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Preface

The purpose of the BudgetTool User Manual is to provide detailed instructions for using the BudgetTool
application. All agencies will use BudgetTool to submit their Amended FY 2013 and FY 2014 budget requests to
the Governor’s Office of Planning and Budget (OPB). The manual is divided into sections:

Section I: Getting Started — This section contains general orientation and instructions on:

Technical Requirements
Application Setup
Access

Navigation Overview

It is anticipated that Section I will be read first as these instructions are not repeated in the following
sections and apply to all users of the application.

Section 1l: Administrator’s Guide — This section contains instructions for administrators outside of
the OPB IT Department:

OPB Division Administrators — Maintain Agency Administrators and Agency Submitters, as
well as their respective OPB Division Users; associate fund sources and object classes to
agencies.

Agency Administrators — Maintain Attached Agency Administrators and Agency Users;
associate fund sources and object classes to programs.

Section I11.A: Agency User’s Guide — This section contains detailed instructions on the business
processes and how to use the application to develop an agency’s budget request, submission by the
agency, and workflow through the Governor’s Recommendation to the General Assembly.

Section 111.B: OPB Budget Development Guide — This section contains detailed instructions for the
OPB Analysts to be used in developing the OPB Recommendation.

Section 1V: Performance Measures — this section contains instructions for agencies to enter and
update performance measures in BudgetTool. These will appear in the Governor’s Budget Report.

Section V: OPB IT Administrator’s Guide — This section contains the documentation for the
technical setup of the application, loading data, maintenance of stages, and other various procedures
for the OPB IT Division. These tasks are performed by the OPB IT Division, thus this section of the
manual will be used internally at OPB.

Assuming the functionality of the application does not change, the only section that may need to change
significantly from year to year is Section Il due to business process changes that may occur in budget
development.

Section I11: Agency User’s Guide

Purpose
The purpose of this section of the BudgetTool User Manual is to provide instructions for the specific
business processes for the current budget cycle as well as instructions of how to use BudgetTool to develop
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the Amended FY 2013 and FY 2014 agency budgets from Agency Request through the Governor’s
Recommendation to the General Assembly.

This part of the manual incorporates both business and technical instructions. While it is anticipated that the
application will not change dramatically from year to year, only use those business instructions that apply to
the budget year being worked on as the business processes more than likely will change from year to year.

I11. A: Agency Budget Request

The Agency Request is prepared using the BudgetTool application. Agencies will use descriptors to
enter fund source and object class changes by program/subprogram. The AOB or an approved cutoff
amendment is selected as the starting point for budget requests and changes are made using descriptors.
Any Fiscal Affairs, Statutory, or Executive Order amendment types in BudgetNet should be included in
the cutoff amendment. Data will be advanced from the FY 2013 cutoff amendment in summary except
for the following record detail: Federal Funds, Federal Recovery Funds, Other Funds, Personal
Services, and Unique Objects. The same base will be used for both the Amended FY 2013 and FY
2014 budgets. The base is advanced from BudgetNet to BudgetTool but State Funds — Prior Year are
not advanced. OPB analysts will ensure BudgetTool reflects the appropriate base budget for these
requests.

NOTE: General Policy Guidelines and Preparation Procedures for Amended FY 2013 and FY2014
budget preparation are posted on the OPB website at http://www.opb.georgia.gov .

I11.A.1 General Instructions — Amended FY 2013 and FY 2014

The Amended FY 2013 and FY 2014 Budgets require each agency to identify 3% of their FY 2012
appropriation of State General Funds for reduction. Budget requests for additional funds or workload
increase pertain only to those agencies with enrollment driven programs.

The budget submission process in BudgetTool consists of the following components:

1. Adjusted Base Budget (pre-approved by OPB)

2. 3% Reductions

3. Redistributions (optional)

4. Workload (only agencies designated by OPB )

5. Other Adjustments (as required)

Adjusted Base Budget
Use the following guide to derive the Adjusted Base Budget:

a. Base Budget: AOB or approved cut-off amendment which should include any Statutory, Fiscal
Affairs, or Executive Order amendments to date in BudgetNet. The same base is used for
Amended FY 2013 and FY 2014 budget requests.

b. Base Adjustments — provided by OPB and consists of the following:
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. Exemptions: items exempted from budget reductions and communicated to agencies by
OPB prior to budget submission. These items are exempted from the reduction but are
included in the agency request as submitted to OPB.

o One-Time-Deletes: Non-recurring items of expenditure that are considered one time
purchases in FY 2013 and are deleted from the base. These will be provided by OPB.
These items reduce the budget request submitted to OPB.

The Base Budget and sum of the Base Adjustments is the Adjusted Base upon which agencies will
calculate the 3% reduction of State General Funds for Amended FY 2013 and FY 2014.

Note: in the application the One-Time-Deletes are applied to the Base first to calculate a Revised Base
Budget. Next the Exemptions are applied to the Revised Base Budget to calculate an Adjusted base to
which the percentage reductions are applied. One-Time-Deletes are permanent reductions to the
budget; Exemptions are only used to calculate the new base for reductions and do not reduce the
agency budget request when submitted to OPB.

State General Funds Reduction

Agencies must reduce 3% of the adjusted base budget for State General Funds. This reduction
requirement need not apply to every program. Some programs/sub-programs may be unaffected as
long as the total amount of the reduction equals 3% of the agency’s adjusted base for State General
Funds.

Explain the impact of each reduction by program/sub-program. Provide a complete description for all
budget reductions and explain the impact on service delivery and performance of the program using the
BudgetTool application. To address additional expenditure needs, agencies must identify resources
from within the current budget and redistribute funds as needed.

Redistribution

Redistribution among object classes and among sub-programs within a program should be requested
as an amendment to the current budget and should NOT be included as part of the agency’s Amended
FY 2013 or FY 2014 budget request. However, requests for redistribution of funds between programs
must be submitted in BudgetTool as part of the budget request. Agencies are expected to manage their
expenditure needs through the flexibility provided in program budgeting. The total of all
redistributions and increased funding needs must net to zero. Positions and motor vehicles
redistributed from one program to another should be reflected in the position and motor vehicle counts
for the programs affected.

Workload
Workload consists of enrollment changes only. Budget requests requiring new state funding out of
revenue growth include:

e Increases in student enroliment

e Increases for Medicaid growth

e New facility openings
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e Other priorities of the Governor
Funding to be included as Workload increases will be communicated to agencies by OPB prior to
budget submission.

Business Process
The business process sequence for budget development is as follows:

Base: The agency fiscal officer selects the AOB or an approved cutoff amendment as their base,
then notifies the OPB Analyst. The base should include all Statutory, Fiscal Affairs, and
Executive Order amendments to date in BudgetTool. The base is advanced from BudgetNet to
BudgetTool. No State Funds — Prior Year are advanced. This base is fixed and cannot change
through the budget development cycle. Before entering any changes reports for the cutoff
amendment should be run in both BudgetNet and BudgetTool and compared to confirm by
program and fund source that the proper amounts were loaded.

Base Adjustments: OPB analysts will identify adjustments for the base and provide them to
agencies. There are two types:

One-Time Delete: Items included in the FY 2013 budget that are one-time occurrences, and
therefore, must be removed from this year’s request. These are always negative and will reduce
the agency request upon submission to OPB. These do not count as part of the required 3%
reduction of State General Funds.

Exemptions: Items exempted from budget reductions guidelines for budget development such
as formula driven funding. The list by program will be communicated to agencies by OPB to
identify those items funded by state general funds that are not subject to the required percentage
reduction. These are always negative entries in BudgetTool. These items will not reduce the
Agency Request when submitted to OPB.

Adjusted Base = the base reduced by One-Time Deletes, and Exemptions. The adjusted
base for State General Funds is what the required 3% reduction is calculated on.

3% Reductions: Agencies (except for Legislative and Judicial branch agencies) must provide a
net 3% reduction to State General Funds calculated on the Adjusted Base for Amended FY
2013 and FY 2014. Some programs may have no reduction and some may have more than 3%
so long as the total for the agency in the percentage scenario shows a 3% or more reduction in
State General Funds. The percentage amounts entered can be validated by running reports or by
going into ‘Update Business Event” and running the ‘PreCheck’. The PreCheck is the same
process BudgetTool runs when an agency submits their budget request.

Redistributions: Agencies will use the redistribution change type to fund any enhancements
needed by moving the necessary funds from other programs. The sum of all the redirect
redistribution for an agency must equal zero by fund source.

Note: With the ability to selectively apply reductions and enhancements to individual programs
the result is a reprioritized budget request for State General Funds.
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Workload: Workload consists of enrollment changes only. Budget requests for additional funds
or workload increase pertain only to those agencies with enrollment driven programs.

Other Adjustments: Adjustments not covered by any of the other change types.

NOTE: BudgetTool validation for the 3% reduction plan is not applicable for the Legislative and
Judicial Branch agencies or for any other programs that may be exempt.

