the Save button to save
the budget form. A Reason for Change box appears where the
reason for change may be entered. A reason is not required to save
the changes. If areason is entered, the reason will appear on the
Audit Trail Listing. Click on OK to close the box with or without a
reason for the change. The budget form will then be closed. The
Reason for Change box will not appear the first time the budget form
is saved.

Closes the budget form without saving changes. Click on the
Cancel button to close the form. A dialogue box will appear
displaying “Discard changes?”. Click on “No” to remain in the
budget form. Click on “Yes” to discard the changes. Although the
changes are not saved, the budget form will still exist. See Purging a
Budget Form to delete the budget form.

Displays a sequential number for each line on the budget form.
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Displays the Dec Item code selected on the Data Attribute
Selection Screen. This number automatically will appear on each
line inserted in the budget form. Separate budget forms are required
for each decision item code.

Select the code for the appropriate Ag Org from the drop-down box.
The Ag Orgs shown in the drop-down table report to the
consolidating agency selected on the Data Attribute Selection
Screen. The first three digits of the Ag Org code are the operating
agency code and the following four digits are the organization code.

Select the code for the appropriate fund from the drop-down box.
The funds are organized in the following order: general revenue,
federal, and other funds.

When saving the budget form, an edit will verify that the
combination for the Fund codes and the Approp codes are valid.
Errors must be corrected before the budget form can be saved.

Select the code for the applicable Approp unit code from the drop-

down box. The Approp unit codes displayed in the drop-down menu
report to the consolidating program Approp code that was selected
on the Data Attribute Selection Screen.

When saving the budget form, an edit will verify that the
combination for the Approp codes and Fund codes are valid. Errors
must be corrected before the budget form can be saved.

Select the code for the applicable budget object class from the
drop-down box.

If budget object class codes 560 for Motorized Equipment and 580
for Office Equipment are selected, a Detail Box will appear at the
bottom of the budget form.

DETAIL BOX INSTRUCTIONS:

Seq: Displays a sequential number for each line in the Detail Box.
Click under Seq in the Detail box to activate the detail box.
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Posting Col: Displays the names of three possible columns where
amounts could be entered. A separate line is required for entering
one-time amounts.

Select the “Amount” column for entering the total amount
requested for this item.

Do not use the “FTE” column since this budget object class is for
expense and equipment.

Do not use the “Release Reserve” column.

Item: Select the appropriate item as described in the drop-down
box. If the item being requested is not in the drop-down box, select
“Other”.

Description: Displays a description of the item selected. If “Other”
is selected, enter a description for the item.

Qty: Enter the quantity requested.

Price: Displays the default price of the item. The default amount
may be overridden by entering a different amount for the item in this
field. If “Other” is selected, enter the amount for the item.

Total: Displays the calculated amount for the item based upon the
quantity and price. Since this field is gray, the amount may not be
changed. The quantity or price must be changed for the amount to
change.

Use the Insert, Delete and Move buttons located at the top left of
the budget form to insert, delete or move lines. See “Insert”,
“Delete” and “Move” definitions for further information.

To exit the detail box, click on any cell on the budget form except the
line where that data is being entered.

Displays if a Detail Box has been used with a budget object class. If
a Detail Box has been used, an “F” is displayed in the narrow gray
column following the object column. Otherwise, this field is empty.

Defaults to zero. If the salaries and wages budget object class and
FTE are being requested or recommended, a selection of a job class
is required. Select the code for the applicable job class from the
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drop-down box. The job classes are organized alphabetically by
UCP titles and then alphabetically by Department for Non-UCP
titles.

Enter the total amount being requested or recommended for this
line. Do not enter cents. If the amount field is gray, the amounts
were previously entered through a Detail Box. See “Object”
definition on how to change the amount.

Enter the number of full-time equivalent staff being requested or
recommended for this line. After leaving the field, the number is
displayed as a whole number. However, it is recorded in the
database and in reports as it was entered. Click on the field to
display the decimals.

Leave Blank. The Division of Budget and Planning uses this field to
enter recommendations for the release of Governor’s reserve.

Used to enter optional information.

Displays the total for the budget form.

Subtotals may be displayed for each of the data attributes — Dec
Item, Ag Org, Fund, Approp, Object and Job Class codes. These
subtotals are displayed by clicking on the data attribute field name
at the top of the column for which a subtotal is needed. Subtotals
will appear at each change in the codes for that data attribute.

To reorder the data to its original input order, click on the Seq field
name.

Revenue Budget Form

Purpose

This budget form is used to provide an estimate of the anticipated revenues that will be

generated by a fund.
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Selection Screen
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Definition

From the BRASS menu screen, select “Budget Forms” or click on
the Forms icon from the tool bar. Open an “Revenue” budget form
by highlighting it and clicking the OK button. Or, double click on the
form name.

Data Attributes Selection Screen

is Hevenue E3

Purge Form ! Report 1 0K Cancel |
AgDrg.PlDDEIDDDC Senal Number| (New) v
Fundf101 e
Appmp#DDDDDR Description{Dept of Conser. Revenue
Stage 2N~ ()
Priority] N Type] M
Code 11 |*| Code 21 |'I
Code 3] =] Code 4] M
Field Name Definition

Ag Org

Select the appropriate Ag Org code from the drop-down box. The Ag
Org codes displayed in the drop-down menu are at the
consolidating level for the agency. These Ag Org codes include the
three-digit operating agency number followed by four zeros and a
“C”. The “C” indicates that this Ag Org code is a consolidating
organization. System security limits the drop-down box menu to
those Ag Org codes that the user can access.

If this is a new budget form, an Ag Org code must be selected on the
Data Attribute Selection Screen.

If an Ag Org code is selected and budget forms have previously been
created, the Serial Number drop-down box displays all the budget
forms for the Ag Org code. Selecting an Ag Org code narrows the
selections within the Serial Number drop-down box. To view all
budget forms for an agency, select the Ag Org code and leave the
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Fund and Approp selections blank. If the Fund code and/or the
Approp code are also selected, the budget form selections are
further limited in the Serial Number drop-down box.

If an Ag Org code is not selected and budget forms have previously
been created, the Serial Number drop-down box displays all the
budget forms that have been created.

Select the code for the appropriate fund from the drop-down box.
The funds are organized in the following order: general revenue,
federal, and other funds.

If a Fund code is selected and budget forms have previously been
created, the Serial Number drop-down box displays all the budget
forms for the Fund code. Selecting a Fund code narrows the
selections within the Serial Number drop-down box. To view all
budget forms for a fund, select the Fund code and leave the Ag Org
and Approp selections blank. If the Ag Org code and/or the Approp
code are also selected, the budget form selections are further
limited in the Serial Number drop-down box.

If a Fund code is not selected and budget forms have previously
been created, the Serial Number drop-down box displays all the
budget forms that have been created.

Select the consolidating revenue Approp code from the drop-down
box. Generic revenue Approp codes have been assigned for each
agency in order to enter and report on revenues. These codes end
with an “R” for revenue. System security limits the drop-down box
menu to those Approp codes that the user may access.

If this is a new budget form, an Approp code must be selected on
the Data Attribute Selection Screen.

If an Approp code is selected and budget forms have previously
been created, the Serial Number drop-down box displays the
budget forms for that Approp code. Selecting an Approp code
narrows the selections within the Serial Number drop-down box. To
view all budget forms for an Approp code select the Approp code
and leave the Ag Org and Fund selections blank. If the Ag Org code
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and/or the Fund code are also selected, the budget form selections
are further limited in the Serial Number drop-down box.

If an Approp code is not selected and budget forms have previously
been created, the Serial Number drop-down box displays all budget
forms that have been created.

Each budget form created by a user contains a serial number. If this
is the initial entry of the budget form, select “New”. This will be the
last choice listed in the drop-down box.

If a budget form has previously been created, select the applicable
budget form by selecting the Serial Number and name in the drop-
down box. The drop-down listing includes budget forms that have
been created by all users. Serial numbers are arranged numerically
followed by the Description name.

If the Ag Org, Fund, or Approp fields were not selected on the Data
Attribute Selection Screen, these fields will default to the applicable
codes once the budget form is selected.

If this is a new budget form, enter a description for this budget form.
The description is limited to 30-characters. This should be the same
name used on the Decision Item Information Table. Refer

to Establishing a Decision Item Code for more information. Use the
Dec Item code drop-down box to view the name assigned to the Dec
Item code

If the budget form has previously been created, the description will
default to the description used when the budget form was created.

Select the code for the appropriate stage of the request or
recommendation being entered. See Budget Preparation Stages for
a more information regarding the stages. System security limits the
Stages that the user may access.

If the budget form has previously been created, the stage will
default to the last stage that the budget form was saved.

Do not enter data into this field. This field will not be used.