111.A.2 Creating an Agencywide or Standard Descriptor List

There are three types of descriptors in BudgetTool:

Statewide — setup by OPB but can be used by agencies. Primarily these are for changes that will be
universal throughout the state regardless of agency or program. However, in some instances OPB may
setup statewide descriptors that are agency specific and/or program specific but requires a different
percentage or different wording than the descriptor used by all other agencies.

Agencywide — set up by the agency; special security role is needed; can be used by entire agency.
These are for changes within an agency that may apply to numerous programs.

Standard — can be setup by agency administrator or agency analyst. These are intended to be used for
specific program changes.

Agencywide and Standard descriptors can be set up at one time by the agency administrator before the
change entries are done or agency analysts can set up standard descriptors as they make change entries.
All descriptors — Statewide, Agencywide, and Standard - can be accessed from a dropdown list when
change entries are made.

A descriptor is the collection of information about the change that is being requested. It is the key to
communicating throughout the entire budget process what is being requested, why, and what effect it
will have on customers and deliverables. Descriptors are also what appear in the Governor’s Budget
Report. Therefore, care should be taken to provide as much detail as necessary to enable other users of
the information to have a clear understanding of what is being requested. If needed, agencies can
attach documents to support a program, object class or fund source change. A descriptor can only be
deleted in the stage it was created. In other words an agency request descriptor cannot be deleted in the
OPB Recommendation stage or beyond. When a descriptor is deleted all entries for_all programs,
funds sources, object classes, and counts are also deleted. If you want to delete a change entry for a
single program and that is the only place the descriptor is used it is correct to delete the descriptor.
However, if the descriptor is used on multiple programs and you delete it trying to delete a specific
entry, all entries are deleted. Delete with caution.

A. To set up Agencywide or Standard descriptors in advance, click the Agency Setup Shield
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: B BudgetTool g

OPBPROD

B. Click Standard and Agencywide Descriptor List

- Agency Setup

[ Agency Associakion Setup vl
[ Program Base Setup vl
Standard and Agencywide
B. > Descripkor Lisk

Program Performance Measure

Update Program Purpose

C. Select Budget Year, Stage, and Agency and click Get List of Descriptor
Refer to Section I11.A.3.C.4.2 Adding a New Descriptor (p.15)

& Standard and Agencywide Descriptor List DB
Budgetvear  AFY 2013 ™
Stage \Agency Request
Agency [ ™
[ST /AW [Descriptor [ Short Description | Change Type [Justification
i} Fod
Preview v Chenge | [ View | ([ Delee | [ Sync ChengeEnries | [ Close ]

This shows the list of all descriptors that have been entered by the agency — standard and
agencywide.
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111.A.3 Creating a Change Entry

A. Click the Change Selection Shield

OPBPROD A

y:8 BudgetTool

B. Change Selection Screen
a. Select the Budget Year from the drop down box

b. Select the appropriate Stage and Agency from the drop down box
Click Include attached agencies checkbox if you would like to include attached agencies
in the program list.

c. Click Show Programs

d. The program list populates (d.). Double-click the Program or highlight the Program
and click the (d.1) Program/Sub Program Change View button to view the various
entries within their individual categories — Funds, Object Class and Counts. Or
highlight the Program and click the (d.2) Program/Sub Program Change Entry
button at the bottom of the page to open the change entry Summary Screen.
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a p Budgstvear AP 2012 [ Fin I
Stage Agency Bequest
b. .
Agency Department of Cammunity Health [413] [E]
(F :
C. [T [N [=3=1 o= o= =T [T [ || =|E Shave Programs ]
Code | |Mame ~
/ 1071200 Adolescent and Adult Health Promotion
1071201 Adolescent Health and Youth Development
1071202 Cancer Screening and Prevention
1071203 Family Planning
1071204 Health Promotion
1071205 Tobacca Use Prevention
> 1071300 Adulk Essential Health Treatment Services
d. 1071301 Cancer Skate Aid
1071302 Hypertension Management
1071303 Refugee Health Screening and Testing
1070401 Aged, Blind and Disabled Medicaid
1070100 Departmental Administration and Program Support
1070101 Community Health Administration
1070104 Healthcare Facility Regulation Administration
1070102 Public Health Adminiskration
K%nin Cblic etk Cok ; st
b L]
d.1 FrETETT— :{ Programmfsub Progrann Change View l
d.2 ;{ ProgramSub Program Change Entry l

C.  Agency Program/Sub Program Change Entry Screen

The Change Entry screen gives the user a current view of all program changes entered in total to the
Fund Sources and Object Classes side by side as well as changes to Position and Motor Vehicle
counts. This screen can be opened for stand alone programs, sub-programs, and parent programs.
When opened for a parent program you will not be able to make change entries. In addition, the user
can click on any of the detail buttons at the bottom of the screen to see the details for:

State Funds, Federal Funds, Federal Recovery Funds, Other Funds, Personal Services (Object Class
300), Common Objects, Unique Objects, and a list of all attached documents. This is a great place to
see all changes made to a program and to see the summary at the parent program level changes made
to all subprograms.

To see changes by change entry type, click on Program/Sub Program Change View.

The Program/Sub Program Change View screen opens with three tabs (Note: for OPB there is a
fourth tab which is Recommendation). The tabs are as follows:
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1. Base Adjustments — this tab shows in the first column all the Base amounts by fund source,
object class and counts. (Note: you may have to scroll down to see the counts.) Next all base
adjustments are shown. The only base adjustments will be Exemptions and One-Time Deletes. Then
the adjustments are totaled and the Revised Base Budget calculated and displayed.

L
& Change Selection
Department of Driver Services [ 475 ]
Base : FY13 Amendment 2 [6/27/2012] Policy :Best Managed State
Program :[1360200] Requlatory Compliance
Sub Program :[1360203] Driver Training and Safety Education Rank :3
Add Mews Change Entry Budget Vear :Amended Fiscal Year 2013 Stage:Agency Request
[ Get Existing Change Entry ] To license driver training schools and driver training instructors and ensure that school programs are in compliance with state law and the rules and
regulation of the Department.
[ ProgramySub Program Change Entry ]
Base Adjustments | 3% Agency Request Cther Adiustments
Description | Base| One Time Delete| Total Base 4d| Fevised Base Budget
= A Funds
= 1. State Funds
State General Funds 833,275 833275
SubTotal: 833,275 833.275
= 3. Other Funds
Other Funds 515,429 515,429
SubTotal: 515,429 515,429
Total: 1,348,704 1.348.704
= B. Object Class
= 1. Common Object Classes
[300] Persanal Services 1,094 472 1.094.472
[301] Regular Dperating Expenses 135,902 135902
[305] Computer Charges 10,500 10,500
[307] Telecommunications 58,530 58,530
[312] Contractual Services 43,300 43,300
Sub Total: 1.348.704 1.348.704
Total: 1,348,704 1.348.704
= C. Statewide Calculation
Other Details
= D. Counts
Position Count 18 18
Motar Vechicle Count
[ Bomvinn Tl [ atate Funde | [ Fadaraiminde [ pacoverFinde 1 otharmonde 1 osa0n 1 commen i I[ [EerTen IR Spr-wepoy | ST

Note that in the header of both the Change Entry and Change View the following information is
displayed:

Base: this show number and its approval date of the amendment that was used as the cutoff amendment
(Base).

Program: shows the name and number of the program that is being displayed.

Budget Year: shows if you are working in AFY2013 or FY2014.

Stage: shows the stage in which you are working. For agencies this will always be Agency Request.
Advanced: shows the date and time the stage was advanced by OPB.

Submitted: shows the date and time the stage was submitted by the agency.

Policy: shows the policy area under which the agency falls.

Rank: show the ranking of the program by the agency.

The bottom large rectangular box above the tabs show the program purpose statement for single and
parent programs.
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2. 3% Agency Request - This tab shows the Base and Revised Base Budget amounts by funds
source, object classes and counts. Next any exemptions to which the reduction percentage does not
apply are shown. As of this writing for this year Exemptions are the only exclusions. Next the
Adjusted Base is calculated, which is the revised base less the exemptions. (Note: exemptions do not
reduce the Agency Request when submitted to OPB.) If the 3% reductions have been entered they are
shown in the 3% Reduction column and the Total column is calculated by adding the 3% Reduction to
the Adjusted Base.