Do not enter data into this field. This field will not be used.
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Do not enter data into this field. This field will not be used.
Do not enter data into this field. This field will not be used.
Do not enter data into this field. This field will not be used.
Do not enter data into this field. This field will not be used.

Click on “Purge” to delete a budget form. If amounts appear in the
budget form, the Purge button will not appear on the Data Attribute
Selection Screen. Purging a Budget Form for more information.

Click on “Report” to view or print the Budget Form Report or the
Audit Trail Listing. A dialogue box will appear with the following
choices:

e Form Justification: Not being used.
e Objects: Check the box to view the Budget Form Report.
e Audit Trail: Check the box to view the Audit Trail Listing.

If both of the last two boxes are checked, both the Budget Form
Report and the Audit Trail listing will appear.

Click on “OK” to advance to the budget form.

Click on “Cancel” to exit from the Data Attribute Selection Screen.
None of the information entered will be saved.

i Revenue: 92 - Dept of Conser. Revenue

Insert| Delete | Move | Audit | [Nst Cost =] Apply | [ Save | Cancel
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1 0101 400R
0
Field Name Definition

Form Header

Displays the type of budget form, the Serial Number and the
description entered on the Data Attribute Selection Screen.
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Used to enter a blank line into the budget form. To add a line to the
budget form, position the hand symbol in the Seq field where the
line is to be inserted and click the “Insert” button. A new line will
appear beneath the line where the hand symbol was positioned.

Used to delete a line from the budget form. To delete a line in the
budget form, position the hand symbol in the Seq field on the line
that needs to be deleted and click on the “Delete” button.

Used to move one line to another location in the budget form. To
move a line, position the hand symbol in the Seq field for the line
that needs to be moved. Scroll to where the line should be moved to
and click on the “Move” button. Then position the hand in the Seq
field where the line is to be inserted and click the Seq field.

Provides user with a review of changes made to the budget form.
Click on the Audit button to display the audit trail listing. The Audit
Trail Listing displays the stage in which the change was made, the
amount of the change, the reason for the change (if entered), the
userid who made the change, and the date and time the change was
made.

Defaults to Net Cost. Provides a choice of Net Cost, Sum Exp, or
Sum Rev for the budget form. The total line of the budget form will
calculate a total based on what is selected from the drop-down box.
Net Cost or Sum of Revenues should be selected. Since both
revenues and expenditures are not being used on this budget form,
Net Cost and Sum of Revenues will result in the same total being
displayed on the budget form.

Saves the entries made in the budget form without closing it. Click
on the Apply button to save the changes. A Reason for Change box
appears where the reason for change may be entered. Areason is
not required to save the changes. If a reason is entered, the reason
will appear on the Audit Trail Listing. Click on OK to close the box
with or without a reason for the change. The budget form remains
open. The Reason for Change box will not appear the first time the
budget form is saved.
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Saves and closes the budget form. Click on the Save button to save
the budget form. A Reason for Change box appears where the
reason for change may be entered. A reason is not required to save
the changes. If areason is entered, the reason will appear on the
Audit Trail Listing. Click on OK to close the box with or without a
reason for the change. The budget form will then be closed. The
Reason for Change box will not appear the first time the budget form
is saved.

Closes the budget form without saving changes. Click on the
Cancel button to close the form. A dialogue box will appear
displaying “Discard changes?”. Click on “No” to remain in the
budget form. Click on “Yes” to discard the changes. Although the
changes are not saved, the budget form will still exist. See Purging a
Budget Form to delete the budget form.

Displays a sequential number for each line on the budget form.

Select the code for the appropriate Ag Org from the drop-down box.
The Ag Orgs shown in the drop-down table report to the
consolidating agency selected on the Data Attribute Selection
Screen. The first three digits of the Ag Org code are the operating
agency code and the following four digits are the organization code.

Displays the Fund code selected on the Data Attribute Selection
Screen. This number automatically will appear on each line inserted
in the budget form. Separate budget forms are required for each
fund code.

Displays the non-consolidating revenue Approp code. This code
reports to the consolidating Approp code selected on the Data
Attribute Selection Screen. This number automatically will appear
on each line inserted in the budget form.

Select the code for the applicable revenue source from the drop-
down box.

Enter the estimated receipt amount for this line. Do not enter cents.

Used to enter optional information.
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Displays the total for the budget form.

Subtotals may be displayed for each of the data attributes — Dec
Iltem, Ag Org, Fund, Approp, Object and Job Class codes. These
subtotals are displayed by clicking on the data attribute field name
at the top of the column for which a subtotal is needed. Subtotals
will appear at each change in the codes for that data attribute.