L]
@& Change Selection
Department of Driver Services [ 475 ]
Base : F¥13 Amendment 2 [6/27/2012] Policy :Best Managed State
Program :[1360200] Regulatory Compliance
Sub Program :[1360203] Driver Training and Safety Education Rank :5
[ #Add New Change Entry ] Budget Year :amended Fiscal Year 2013 Stage:dgency Request
[ et Existing Changs Entry To licanse driver training schools and driver training instructors and ensure that school programs are in compliance with state law and the rules and
regulation of the Department.
l Program/Sub Program Changs Entry ]
Basze Adiustments 3% Agency Request | Other Adjustments
Description | Base| Revised Base Budget| Ewxemption) Adjusted Base| 3% Reduction| Total
= A. Funds
= 1. State Funds
State General Funds 833,275 833275 833,275 833,275
SubTotal: 833.275 833.275 833.275 833.275
= 3. Other Funds
Other Funds 515,423 515423 516,423 516,429
Sub Total: 515,429 515,429 515,429 515,429
Total : 1.348.704 1.348.704 1.348.704 1.348.704
= B. Object Class
= 1. Common Object Classes
[300] Personal Services 1,094,472 1,094472 1,084,472 1,094.472
[301] Regular Operating Expenses 135.902 135,902 135,902 135,902
[30%] Computer Charges 10500 10,500 10,500 10,500
[307] Telecommunications 58,530 68,530 58,630 68530
[312] Contractual Services 43300 49,300 43,300 49,300
Sub Total: 1,348,704 1,348,704 1,348,704 1,348,704
Total : 1.348.704 1.348.704 1.348.704 1.348.704
= C. Statewide Calculation
Other Details
= D. Counts
Position Count 18 18 18 18
Motor Yechicle Count 7 7 7 7
"
Freview v” State Funds ] [ Federal Funds ] [ Recovery Funds ] [ Gther Funds ] [ PS5 300 ] [ Common Obj ] [ Urique Ofj

3. Other Adjustments - this tab shows the Base and Revised Base amounts by funds source, object
classes and counts. Next any change types classified as Other Adjustments are shown in separate
columns. These are currently Redistribution, Workload Adjustment, and Other Adjustment change
types in the Agency Request stage. (Note: in the OPB recommendation stage and beyond, there are
additional columns for the Statewide Descriptors.) The Adjusted Total column is calculated as the
Revised Base Budget plus or minus the all the Other Adjustments. Next the 3% reductions are
subtracted from the Adjusted Total column to derive the 3%Agency Request . (Note: the exemptions
do not reduce the Agency Request. They are merely used in calculating the 3% reduction base and are
not reflected as reductions in the 3% Agency Request.)
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W Program/Sub Frogram Change View

|‘ Change Selection |

Department of Education [ 414 ]

Base : FY13 Amendment 1 [6/26/2012]
Program :[1560100] Agricultural Education

Sub Program :[1560104] Ag Industry Certification

Policy :Educated Georgia

Rark 11
Budget Vear :Amended Fiscal Year 2013 Stageiagency Request

Industry Certification Programs promate high quality instruction by raising standards through industry review and validation.

Program/Sub Program Change Entry ]

- Base Adustments fs% Agency Request . Other Adiustments}

Description
C. Statewide Calculation
= D. Counts
= 1. Position Count
Position Count |
Sub Total:
= 2. Motar Yechicle Count
Motor Yechicle Count |
SubTotal:
Total -

| Bass| Fievised Base Budgst| ‘workLoad Adjustment| FRedistibution] Other Adjustment| Adjusted Total] 3% Agency Request

[P.ewew v” State Furids H Federal Funds H Recovery Funds H GCther Furids H PS5 300 H Common Ohj H Unique Gbj

Page 12 of 40

Revised: July 21, 2012



GOVERNOR’S OFFICE OF PLANNING AND BUDGET
BUDGETTOOL USER MANUAL
SECTION II1.A - AGENCY USER’S GUIDE - AFY 2013 AND FY 2014

4. Rec Request — this is a tab available only for the OPB Recommendation stage and beyond. This
screen has the same information as the Other Adjustments tab with an extra column (Rec Reduction)
for the selected recommendation (3% or none) and a new total column (Rec Request). For a single
program this is the 3% reduction or none but for a parent program with multiple sub-programs it can be
a combination of any, all, or none of the reductions. In addition, there are separate columns for the
Statewide Descriptors that may have been applied to the program. Some of the SW descriptors
included last year were ERS, GETS, SHBP, Workers Comp, etc. As of this writing the SW descriptors
have not been finalized.

Changes are entered in BudgetTool very much like they were last year. The screens have been
somewhat modified and in some cases more data is requested.

1) Adding a New Change Entry for the selected program
a. Click Add New Change Entry to create a new entry and enter amounts

L]
& Change Selection
Department of Agriculture [ 402 ]
Base : F¥13 Amendment S [6/27/2012] Policy :Educated Georgia
Program :[0740400] Marketing and Promation
Sub Program :[0740406] Bonding Rark :20
: Add Mew Change Entry Budget Year :amended Fiscal Year 2013 Stage:Agency Request
a [ et Existing Changs Entry ] r;nglransd S!tretnrds & matters relating to agriculbural surety bonds, providing limited Financial protection for the Georgia producer or individual storing
[ Progran/Sub Program Change Entry
Base Adjustments | 3% Agency Request | Other Adjustments
Description | Base| OneTimeDelste| Total BaseAd]| Revised Base Budgst
= A. Funds
= 1. State Funds
State General Funds 181,285 181,285
SubTotal: 181285 181.285
Total : 181,285 181,286
= B. Object Class
= 1. Common Object Classes
[300] Persanal Services 154,646 154 646
[301] Regular Dperating Expenses 12,444 12,444
[305] Computer Charges 4740 4740
[30E] Real Estate Rentals 7563 7.5hES
[307] T elecommunications 1.886 1.886
SubTotal- 181,285 181.285
Total - 181.285 181.285
=l C. Statewide Calculation
Other Details
= D. Counts
Paogitian Count 3 3
Motor Yechicle Count 2 2
Preview v]l State Funds ][ Federal Funds ” Recovery Funds ] [ Other Funds ][ FS 300 ] [ Cammon Obj ] [ Urique 0bj Documents ] [ Close ]
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b. Change Entry Summary [Add] Screen

[ Baldwin County
[ Banks County

W
Teachers Retirement System [ 482 ]
Base : FY11 Amendment 2 [3/16/2011]
Progran :[6440201] System Administration Palicy :Educated Georgia
Rark 1
Budget Vear :Amended Fiscal Year 2012 Stage:Agsncy Requast
Provide all services to active members, including:  service purchases, refunds, retirement counseling, and new retirement processing.
Change Entry Difference :
Counties Descriptor Short Description
Change Class
Ll Eountytiame . @ =
Statewide)
Change Type X i
Appling Count,
Justification Mone | E Aﬁf ma guny[
inson Lounty Description
- [] Bacon County
Descriptor [ Baker County &

_$ Add New Descriptor

Measures Detail Comments

|| ShertDescription | D escription A ~

Supparting Documents i Save

A descriptor is required when a change entry is needed. If you have previously created a
descriptor for this agency it will appear in the descriptor drop down box. A new descriptor can
be created by clicking the Add New Descriptor button.

2) Adding a New Descriptor

a. (Required) Choose the Change Class - Agencywide or Standard
Note: Statewide descriptors are created by OPB. Do not create agencywide or standard
descriptors for change types assigned to the Statewide change class.
Agencywide: This descriptor is created by the agency and will be effective for the entire
agency. These are used to make change entries for multiple programs.
Standard: is created by a specific analyst for use on one or several programs or sub
programs.

b. (Required) Choose the Change Type from the drop down menu
1. 3% Reduction
2. Exemption
3. One Time Delete
4. Other Adjustment
5. Redistribution
6. Workload Adjustment

c. Justification — is not used in the agency request stage (defaults to ‘none’). It is reserved
for use in the OPB Recommendation stage and beyond for further grouping descriptors.

d. (Required) Type in the Descriptor name (50 characters max) — it must be unique

e. (Required) Type in a Short Description explaining the request (250 characters max)
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f. In the larger Description box give a more detailed explanation of the request and the
reason for the request if needed (500 characters max)

g. (Required) Choose the Counties which will be affected by the request
1. Statewide: The request will affect every county in the state
2. Various: Only some counties will be affected by the request but they are not

specified

3. Choose the affected counties individually

h. Comments. Use this section to add any additional comments about the Descriptor or the
setup (4,000 characters max)

I. Click Save to return to the Change Entry Summary [Change] Screen

W
ad. [P hange Class Agencywide E] Counties
CountyManme A
Change Type |
& [] (statewide)
—— Justification Mone ] O tvarious) a
C. 1 appling Courty
: Atkinson Counky
—> Descriptor D
d. [] Bacon County v
——®chott Desc |g :n?/_ 0161
e.
Description Comments

d
H Bl
LTae Lancel

You have now entered the descriptor but it is not yet linked to the program. The next steps accomplish this.
J- You are returned to the window that only shows the Change Entry Tab
k. Click Save — you have now linked the descriptor to the program and the Change
Funds/Object Class tab is visible.
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L
Department of Community Affairs [ 428 ]
FY10 A0B [6/14,2009]
Program :[0970600] Building Construction Policy :Best Managed State
Sub Program :[0970602] Construction Codes Rank :12
Budget ¥ear :Amended Fiscal Year 2010 Stage:Agency Regquest
DCA's Construction Codes pragram establishes the minimum building construction standards For all new structures built in the state.