To reorder the data to its original input order, click on the Seq field
name.

Statewide Pay Plan Budget Form

Purpose

This budget form is used to recommend funding for statewide pay plan decision items.

Coding Instructions

Field Name

Budget Form
Selection Screen

Definition

From the BRASS menu screen, select “Budget Forms” or click on
the Forms icon from the tool bar. Open a “Statewide Pay Plan”
budget form by highlighting it and clicking the OK button. Or, double
click on the form name.

Data Attributes Selection Screen
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Field Name Definition

Dec Item

Ag Org

Select the Dec Item code from the drop-down box. Pre-assigned
Dec Item codes will appear in the drop-down box. The Dec Item
code for statewide pay plan recommendations is 0000007.

If this is a new budget form, a Dec Item code must be selected on
the Data Attribute Selection Screen.

If the Dec Item code is selected and budget forms have previously
been created, the Serial Number drop-down box displays all the
budget forms for the Dec Item code. Selecting a Dec Iltem code
narrows the selections within the Serial Number drop-down box. To
view all budget forms for a Dec Item code, select the Dec Item code
and leave the Ag Org and Approp selections blank. If the Ag Org
code and/or the Approp code are also selected, the budget form
selections are further limited in the Serial Number drop-down box.

If a Dec Item code is not selected and budget forms have previously
been created, the Serial Number drop-down box displays all the
budget forms that have been created.

Select the appropriate Ag Org code from the drop-down box. The Ag
Org codes displayed in the drop-down menu are at the
consolidating level for the agency. These Ag Org codes include the
three-digit operating agency number followed by four zeros and a
“C”. The “C” indicates that this Ag Org code is a consolidating
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organization. System security limits the drop-down box menu to
those Ag Org codes that the user can access.

If this is a new budget form, an Ag Org code must be selected on the
Data Attribute Selection Screen.

If an Ag Org code is selected and budget forms have previously been
created, the Serial Number drop-down box displays all the budget
forms for the Ag Org code. Selecting an Ag Org code narrows the
selections within the Serial Number drop-down box. To view all
budget forms for an agency, select the Ag Org code and leave the
Dec Item and Approp selections blank. If the Dec Item code and/or
the Approp code are also selected, the budget form selections are
further limited in the Serial Number drop-down box.

If an Ag Org code is not selected and budget forms have previously
been created, the Serial Number drop-down box displays all the
budget forms that have been created.

Select the applicable consolidating Approp code to which the Dec
Item will report from the drop-down box. The Approp codes
displayed in the drop-down menu are the roll-up of appropriations
for a designated program. This is a unique five-digit number
followed by a “C” that has been assigned to a program. The “C”
indicates that this Approp code is a consolidating level for the
appropriation. System security limits the drop-down box menu to
those Approp codes that the user may access.

If this is a new budget form, an Approp code must be selected on
the Data Attribute Selection Screen.

If an Approp code is selected and budget forms have previously
been created, the Serial Number drop-down box displays the
budget forms for that Approp code. Selecting an Approp code
narrows the selections within the Serial Number drop-down box. To
view all budget forms for an Approp code select the Approp code
and leave the Dec Item and Ag Org selections blank. If the Ag Org
code and/or the Dec Item code are also selected, the budget form
selections are further limited in the Serial Number drop-down box.
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If an Approp code is not selected and budget forms have previously
been created, the Serial Number drop-down box displays all budget
forms that have been created.

Each budget form created by a user contains a serial number. If this
is the initial entry of the budget form, select “New”. This will be the
last choice listed in the drop-down box.

If a budget form has previously been created, select the applicable
budget form by selecting the Serial Number and name in the drop-
down box. The drop-down listing includes budget forms that have
been created by all users. Serial numbers are arranged numerically
followed by the Description name.

If the Dec Item, Ag Org, or Approp fields were not selected on the
Data Attribute Selection Screen, these fields will default to the
applicable codes once the budget form is selected.

If this is a new budget form, enter a description for this budget form.
The description is limited to 30-characters. When entering
descriptions, be sure to make them unique enough to facilitate
finding the correct budget form in subsequent stages.

If the budget form has previously been created, the description will
default to the description used when the budget form was created.

Select the code for the appropriate stage of the request or
recommendation being entered. See Budget Preparation Stages for
a more information regarding the stages. System security limits the
Stages that the user may access.

If the budget form has previously been created, the stage will
default to the last stage that the budget form was saved.

Do not enter data into this field. This field will not be used.
Do not enter data into this field. This field will not be used.
Do not enter data into this field. This field will not be used.
Do not enter data into this field. This field will not be used.

Do not enter data into this field. This field will not be used.
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Do not enter data into this field. This field will not be used.

Click on “Purge” to delete a budget form. If amounts appear in the
budget form, the Purge button will not appear on the Data Attribute
Selection Screen. Purging a Budget Form for more information.

Click on “Report” to view or print the Budget Form Report or the
Audit Trail Listing. A dialogue box will appear with the following
choices:

e Form Justification: Not being used.
e Objects: Check the box to view the Budget Form Report.
e Audit Trail: Check the box to view the Audit Trail Listing.

If both of the last two boxes are checked, both the Budget Form
Report and the Audit Trail listing will appear.

Click on “OK” to advance to the budget form.

Click on “Cancel” to exit from the Data Attribute Selection Screen.
None of the information entered will be saved.

sis Statewnde Pay Plan: 30 - Pay Dlan for Elem& and 2nd ED.
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Field Name Definition

Form Header

Insert

Displays the type of budget form, the Serial Number and the
description entered on the Data Attribute Selection Screen.

Used to enter a blank line into the budget form. To add a line to the
budget form, position the hand symbol in the Seq field where the
line is to be inserted and click the “Insert” button. A new line will
appear beneath the line where the hand symbol was positioned.
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Used to delete a line from the budget form. To delete a line in the
budget form, position the hand symbol in the Seq field on the line
that needs to be deleted and click on the “Delete” button.

Used to move one line to another location in the budget form. To
move a line, position the hand symbol in the Seq field for the line
that needs to be moved. Scroll to where the line should be moved to
and click on the “Move” button. Then position the hand in the Seq
field where the line is to be inserted and click the Seq field.

Provides user with a review of changes made to the budget form.
Click on the Audit button to display the audit trail listing. The Audit
Trail Listing displays the stage in which the change was made, the
amount of the change, the reason for the change (if entered), the
userid who made the change, and the date and time the change was
made.

Defaults to Net Cost. Provides a choice of Net Cost, Sum Exp, or
Sum Rev for the budget form. The total line of the budget form will
calculate a total based on what is selected from the drop-down box.
Net Cost or Sum of Revenues should be selected. Since both
revenues and expenditures are not being used on this budget form,
Net Cost and Sum of Revenues will result in the same total being
displayed on the budget form.

Saves the entries made in the budget form without closing it. Click
on the Apply button to save the changes. A Reason for Change box
appears where the reason for change may be entered. Areason is
not required to save the changes. If areason is entered, the reason
will appear on the Audit Trail Listing. Click on OK to close the box
with or without a reason for the change. The budget form remains
open. The Reason for Change box will not appear the first time the
budget form is saved.

Saves and closes the budget form. Click on the Save button to save
the budget form. A Reason for Change box appears where the
reason for change may be entered. A reason is not required to save
the changes. If a reason is entered, the reason will appear on the
Audit Trail Listing. Click on OK to close the box with or without a
reason for the change. The budget form will then be closed. The



Cancel

Seq

Dec Item

Ag Org

Fund

Approp
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Reason for Change box will not appear the first time the budget form
is saved.

Closes the budget form without saving changes. Click on the
Cancel button to close the form. A dialogue box will appear
displaying “Discard changes?”. Click on “No” to remain in the
budget form. Click on “Yes” to discard the changes. Although the
changes are not saved, the budget form will still exist. See Purging a
Budget Form to delete the budget form.

Displays a sequential number for each line on the budget form.

Displays the Dec Item code selected on the Data Attribute
Selection Screen. This number automatically will appear on each
line inserted in the budget form. Separate budget forms are required
for each decision item code.

Displays the Ag Org code associated with the statewide pay plan
decision item. This field has been pre-loaded based upon the
statewide pay plan calculation.

The Ag Orgs shown in the drop-down table report to the
consolidating agency selected on the Data Attribute Selection
Screen. The first three digits of the Ag Org code are the operating
agency code and the following four digits are the organization code.

Displays the Fund code associated with the statewide pay plan
decision item. This field has been pre-loaded based upon the
statewide pay plan calculation.

When saving the budget form, an edit will verify that the
combination for the Fund codes and the Approp codes are valid.
Errors must be corrected before the budget form can be saved.