j Change E Change FundsiObject Class Difference =

Descriptor Shart Description

Countios Contract Adjustment -~
¥
T T T R— S . -
Change Type [DlherAdiuslment [V] E\i::::‘g?e] Description
: Contract Adjustment ~
Justification [Nere | L ppling Couniy
[] Atkinson County
Descriptor [Contract Adjustment [T E ::EZ?EEnDuﬁLy
[[] Baldwin County %
[[] Barks Caunty v
i i =
Measures Detail
| ShortDescription | Description ~
»
g - v

Supporting Documents Loave “t Cose k

3) Change Entries — click on the Change Funds/Object Class Tab
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a. Input the change amount into Fund Summary and Object Class Summary change
sections. Also input any changes to Position and Motor vehicle counts this change
requires.
The Funds Summary must equal the Object Class Summary
In the example shown below $10,000 was input as the change amount for State
General Funds and $10,000 was input as Regular Operating Expenses

b. This box alerts the user if they are still out of balance

NOTE: Tab out of field for the screen to refresh and check the data

c. Click in the Fund Summary section to update the page then click Save
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Note: Depending on the agency, program, fund sources, and object classes the following buttons
may be active at the bottom of the window — Federal Funds, Recovery Funds, Other Funds, PS
300, and Unique Objects. These buttons are used to enter the details supporting the summary
level entries on the Change Entry Summary (Change) screen. The Documents button will always
be active and allows the user to attach documents or view the documents that have been attached.

The PS 300 detail requirement.

L]
Department of Community Affairs [ 428 ]
Fy10 ACE [6/14/2009]
Program :[0970600] Building Construction Policy :Best Managed State
Sub Proaram (MO9706027 Canstrrkion Canes Rark 17
T
ICH Change Entry Change FundsiObject Class: Fund Summary and Object Class to| <
A »
C) e T Change | Code | Descriptjon Char
1} _|Stale G State General Flinds 10.000 _ |30 Persona| Services
Joo Total: 10,000 _ |30 Fiegular Pperating Expenses 104
1] » | OthFds Dther Funds ] __|308 Feal Estiste Rentals
0 1 I atal Funds 10,000 |07 Teleconjmunications
o] : F|312 Contracthial Services
oo Tofal Object Class 10,
_|ooo Other Ditails
| Code | Description Change
*|FC Position Count 0.00
_ MV My Count 0.00
rDelail | [ FedealFunds | [ RecoveryFunds ] [ OtherFunds | [psson | [ UnigeObiezs | [ Othe
<
ose [ Supparting Documents I‘ l Save J [&]

an example of the detail items that could appear:

Regular Salaries, FICA, ERS or TRS, Health Insurance, Unemployment, Merit
System Assessments, Lapse Factor, Personal Liability, Pay for Performance,

Workers Compensation, Overtime, Temporary/Casual Labor

The detail must add to the summary entry for Object Class 300 — Personal Services.

4) Editing Existing Changes
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a. The Agency Program/Sub Program Change Entry screen now shows the updated

change amounts

Revised: July 21, 2012
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W Program/Sub Program Change Eniry [ 3B
& Change Selection |
Departmant of Community Affairs [ 428 ]
Fr10 AOE [6/14/2004]
Pragram :[0970600] Building Canstruction Policy Best Managed State
Sub Program :[0970602] Construction Cades Rank :12
‘add New Changs Entry Budget Vear :Amended Fiscal Vear 2010 Stage:Agency Request
= DCA's Canstruction Cades program establishes the minimum building construction standards for all new structures bult in the state.
Get Existing Change Entry |
Program/Sub Frogram Change View |
Description I Base Change| Request || Description I Base| Change| Request
[State G] State General Funds ‘ 224,284 10,000 234,284 || [300] Personal Services 222,057 222057
SubTotal- 224,284 10,000 234,281 || 1301] Regular Operating 16,39 16,39
Other Funds ‘ 31.900 71,900 [306] Rieal Estate Rentals 12532 12532
Total- 256,184 10,000 266184 || 1307) Teleconmunications 2679 2679
[312] Contractual Services 2520 10,000 12520
Total : 256,184 10.000 266,184
Other Detals
Description Il Base| Change| Request
Position Count 400 i) 400
MY Count 0o il 0o
| [ staterunds | [ FederelFunds | [ RecoveryFunds | [ otherFunds | | Psaoo | [ commonobs | [umigeeobi | [ swial | [ pocuments | [ Closs | |

b. Click the Get Existing Change Entry to view, edit, or delete the existing entries.

New change entries can also be added using this screen.
c. The Change Entry List window opens. Click the entry you would like to edit
d. Click Change (or double click the entry in the list)
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& Change Entry List [ES]
Department of Community Affairs [ 428 ]
FY10 208 [614/2003]
Program :[0970600] Building Construction Policy :Best Managed Stake
Sub Program :[0970802] Construction Codes Rark 112
Budget: Year :Amended Fiscal Year 2010 Stage:Agency Request
DCA's Construction Codes program establishes the minimum buiding construction standards For all new structures built in the state,
[Change Class | Change Type | Stage Rec [Justiication | Deseriptor [InFRec | State Funds| Federal Funds| Recovery Funds| Other Funds| Total Funds| Common Objects|_Urig
O [Agencpwide  OtherAdustmert ] More Conbact Adiustment Amount 10,000 0 0 0 100m 10,000
C. | |Agencpwide  OtherAdustmert (] Nore Equipment Removal  Amount 0 i 0 i i i
L Totak 10,000 i 0 i 10,000 10,000
< 3
i 3
I — P—
d. I Fremem Y TR Change | [ View | [ Dele | [ des= |
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e. The Change Entry Summary will now indicate [Change] to show a change is being
made
f. Click Change Funds/Object Class and make the change entries necessary and

Click Save
€. [T ThengcEnly SummarPl Change | OE=

Department of Community Affairs [ 428 |
FY10 ADB [6/14/2000]
Program :[0970600] Building Construction Policy :Best Managed State

Sub Program :[0970602] Construction Codes Rank :12
Budget Year :Amended Fiscal Year 2010  Stage:Agency Request

DCA's Construction Codes program establishes the minimum building construction standards for all new structures built in the state.

@ Change Entry - "Cllanqe Funds/Object Class ] Fund Summary and Object Class total MATCH
Funds Summary Object Class Summary
|Cod.e | Description I Change |CDde | Description Il Change
Ll State G State General Funds | 10.000 > |300 Personal Services 0
Tetal : 10,000 _ |30 Regular Operating Expenses 0
7| OthFds (Other Funds | 0 _ |308 Real Estate Rentals 0
Total Funds - 10,000 _ |07 Telecommunications 0
_ |z Contractual Services 10,000
Total Object Class 10,000
_|opo Other Details 0

Motor Vehicle and Position Count

|dee | Description I Change
*|PC Position Count | 0.00
_|mvc MY Count 0.00
[ FeselFunds | [ RecoveyFunds | [ OtherFunds | [Pssn | [ OnieObjess | [ OtherDemmil |
e. { S——— F{ Save ][ Close ]
5) Detail Views
a. Click State Funds
W Program/Sub Program Change Entry [=
|ﬂ Change Selection |

Department of Community Affairs [ 428 ]

Fr10 A0B [6/14/2009]

Program :[0970600] Building Construction Policy :Best Managed State
5ub Program :[0970602] Canstruckion Codes Rank 12
Budget Year :Amended Fiscal Year 2010 Stage:Agency Request

| Add New Change Entry

DCA's Construction Codes program establishes the mirimum buiding construction standards for all new struckures bulk in the state
[ &t Existing Change Entry

| Program5ub Frogram Change Viers

Funds Summary Object Glass Summary
Description || Bass| Change| Fiequest || Description Il Base| Change| Request
[State G] State General Funds | 224,284 10,000 234,284 || [300] Personal Services 222057 2220057
SubTotal- 224.284 10,000 234,284 || [301] Regular Operating 16,396 16,336
Other Funds | 31,900 31300 || [306] Real Estate Rentals 12532 12532
Total - 256.184 10,000 266,184 || [307] Telecommunications 2673 2673
[312) Contractual Services 2520 10,000 12,520
Total : 256.184 10.000 266,184
Dther Details
Description I Base| Change| Request
Position Count 400 0.00 400
MV Count 0.00 0.00 0.00

a _H StateFunds | [ Federalrunds | [ Recoveryunds | [ otherfungs | [ PSae0 | [ Commencty | [ Uniue0y | [ swce | [ pocuents || close |
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b. The View State Funds Details screen is a detailed view by descriptor of changes to
all state funds for that program.