Displays the Approp code associated with the statewide pay plan
decision item. This field has been pre-loaded based upon the
statewide pay plan calculation.

The Approp unit codes displayed in the drop-down menu report to
the consolidating program Approp code that was selected on the
Data Attribute Selection Screen.
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When saving the budget form, an edit will verify that the
combination for the Approp codes and Fund codes are valid. Errors
must be corrected before the budget form can be saved.

Displays the Object code “100” for Salaries and Wages associated
Object with statewide pay plan decision item. This field has been pre-
loaded based upon the statewide pay plan calculation.

Displays the Job Class code associated with the statewide pay plan
Job Class decision item. This field has been pre-loaded bases upon the
statewide pay plan calculation.

Pay Plan Amount Displays the amount calculated for the statewide pay plan.

A ¢ Enter the increased or decreased amount being recommended for
moun
the pay plan amount. Do not enter cents.

Justify Used to enter optional information.

Displays the total for the budget form.

Subtotals may be displayed for each of the data attributes — Dec
Iltem, Ag Org, Fund, Approp, Object and Job Class codes. These
subtotals are displayed by clicking on the data attribute field name
at the top of the column for which a subtotal is needed. Subtotals
will appear at each change in the codes for that data attribute.

Total Line

To reorder the data to its original input order, click on the Seq field
name.

W

Within Grade Budget Form

Purpose

This budget form is used to request and recommend funding for within grade salary
increase decision items.

Coding Instructions



Field Name

Budget Form
Selection Screen
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Definition

From the BRASS menu screen, select “Budget Forms” or click on
the Forms icon from the tool bar. Open a “Within Grade” budget
form by highlighting it and clicking the OK button. Or, double click
on the form name.

Data Attributes Selection Screen

iia Within-Grade

Purge Form |

Report I 0K Cancel |

Decltem PDDDGGB

AgOrg | TN | ||

Senal Number: 9 - Conservation WIS Increa: _:J_]

DescriptioniConservation WIG Increase
StagelA [ ()
Priority] M| Type] N
Code 11 |Y| Code 21 | EYI
Code 3] [*]  Code 4] [ 1=

Field Name

Dec Item

Definition

Select the Dec Item code from the drop-down box. Pre-assigned
Dec Iltem codes will appear in the drop-down box. The Dec ltem
code for within grade requests is 0000008.

If this is a new budget form, a Dec Item code must be selected on
the Data Attribute Selection Screen.

If the Dec Item code is selected and budget forms have previously
been created, the Serial Number drop-down box displays all the
budget forms for the Dec Item code. Selecting a Dec Item code
narrows the selections within the Serial Number drop-down box. To
view all budget forms for a Dec Item code, select the Dec Item code
and leave the Ag Org and Approp selections blank. If the Ag Org
code and/or the Approp code are also selected, the budget form
selections are further limited in the Serial Number drop-down box.



Ag Org

Approp
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If a Dec Item code is not selected and budget forms have previously
been created, the Serial Number drop-down box displays all the
budget forms that have been created.

Select the appropriate Ag Org code from the drop-down box. The Ag
Org codes displayed in the drop-down menu are at the
consolidating level for the agency. These Ag Org codes include the
three-digit operating agency number followed by four zeros and a
“C”. The “C” indicates that this Ag Org code is a consolidating
organization. System security limits the drop-down box menu to
those Ag Org codes that the user can access.

If this is a new budget form, an Ag Org code must be selected on the
Data Attribute Selection Screen.

If an Ag Org code is selected and budget forms have previously been
created, the Serial Number drop-down box displays all the budget
forms for the Ag Org code. Selecting an Ag Org code narrows the
selections within the Serial Number drop-down box. To view all
budget forms for an agency, select the Ag Org code and leave the
Dec Item and Approp selections blank. If the Dec Item code and/or
the Approp code are also selected, the budget form selections are
further limited in the Serial Number drop-down box.

If an Ag Org code is not selected and budget forms have previously
been created, the Serial Number drop-down box displays all the
budget forms that have been created.

Select the applicable consolidating Approp code to which the Dec
Item will report from the drop-down box. The Approp codes
displayed in the drop-down menu are the roll-up of appropriations
for a designated program. This is a unique five-digit number
followed by a “C” that has been assigned to a program. The “C”
indicates that this Approp code is a consolidating level for the
appropriation. System security limits the drop-down box menu to
those Approp codes that the user may access.