W Program/Sub Program Change Entry

B View State Funds Details
Department of Community Affairs [ 428 ]
F10 AOB [5/14/2009]
Program :[0970600] Building Construction Policy :Best Managed State
Sub Program :[0370602] Construction Codes Rank 112
Budget Year :Amended Fiscal Year 2010 Stage:Agency Request
DCA's Construction Codes program estabiishes the minimum buiding canstruction standards for all new struckures buik in the state.
[T Fund Name | Base| Change| FundCode
b — o Stete. [ 224,284 10,000 State G
Totak 224,284 10,000

Close

c. Clicking the Fund Name box expands all the detail lists at once

d. Click the blue triangle on the left of the line to get a more detailed view of an
individual fund line for instance State General Funds

B View State Funds Details

MBS ES

Department of Community Affairs [ 428 ]
F10 A0 [6/14/2009]
Program :[0370600] Building Construction Policy :Best Managed State
Sub Pragram :[0970602] Construction Codes Rank 112
Budget Vear émended Fiscal Year 2010 Stage:Agency Request

- DCA's Construction Codes program establishes the minimum building construction standards for all new structures built in the state.

-—I>|:| Fund Mame | Basel Change| FundCode

5 Siate.. I 224284 T0.000 State G

d. F=r

|| ChangeType | Amount
Cantract Adjustment | Other Adiustment 10,000
Changes Total 10,000

Total 224284 10,000

|

More detail views can also be seen by clicking on the other buttons at the bottom of the
Agency Program/Sub program Change Entry screen — Federal Funds, Recovery funds,
Other Funds, PS 300, Commaon Object Class, Unique Object Class.

In addition, by clicking the Documents button you can see and access a list of
documents that have been attached for this program.
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6) Editing Unique Objects

a. Click the amount space in the change column to edit the amount
b. Click the Unique Objects button

W Program/Sub Program Change Entry

LR

|.ﬂ Change Selection

[ Gt Existing Changs Entry l G

i Program/Sub Progiam Change View i

Department of Community Affairs [ 428 ]
F¥09 &mendment 1 [8/15/2002]
Pragram :[0971500] Rental Housing Programs
Sub Program :[0971501] GHFA Affordable Housing Rank :6
Budget Year :Fiscal Year 2010 Stage:Agency Request

The program's purpose: is to sllocate federal and state housing credits on a competitive and non-competitive basis and HOME funds an & competiive
asis.

Advanced:3/9j2008 9:29:13 PM
Submit:3/2/2008 5:00:53 PM

Folicy :Growing Georgia

Description I Base| Change| Request || Desoiption I Base| Change| Request
[State G] State General Funds | 3287829 751,588 2536241 [300] Personal Services 3118193 318159
SubTotal: 3.267.629 751,588 2.536,241 || [301] Regular Operating 518,170 518,170
Federal Funds 1,835,182 1,835,182 || [305] Computer Charges 106,630 106,630
Federsl Recavery Funds [306] Rieal E state Rentals 150,766 150,766
Other Funds 3067.095 3,067.096 [307] T elecommunicatiors 37.A43 37443
Total: 8,250,107 751,588 7.498.519 || [12] Contractual Services 1,031,050 1,031,050
SubTotal: 4.962.278 4,962,278
a P Uriquie Class Obiects | 3,207,829 751,598 2536241
Total : 8.250.107 -751.588 7.498.519
Other Details |
| Neserintinn ] Racel Channel Bemias
Pasition Count 44.00 0.00 44.00
MY Count 000 0.00 000
b »
35300 \ Cormon b J [ Unique Obj ] I Sy Calc I { Documents Close. ] State Fund? | [ Federal Funds ] [ Recovery Funds l [ Other Funds ] E

c. Change Entry Unique Object Class Details Screen
1. Click the Amount and type in the Change amount used on the previous page
2. This amount can be further summarized by tabbing in each line and adding

an additional row

#H ViewUnique Objeds Class Detail ( Base Adjustments )

Department of Education [ 414 ]

Base : Fr13 aAmendment 1 [6/26/2012] Policy :Educated Georgia

Frogram :[1560300] Federal Programs

Sub Program :[1560301] Title I-D Neglected 8. Delnquent Rank 1

Budget Year :Amended Fiscal Year 2013 Stage:Agency Request

The purpose is to improvs educational services for children in neglected o delinquent institutions to ensurs thak thess children have the opportunity bo meet the same state acadsmic and content

performance standards expected of ol childre. ..

7] Object Code | Object Name | Base| OneTime Delete| TotalBase Ad| Revised Base Budget 1

= 629 Title I-D Neglected and Delinquent | 10 0 0 1,004,320 < b

Descriptar || ChangeType I Amount
< 2

Changes Tatak 0 4 .
Total:  1.0_ 1] 1] 1.034.320

Close

Supporting Documents
Page 21 of 40
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A. Attaching Supporting Documents
1) Click the Change Selection Shield and make your selections. Once the program list
loads, either highlight a program and click on the ‘Change View’ or ‘Change Entry’
button or double click the program.

2) Click Documents at the bottom of the Agency Program/Sub Program Screen

W Program/Sub Program Change Enlry [NEE]
& Change Selection |
Department of Community Affairs [ 428 ]
Fr10 AOB [6/14/2009]
Program :[0970600] Building Construction Policy :Best Managed State
Sub Program :[0970602] Construction Codes Rank :12
[ ‘add New Change Entry l Budget Year :Amended Fiscal Year 2010 Stage:Agency Request
DCA's C Codes program establishes the minimum building canstruction standards for all new structures built in the state.
| Get Existing Change Entry |
| FromamiSub Frogram Change View |
Descriptien I Base| Change| Request || Descriptien I Basel Change| Request
[Siste G] State General Funds 224284 10.000 232284 || [300] Personal Services 222,057 222,057
Sub Total : 224284 10,000 234 284 || [301] Regular Operating 16,39 16,396
Other Funds | 31,900 31,500 || [306] Real Es 12532 12532
Total: 256,184 10.000 266,184 || 1307]Te 2T T
[312) Cor 2520 10,000 12520
Total : 256.184 10.000 266.184
Other Details ‘
Description | Base| Change| Reguest
Position Count 200 0.00 400
MV Count 000 0.00 0.00
I
a | I State Funds | I Federal Funds J I Recovery Funds | { Other Funds. | { P5300 ‘ { Common Obj ‘ { Unique Obj Close ‘

3) Supporting Documents Screen
a. Click the Browse button to locate the file you would like to upload
b. Tab to description and type in a description of the file being uploaded
Note you will not be able to upload the document until you have typed a description.
c. Click the Upload to BudgetTool button
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4 Supporting Documents [CI=A]

Department of Community Affairs [ 428 ]

FY10 AOB [6/14/2009]

Program :[0970600] Building Construction Policy :Best Managed State
Sub Program :[0970602] Construction Codes Rank :12
Budget Year :Amended Fiscal Year 2010  Stage:Agency Request

DCA’s Construction Codes program establishes the minimum building construction standards for all new structures built in the state.

| Name || Document Description | MY OPB Document Name

428| AFY 2010|Agn Req| 0970600 | 0970602

a TTTe Name P orowsen
b. > l

»
Description

| -
Preview v | Download Selected Document | r Upload to BudgetToo l [ Remove ] l Close l
d. Adialog box confirms the upload; click OK
Upload Complete
.
. ) Attach Docurent was successfully Uploadad
e. The document will now appear in the supporting document window.
1. Click the blue triangle here to see the list of documents.
4 Supporting Documents
Department of Community Affairs [ 428 ]
Fv10 A0B [6/14/2009]
Program :[0970700] Coordinated Planning Policy :Best Managed State
Sub Program :[0970702] Mapping and Decision Support Rank 14
Budget Year :Amended Fiscal Year 2010 Stage:Agency Request
This program provides info.sves, to assist the Dept, and local governments in Fulfiling the requirements of Coordinated Comp. Planning according to the GA
Planning Act of 1989 and the related Rules For Local, Regional, and Environmental pl...
Mame || Document D escription | MY OPE Document Name
€. L9+ |5 Document Category - SubFrogram -1 Document(s)
_ | TEST.doc | 42GIAFY 201 0lagn..

428|AFY 2010|Agn Req|0970700]|0970702

File Mamne:

Description

Dovwnload Selected Document ] [ Upload ta BudgetTool ] [ Remove l [ Close ]
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B. Downloading Supporting Documents
a. Highlight the document to be download to your computer
b. Click Download Selected Documents at the bottom of the Supporting Documents
Screen

i Supporting Documents {3

Department of Community Affairs [ 428 ]

Fv10 ACE [6/14f2009]

Program :[0970700] Coordinated Planning Policy :Best Managed State
Sub Program :[0970702] Mapping and Decision Suppart Rank 114
Budget Year ;Amended Fiscal Year 2010 Stage:Agency Request

This program provides info.swcs, to assist the Dept, and local governments in Fulfiling the requirements of Coordinated Comp. Planning according to the GA
Planning Act of 1989 and the related Rules For Local, Regional, and Environmental pl...

Name || Document D escription | M OPE Document Mame
__|= Document Category : SubProgram -1 Document(z]
a. [P TEST.dee [ 4ZBIAFY 2010gn..

428|AFY 2010|Agn Req|0970700|0970702

File Name

Description

b. Plevien v =| Dowinlnad Selected Document ] l Upload to BudgetTosl ] l Remove l [ Clase

c. Adialog box will appear to confirm the download.
Click Yes to download the file.