If this is a new budget form, an Approp code must be selected on
the Data Attribute Selection Screen.



Serial Number Box

Description

Stage
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If an Approp code is selected and budget forms have previously
been created, the Serial Number drop-down box displays the
budget forms for that Approp code. Selecting an Approp code
narrows the selections within the Serial Number drop-down box. To
view all budget forms for an Approp code select the Approp code
and leave the Dec Item and Ag Org selections blank. If the Ag Org
code and/or the Dec Item code are also selected, the budget form
selections are further limited in the Serial Number drop-down box.

If an Approp code is not selected and budget forms have previously
been created, the Serial Number drop-down box displays all budget
forms that have been created.

Each budget form created by a user contains a serial number. If this
is the initial entry of the budget form, select “New”. This will be the
last choice listed in the drop-down box.

If a budget form has previously been created, select the applicable
budget form by selecting the Serial Number and name in the drop-
down box. The drop-down listing includes budget forms that have
been created by all users. Serial numbers are arranged numerically
followed by the Description name.

If the Dec Item, Ag Org or Approp fields were not selected on the
Data Attribute Selection Screen, these fields will default to the
applicable codes once the budget form is selected.

If this is a new budget form, enter a description for this budget form.
The description is limited to 30-characters. When entering
descriptions, be sure to make them unique enough to facilitate
finding the correct budget form in subsequent stages.

If the budget form has previously been created, the description will
default to the description used when the budget form was created.

Select the code for the appropriate stage of the request or
recommendation being entered. See Budget Preparation Stages for
a more information regarding the stages. System security limits the
Stages that the user may access.



Priority
Type

Code 1
Code 2
Code 3

Code 4

Purge

Report

OK

Cancel

Budget Form

Page |136

If the budget form has previously been created, the stage will
default to the last stage that the budget form was saved.

Do not enter data into this field. This field will not be used.

Do not enter data into this field. This field will not be used.

Do not enter data into this field. This field will not be used.

Do not enter data into this field. This field will not be used.

Do not enter data into this field. This field will not be used.

Do not enter data into this field. This field will not be used.

Click on “Purge” to delete a budget form. If amounts appear in the
budget form, the Purge button will not appear on the Data Attribute
Selection Screen. Purging a Budget Form for more information.

Click on “Report” to view or print the Budget Form Report or the
Audit Trail Listing. A dialogue box will appear with the following
choices:

e Form Justification: Not being used.
e Objects: Check the box to view the Budget Form Report.
e Audit Trail: Check the box to view the Audit Trail Listing.

If both of the last two boxes are checked, both the Budget Form
Report and the Audit Trail listing will appear.

Click on “OK” to advance to the budget form.

Click on “Cancel” to exit from the Data Attribute Selection Screen.
None of the information entered will be saved.
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iiv Within-Grade: 9 - Conservation WIG Increase

jnsartl ﬂalntal _H_mral j_AuditI |Nel Cost vl Applyl Save Cant:nll
General
/0000008 (4001400 0101 0286 100 020653 | 4,765
20000005 4001400 0101 0286 100 020995 | 5,340
| 10,709 ;
Field Name Definition

Form Header

Insert

Delete

Move

Audit

Drop-Down Box

Displays the type of budget form, the Serial Number and the
description entered on the Data Attribute Selection Screen.

Used to enter a blank line into the budget form. To add a line to the
budget form, position the hand symbol in the Seq field where the
line is to be inserted and click the “Insert” button. A new line will
appear beneath the line where the hand symbol was positioned.

Used to delete a line from the budget form. To delete a line in the
budget form, position the hand symbol in the Seq field on the line
that needs to be deleted and click on the “Delete” button.

Used to move one line to another location in the budget form. To
move a line, position the hand symbol in the Seq field for the line
that needs to be moved. Scroll to where the line should be moved to
and click on the “Move” button. Then position the hand in the Seq
field where the line is to be inserted and click the Seq field.

Provides user with a review of changes made to the budget form.
Click on the Audit button to display the audit trail listing. The Audit
Trail Listing displays the stage in which the change was made, the
amount of the change, the reason for the change (if entered), the
userid who made the change, and the date and time the change was
made.

Defaults to Net Cost. Provides a choice of Net Cost, Sum Exp, or
Sum Rev for the budget form. The total line of the budget form will
calculate a total based on what is selected from the drop-down box.
Net Cost or Sum of Revenues should be selected. Since both
revenues and expenditures are not being used on this budget form,



Apply

Save

Cancel

Seq

Dec Item

Ag Org
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Net Cost and Sum of Revenues will result in the same total being
displayed on the budget form.