[ Supporting Documents EIEIE

Department of Community Affairs [ 428 ]

P10 ACE [6/14/2009]

Program :[0970700] Coordinated Planning Palicy :Best Managed State
Sub Program :[0970702] Mapping and Decision Support Raank 114
Budget ¥ear :Amended Fiscal Year 2010 Stage:Agency Request

This program provides info,sves, to assist the Dept, and local governments in Fulfiling the requirements of Coordinated Comp. Planning according to the GA
Planning Act of 1989 and the related Rules for Local, Regional, and Environmental pl...

Mame || Document Description | kY OPE Document Hame
__|= Document Category : SubProgram -1 Diocuments]
| TEST.doc | 42BIAFY 20104gn

File Download X

' TEST . doc Do you want to download this file
LY

Yes Mo

428| AFY 2010|Agn Req|0970700|0970702

Description

Download Selected Document ] [ Upload to BudgetTool l [ Remove ] [ Close

Fresien
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d. The Download Complete dialog confirms a successful download and indicates the
location of the download.

& Supporting Documents [l&]x]
Department of Community Affairs [ 428 ]

Fv10 AQE [6/14/2009]
Program :[0970700] Coordinated Planning Palicy :Eest Managed State

Sub Program :[0970702] Mapping and Decision Support Rank 114
Budget Year :Amended Fiscal Year 2010 Stage:Agency Request

This program provides info,sves, to assist the Dept, and local governments in fulfiling the requirements of Coordinated Comp, Planning according ko the GA
Flanning Act of 1959 and the related Rules for Local, Regional, and Environmental pl..

Name || Diocument Description | My OPB Document M ame
__|E Document Category - SubProgram -1 Document(s]
| TEST.doc ‘ 4288F7 20101Ran...
Download Complete gl

i Attach document was successfully downloaded at
A Ci\Documents and Settingst My Documentsi TEST, doc

428| AFY 2010]|Agn Req|0970700|0970702

File Mame Browse ...

Description

Download Selected Document l [ Upload ko Budget Tool ] I Remove ] [ Close
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C. Deleting Documents from BudgetTool
a. Highlight the document to be deleted.
b. Click Remove at the bottom of the Supporting Documents Screen
c. Adialog box confirms the document will be deleted

Click Yes to confirm the delete or No to stop the delete.
)

Department of Community Affairs [ 428 ]

Budget Year :Amended Fiscal Year 2010 Stage:Agency Reguest

Comp. Planning according to the Ga This program provides info.sves. to assist the Dept. and local governments in Fulfiling the requirements of Coordinated
Flanning Act of 1959 and the related Rules for Local, Regional, and Environmental pl...

M ame || Document Description | My OFE Document Name
a |.— Document Categary : SubProgram -1 Dacuments]
TEST.doc | 428AFY 2010kgn..

hdl

[ Delete Document{s)

A Are you sure you wapk to delete the selected documentis)?
g
r < c.
es

428|AFY 2010|Agn Req|0970700|0970702

Browse ... File Name

Description

>
| | Remove | Close Freview (= Download Selected Document r | Upload ko BudgetTool

Preliminary Check

Once an agency has produced the Adjusted Base (For Amended FY2013 and FY2014, entered One Time
Deletes, and Exemptions), they can run the Program Summary report (report 100) which will provide the
required State General Funds data to calculate the 3% reduction by Program/Sub-program. This report will
show the agency Base (Cutoff Amendment) and all the base adjustments - One Time Deletes, and
Exemptions. The adjusted base for State General Funds can be calculated as we as the 3% reduction. It can
be requested as an excel worksheet. Just make note of the total and then move the reductions to the desired
programs, change the amounts, etc. so long as the total equals the required percentage amount of State
General Funds. Once the amounts are determined by program/sub-program the agency can next enter their
Reduction change types.

You can also run a Pre-Check at any time to see if all entries are in balance and the reductions meet
the needed requirements. Click on the Update Business Event shield; make selections for Budget
Year, Stage, and Agency; click on Pre-check. (For error resolution see Submission Validation
Process discussed below.) The pre-check screen provides the base and adjusted base. After entering
base adjustment you can also run the pre-check and get a preview report in excel to use as a
worksheet to calculate the reductions.
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A. Click the Reports Shield

Page 27 of 40

BudgetTool Ver. 5.0.0.1 0=

OPBPROD [

=8 BudgetTool |

Log Out
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A. Selection of Custom Reports.

Currently there are 44 reports in BudgetTool. Many these reports can be run, and customized

according to the user’s individual needs. However, some reports have been pre-customized and
cannot be changed by the user. These have “.1c, .2.c, etc.” after the basic report number and are a
customization of that basic report. All reports can be output in various formats — PDF, Excel,
HTML, etc. If you mouse over a report title in the list a brief description of the reports shows at the
bottom of the page. The following reports are available:

Page 28 of 40

100 — Program Summary with Change Type Detail

100.1c — AOB Agency Summary Amendment Analysis

110 — Program Summary with Change Summary

200 — Fund Changes by Entry

200.1c - Fund Change Entries by Change Type (All Funds)

210 — Fund Summary Changes by Entry

300 - State General Funds Base Adjustment

400 - State General Funds Request

400.1c — State General Funds Lowest % Request (Use for 3% Reduction)

400.2c — State General Funds Middle % Request (Not active for AFY13 and FY14)
400.3c — State General Funds Highest % Request (Not active for AFY13 and FY14)
500 — All Funds Request

510 — Summary Request by Scenario

510.1c — Summary Lowest % Request by Scenario (Use for 3% Reduction)

510.2c — Summary Middle % Request by Scenario (Not active for AFY13 and FY14)
510.3c — Summary Highest % Request by Scenario (Not active for AFY13 and FY14)
510.4c — Summary Request All Agencies (Excel)

550 — Agency Level Program(s) Detail Summary View

550.1c — Object Class/Fund Source Detail Report Lowest % Request (Single Agency)
550.2c — Object Class/Fund Source Detail Report Middle % Request (Single Agency) N/A
550.3c — Object Class/Fund Source Detail Report Highest % Request (Single Agency) N/A
600 — Stage Submission Status

600.1c — Budget Submission Status - Agency Request

600.2c — Budget Submission Status (All Stages)

700 — Recommendation

700.1c — OPB Recommendation (legal paper)

700.2c — OPB Recommendation w/ group descriptions

800 — Budget Details

900 — Performance Measures

910 - Performance Measures Multi Agency

940 - Program Purpose

940.1c — Program Purpose

950 — Program Recommendations

950.1c — Governor’s Book Pages

955 — Program Historical Summary

957 — Program Historical Summary with Expenditure
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958 — Agency Counts Summary

960 — Program Fund Source Summary
960.1c — Program Fund Source Summary
965 — Agency Statewide Changes Summary
970 — Agency Fund Source Summary
970.1c — Agency Fund Source Summary
980 — Agency Expenditure Summary
980.1c — Agency Expenditure Summary

Note: since there is only one percentage reduction this year the reports for the Middle% and
Highest % are not available this year. (400.2c, 400.3c, 500.2c, 500.3c, 550.2c, and 550.3c)

1) Running a Custom Report (Example report below some reports have different selections)

a

b.
C.
d.

f.

g.

Double click the report you want to run

Select the Financial Year from the Drop Down Box

Select the Stage

Agency List — Check here to select all the agencies at once if you have more than
one agency in the list (This is only for agency reports. Some reports run for all
agencies and do not have an agency selection.)

To select one or more agencies individually, check the box to the left of the
Agency name

The agency list box has four fields:

Division — this is the OPB division to which the agency is assigned

Name — name of the Agency

Branch — the branch of government to which the agency belongs

Budgetary — Yes or No (Yes means it is an appropriated agency that will appear
in the appropriations bill. No means it is an informational only agency usually
attached to a parent agency and will show in the appropriations bill as a program
in the parent.)