Saves the entries made in the budget form without closing it. Click
on the Apply button to save the changes. A Reason for Change box
appears where the reason for change may be entered. Areason is
not required to save the changes. If areason is entered, the reason
will appear on the Audit Trail Listing. Click on OK to close the box
with or without a reason for the change. The budget form remains
open. The Reason for Change box will not appear the first time the
budget form is saved.

Saves and closes the budget form. Click on the Save button to save
the budget form. A Reason for Change box appears where the
reason for change may be entered. A reason is not required to save
the changes. If a reason is entered, the reason will appear on the
Audit Trail Listing. Click on OK to close the box with or without a
reason for the change. The budget form will then be closed. The
Reason for Change box will not appear the first time the budget form
is saved.

Closes the budget form without saving changes. Click on the
Cancel button to close the form. A dialogue box will appear
displaying “Discard changes?”. Click on “No” to remain in the
budget form. Click on “Yes” to discard the changes. Although the
changes are not saved, the budget form will still exist. See Purging a
Budget Form to delete the budget form.

Displays a sequential number for each line on the budget form.

Displays the Dec Item code selected on the Data Attribute
Selection Screen. This number automatically will appear on each
line inserted in the budget form. Separate budget forms are required
for each decision item code.

Displays the Ag Org code associated with the beginning core
decision item. This field has been pre-loaded based upon the salary
lines for the beginning core decision item. Do not change the
selection. If a different Ag Org code is needed, insert a new line. If
this field is changed or deleted, the initial pre-loaded line will not



Fund

Approp
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appear after the form has been saved. A new line must be added to
use the initial combination that appeared before the line was
changed or deleted. If the line is not needed, enter a zero in the
Amount field.

The Ag Orgs shown in the drop-down table report to the
consolidating agency selected on the Data Attribute Selection
Screen. The first three digits of the Ag Org code are the operating
agency code and the following four digits are the organization code.

Displays the Fund code associated with the beginning core decision
item. This field has been pre-loaded based upon the salary lines for
the beginning core decision item. Do not change the selection. Ifa
different Fund code is needed, insert a new line. If this field is
changed or deleted, the initial pre-loaded line will not appear after
the form has been saved. A new line must be added to use the initial
combination that appeared before the line was changed or deleted.
If the line is not needed, enter a zero in the Amount field.

When saving the budget form, an edit will verify that the
combination for the Fund codes and the Approp codes are valid.
Errors must be corrected before the budget form can be saved.

Displays the Approp code associated with the beginning core
decision item. This field has been pre-loaded based upon the salary
lines for the beginning core decision item. Do not change the
selection. If a different Approp code is needed, insert a new line. If
this field is changed or deleted, the initial pre-loaded line will not
appear after the form has been saved. A new line must be added to
use the initial combination that appeared before the line was
changed or deleted. If the line is not needed, enter a zero in the
Amount field.

The Approp unit codes displayed in the drop-down menu report to
the consolidating program Approp code that was selected on the
Data Attribute Selection Screen.

When saving the budget form, an edit will verify that the
combination for the Approp codes and Fund codes are valid. Errors
must be corrected before the budget form can be saved.



Object

Job Class

Amount

Justify

Total Line
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Displays the Object code “100” for Salaries and Wages associated
with the beginning core decision item. This field has been pre-
loaded based upon the salary lines for the beginning core decision
item. If the line is not needed, enter a zero in the Amount field.

Displays the Job Class code associated with the beginning core
decision item. This field has been pre-loaded based upon the salary
lines for the beginning core decision item. Do not change the
selection. If a different Job Class code is needed, insert a new line.
If this field is changed or deleted, the initial pre-loaded line will not
appear after the form has been saved. A new line must be added to
use the initial combination that appeared before the line was
changed or deleted. If the line is not needed, enter a zero in the
Amount field.

Enter the total amount being requested or recommended for this
line. Do not enter cents. If the line is not needed, enter a zero in the
Amount field.

Used to enter optional information.
Displays the total for the budget form.

Subtotals may be displayed for each of the data attributes — Dec
Item, Ag Org, Fund, Approp, Object and Job Class codes. These
subtotals are displayed by clicking on the data attribute field name
at the top of the column for which a subtotal is needed. Subtotals
will appear at each change in the codes for that data attribute.

To reorder the data to its original input order, click on the Seq field
name.