Click Request Report Dataset

Click Customize if you need to customize the report
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a. Description N 100 - Program Summary
> ‘zgg'ﬁ'ﬂgd’EES‘*mf"z'yE . Financidl Yea Stage
- Fund Changes by Enigy
b. 300 - State General Funds Base Adiustment AFY 2010 Agency Request @"‘ C.
400 - Stale General Funds Request
- [T AgencyList
d. 510 - Summary Request by Scenaria (1 | Division | Name | Branch | Budgetary A
550 - Agency Level Programls) Detal Summary View [] PED Avistion Hal of Fams [143] EXE Yes
£00 - Stage Submission Status CJED  Eoadof Regents [472] EXE s
700 - Recommendation CIHD  Erain & Spinal Injury Trust Fund [251] EXE  Yes
e 200  Budget Details »« [TED  Eight from the Sttt Geogia Department of Ealy Care. EXE  ‘Yes
: 800 - Performance Measures "N IO Pep  civitwar Commission [20] EXE  Yes
810 - Performance Measues Muli Agency O GG Commission on Equal Oppertuniy [237] EXE  Yes
850 - Program Recommendations []HD  Georgis Composite Medical Board [221] EXE  Yes
355 - Program Historical Summaty ] 66 Councilfor the Atts [238] EXE  Yes
958 - Agency Counts Summary v
950 - Program Fund Source Summary \@, 4”/ 1185
955 - Agency Statewide Changes Summary v
f _ “L‘t ﬁ Request Heport Dataset
-
AgencylD| SequenceMbr| Agency | StateCode | Parent Progiam | Sub Progiam | Stage | Total Base| State Funds Base| Federal Funds Base| Recovery Funds Base| _Other Funds
o 19 81 Depar. 428 Buildng... Buildng..  Age
- 19 81 Depar.. 428 Building... Constiuctio.. Age 256,184 224,284 3
- 19 81 Depar.. 428 Building... Industialize.. Age 207.804 207
- 19 81 Depar.. 428 Coordinated..  Coardinaled... Age
- 13 81 Depar. 428 Coordinated..  Mapping.  Age 383,993 383,933
- 19 81 Depar. 428 Coordinated..  Planing..  Age.. 4,158,353 4,048,284 110
- 19 81 Depar. 428 Deparmental.. Depatment.. Age. 5137.203 1,798,606 1,611,802 1726
- 19 81 Depar. 428 Environmental. Environmen. Age.. 1,279,791 834,291 5.000 439
- 19 81 Depar. 428 Federal Americoips.. Age.. 4,735,507 350,563 4,384,924
- 19 81 Depar.. 428 Federal... Appalachia.. Age 370,129 247.329 122,800
- 19 81 Depar.. 428 Federal... Communily.. Age. 419267 1039442 40577 586 309
m 19 81 Depar.. 428 Federal.. Federal..  Age
m 19 81 Depar.. 428 Homeownersh.. CHIP /Lead.. Age 217664 217664
m 19 81 Depar.. 428 Homeawnersh.. GHF, Age. 4414327 576,499 3837
19 81 Depar.. 428 Homeownersh.. Homeowner.. Age L
< >
r
a. PP Customize | [ Preview | [ dese

You can begin the customization process on the Report Customization screen. For instance
under each column heading the word (any) appears. This means that any value in that field
will appear. You can further narrow your report by selecting one value. If you only want one
program in the report, click under Parent Program in the ‘any’ box and you get a dropdown of
all parent programs. Select one and the data for all other programs goes away. In some cases
such as for dollar values in the column it does not make sense to select one, but for some like
program, fund source, etc. this flexibility allows you to narrow your report substantially.

You can also delete specific data from the report by un-checking the check box in the left hand
column of the screen. For instance if you ran a report that has all change types and you just
wanted one in the report you could un-check the other change types.

Note: if you want to use a data field later on in the customization process you cannot delete it
in this preliminary stage.
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2) Customizing the Reports
a. Changing the grouping
1 .Click Customize

]
[ Column Settings Drag & column headsr here to group by that celumn [Z1Expand Group Result

Lol 5| Sort -~

‘ A;:;TVTD I DIN?”E || AgencyiD| SequenceMbr| Agency | StateCode | Farent Frogram | Sub Progiam | Stage | Total Base| State Funds Base| Federal Fi

Sequencelibr T hore [any] fag] () (ary]  (any) (o] oy ] ]

Agency 2 Mone )

StateCode 3 None 19 19 Depar.. 428 Administration. Administieti - Ags.. 5571760 2233357

Parent Program 4 Mone

51k Progam & o 19 19 Depar., 428 Building Building.  Age.

Stage E None 13 19 Depar.. 428 Building Constructio.. Age 346,473 314573

Total Bass 7 None

State Funds Base 3 None 19 19 Depar., 428 Building Industislze.. Age. 207604

Foderal Funds Bass 3| Hons 19 19 Depar., 428 Coordinated..  Coordineted.. Age..

Recovery Funds Base 10 Hone

Other Funds Base 11 Hone 18 19 Depar.. 428 Coordnsled . Mapping.  Ags. 462213 482,218

Commen Objects Base 12 Hone

iy Obiots Base T3 Hons 19 19 Depar., 428 Coordinated..  Planning..  Age.. 3430346 3,200,028

State Funds Change 14 Neone 13 19 Depar.. 428 Environmental. Envionmen.. Age. 4444925 1,059,445

Federal Funds Change 15 None

Fiecoven Funds Changs 16 Hone 19 19 Depar.. 428 Fedsral AmeriCops_. Age. 5112114 727,190

Other Funds Change 17 None

Conmn Objoas Coange T8 N 19 19 Depar., 428 Federa. Appalachia. Age. 387132 264,332

Unigue Dbjects Change 19 None 13 19 Depar.. 428 Federal Commurity . Age 41,9626 1.076.402 4

Exemplion 20 Hone

GAIT 2010 21 Hone 19 19 Depar.. 428 Fedsral Fedsral Age

Deferred Pay 22 Hones 19 19 Depar., 428 Homeomrersh.. CHIP /Lead. Age.. 217,664

Fieduce SHEP 23 Hone

Annualizer EGA 24 None 13 19 Depar.. 428 Homeownersh . GHFA, Age 4414327

OneTimeDelete 25 Hone

Frodistbotin Mo 19 19 Depar., 428 Hameonnersh.. Homsawner.. Age..

WorkLoad 27 None 13 19 Depar.. 428 Local.. Local.. Age.. 6000000 £.000.000

Other &djustment 28 None

5% Freduction 29 Hone 18 19 Depar.. 428 Paments o, Payments.  Ags. 11,7250 11725014

8% Fieduction 30 Hone

Hi T 19 19 Depar., 428 Paments to..  Paments.. Age.. 4857300 4,857,200

Swialc Base 32 None 13 19 Depar.. 428 Payments ta. Paymerts Age 47,8039 47123333

SWalc Changs 33 Hone

Vechicle Base 3% Hone 19 19 Depar.. 428 Re gional Regional.  Ags. 293533 243533

Veohicls Changes 35 None 19 19 Depar.. 428 Rental, GHFA.. Age.  B25007 3,287,929

Postion Base % Hone v
> >

A

1. >
2. Drag a Column Header to the space above the headers to group by that
column header

2 |
= Colun Getting: —: P | [ Expand & "
wpand Group Fesu
2 Colomns T/ &.J5m 3 Sub Progiam_|
. 7] AgencyD 0 None AgencylD| SequenceNbr| Agency | StateCode | Parent Frogiam | Sub Frogiam | Stage | Totsl Base| State Funds Base| Fe
[F] Sequencelbr 1 None [any) la] (ay]  (ay] (&) [ary) gany lany] [0
[7] Agency 2 None
[4] StateCode 3 Mone =l Parent Program - Administration [0970101] - 1 item{s]
[4] Parert Program 4 None = Sub Program : Admiistration [0S70101] - 1 iter(s)
[4] Sub Program 9 Nane N 19 19 Depar.. 428 Administration... Administati. Age. 5571760 2233357
Stage g Mane
Total Base 7 None = Perent Program : Buicing Construction [D370600] - 3 itemis)
State Funds Base 8 None = Sub Program : Building Construction [0570800] - 1 tem(s)
Federsl Funds Base 3 None 19 19 Depar.. 428 Building.. Buildng..  Age.
ETW;”;“E“E“E 11” zme " | & 5ubProgram : Construction Codes (0870602 - 1 kemis)
thet Punds Base one 19 19 Depar.. 428 Building Constuctio..  Age 345473 314573
Comman Objects Base 12 None
Urique Obiects Base 13 None = Sub Frogram : Industislized Building [D370601] - 1 itemis)
State Funds Change 14 None 19 19 Depar.. 428 Building Industisize.. Age 207,804
Federal Funds Change 15 None . )
Recavers Funds Change 16/ None "~ |E Paent Piogram : Coordinated Planring [0870700] - 3 tems)
Dther Funds Change 17 Nore ~ | @ $ubProgiam : Coordinated Flaning [0570700] - 1 item(s)
[¥] Common Cbjects Change 18 Mone 19 19 Depar.. 428 Coordinaled..  Coordnated.. Age
[4]. Urnique Obiects Change 18] None ~ | & SubProgam : Mapping and Deision Support [0870702] - 1 iteris)
[4] Exempiion 20] None 19 19 Depar.. 428 Coordiated.. Mapping.  Age.. 462218 452213
[F GaIT 2010 21 None
[¥] DefenedPay 22 None =l Sub Program : Flanning and Quality Growth [0370701] - 1 item(s)
[7] Reduce SHEP 23 Mane 19 19 Depar.. 428 Coordinaled..  Flanning..  Age. 3438846 3,388,028
7] Annualzer EGA 24 N —]
% O et 25 Mo =1 Parent Program : Emvironmental Edueation and éssistance (0370901 - 1 fem(s]
Reddistibution 5] None = Sub Program : Environmental Education and Assistance [0970901] - 1 iter(s]
[ WerkLoad FHome 19 Depar.. 428 Environmental. Enviormen. Age.. 4444525 1,058,445
[7] Other Adjustment 28 None =/ Parent Piogram : Federal Community & Economic Development Programs [0971000] - 4 itemis]
[¥] 6% Reduction 23 None = Sub Program : AmeriCorps [0971003] - 1 item(s]
[¥] &% Reduction 30 None 19 19 Depar.. 428 Federal AmeriCops.. Age. 5112114 727,190
[F] 10% Reduction I None
5] SwCalc Base 22 Mone = Sub Program : Appalachian Regional Commission Grarts [0971002] - 1 itemls]
[Z] SwCals Changs 72 Nane 13 19 Depar.. 428 Federal Appalachia..  Age 387,132 264,332
xe“:'“:e gs“ g; :D"e =1 Sub Frogram : Community Dewelopment Block Grants [0971001] - 1 temls)
—_rre I'“, arges ane 13 19 Depar.. 428 Federal.. Communiv.. Ace.. 419526. . 1075402 A
i 2 3 3
Reset | | Continueto Preview Report....
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3) Report Preview and Customization — Click on Continue to Preview Report
Note: Many screens in BudgetTool allow the user to Preview, Print and/or Export a report
to a file. The user would click Preview to see this screen

a. Select a Printer and use Page Setup to change margins, paper size, and orientation
b. Report Title

c. Select a Report Style

d.

Uncheck any columns you will not need; also set the column width so you can see all
data in the field. 1t may take several tries to get the column widths correct.
e. Select Fit to Page or Scan across Pages

L]
& Preview Options

Ficport Template Name
100 - Program Summary

DOutput Settings

LU Al (HP Laseret 10220

[ Reset Printer Page Setup...

Feport Title

100 - Program Summary For Year : Fr 2010
Stage: Agency Request

b \Agency: Department of Community Affairs [428]

Repart Siyle

Default A
Contemporary

C Corporate Compact
. Corporate Confidential
Corparate Draft

Column Settings

Name Widh A
G
V] Sequencehlbr 0.80 inches
d V] Agency 0.47 inches
. V] StateCode 0,64 inches
V] Parent Program 0.91 inches
a : =

Lo

DEEEEE

e —’ Lapout: |Span across pages -

Y

Save ] [ Brint ] [ Praview ] [Egnrtm ] [ Close ]

The document can then be previewed, printed or exported.
f.  Click export and type in the file name and Select the Save location
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Select File for Export @g|
Savein: | [E} Deskiop v O F o

LY .DMy Diocuments
!y _J My Campuker
My Recent 2y Metwork Places
Documents 2.0

Desklop

My Documents
-
J
43
My Computer
2
MyMetwork | Saveastype: | Adobe POF Document [* pof) v

Adobe POF Document [ pdf]

Review Prior to Submission

Redistributions

Agencies can move funds among programs to fund those initiatives they feel that are critical to their
operations. The net of redistributions by fund source must total zero for an agency. If these do not equal
zero the submit process will be blocked.

Workload

Workload adjustments for state general funds are permitted for programs that are enrollment based. These
pertain only to specific programs identified by OPB. Federal, Recovery Funds and Other Funds can be
added or deleted using workload adjustment change types

Budget Request Check

Agencies can check their total budget request by running the Agency Request State General Funds report.
This report shows the Adjusted Base less Reductions, plus Redistributions, plus Workload Adjustments,
plus Other Adjustment plus Exemptions which equals the Agency Request for State General Funds. See the
above section Reports for instruction on how to run the report.

Agency Request = Adjusted Base — % Reductions + or - Redistributions + Exemptions +
or — Other Adjustments + or - Workloads = Agency Request
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An agency can run a pre-check at any time. A pre-check makes certain that entries have the right sign —
positive or negative — for the entry type, that fund source and object class changes are in balance, that detail
amounts equal the summary amounts, and for Executive Branch agencies that the state general funds
reduction percentage is met or exceeded. The pre-check works as follows:

Submit Validation Process

The submit validation process for the Agency Requests dataset is comprised of 5 levels. The validation
process runs one level at a time meaning if at a given level an error(s) is(are) found the validation
process stops, returns the error list to the user, and does not go onto the next level. You must then
correct those issues and run the validation process again to proceed to find if there are any errors
beyond what was previously identified.

Level 1: The first level of validation checks is on the following:

1.1 All one time delete entries must be negative

1.2 All Exemptions entries must be negative

1.3 The sum of Redistributions must equal 0 at the agency level by individual Fund
Source.

For items 1.1, and 1.2 the errors will be written to the screen in a table with 4 columns,
the first showing the Program/Sub-Program, the second the Type (fund source, count,
object class), the third Name, and the fourth the Amount. Item 1.3 will display the list
of Fund Sources that do not net to zero for redistributions for the agency.

Level 2: 3% Reductions AFY2013 and FY2014

The percent reduction validation process verifies that the sum of reductions is at least
the required percentage of the adjusted base. This validation is on State General Funds
only in total for the agency. There can be redirects on any fund source and object
class but the validation only checks in total against State General Funds in the
Adjusted Base.

NOTE: This specific check does not apply to Agencies in the Legislative and Judicial branches of

Government.

Level 3: Total Funds = Total Object Class Expenditures

By sub-program/single program validation process returns the discrepancies between
Total Funds and Total Object Class Expenditures.

Level 4: Federal Funds/Recovery Funds/Other Funds to detail check

Page 34 of 40
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4.1 The Federal Fund Source Amount = Sum of Federal Fund Details amounts

4.2 The Federal Recovery Funds Amount = Sum of Recovery Funds Detail amounts
4.3 The Other Fund Source Amount = Sum of Other Fund Details Amounts

4.4 Personal Services Amount = Sum of PS 300 Detail Amounts

Level 5: Negative Funds Warning
If the result of Base + change amounts for a fund source is negative at the program/sub-
program then the validation process returns a warning but does not prevent submission.

Note: Some agencies have programs with negative fund sources.

Pre-checks and Submit
A. Click the Update Business Event Shield

' BudgetTool

OPBPROD

Page 35 of 40 Revised: July 21, 2012



GOVERNOR’S OFFICE OF PLANNING AND BUDGET
BUDGETTOOL USER MANUAL
SECTION II1.A - AGENCY USER’S GUIDE - AFY 2013 AND FY 2014

Submit/Un-submit Validation Data Display screen

a. Select Budget Year
Select Stage
Select Agency
Select Summary
. Click Pre Check
Summary Only — Clicking here reduces the number of columns to Total Base Funds, Total
Base Adjustments, Revised Base Budget, Adjusted Base, Total, Adjusted Total, 3% Agency
Request, and Parent/Sub-Program Name (Note: Attached agencies programs appear in the
parent agency and are included in the pre-check)

®o0oT

®

L]
> Fr 201 ™

P cudost vear
summary oy
b. e gency Fiequest = d.

NG Department of Conmuriy Afais [429] =

4
(Previen_+] [ ProgramisusProgram Summary | [ Business Process ) e
L
Pre Check Events |
Budget Year  AFY 2013 Pnlt [ _ ®
Summary orly

Stage Agency Request

Agency Department of Agriculture [402] ®
Code | [Program Hame | Base| Total Base Adj| Revised Base Budget| AdjustedBase| __ Toal] Adjusted Total] 3% Agency Request |
0740201 Athens and Tifton... | 2,810,149 2,810,149 2,810,149 2,810,143 2,610,149 2,810,149
0740300 Consumer Protection
0740302 Agricultural Inputs 1,488,682 1,488,682 1,488,682 1,488,682 1,488,682 1,488,682
0740316 Agriculeure and. 210,293 210,293 210,293 210,293 210,293 210,293
0740307 Animal Health 1,085,205 1,085,205 1,065,205 1,088,205 1,065,205 1,068,208
740512 animal Pratection 023,838 023,38 623,83 623,838 523,836 623,558
740315 Consumer 3,267,672 3,267,672 3,287,672 3,287,672 3,267,672 3,267,672
0740309 Equine. 721,380 721,380 721,380 721,380 721,380 721,380
0740313 Food Safety 5,703,124 5,703,124 5,703,124 5,703,124 5,703,124 5,703,124
0740315 Fuel & Measures 3,916,315 3,918,315 3,916,315 3,916,315 3,916,315 3,916,315
740308 Livestock { Paultry 941,655 941,688 941,638 941,688 941,688 941,688
nF4nzin Meat Inspection 4,350,825 4,350,825 4,350,025 4,350,825 4,350,825 4,350,625
0740305 Pesticides 1,095,855 1,095,855 1,095,856 1,005,855 1,095,858 1,095,856
0740301 Plant Industry Labs 2,223,669 2,223,669 2,223,669 2,223,669 2,223,669 2,223,669
0740304 Plant Protection 1,637,964 1,637,964 1,637,964 1,637,964 1,637,964 1,637,964
0740314 Poultry Graders 4,036,980 4,038,980 4,036,980 4,038,980 4,036,980 4,036,980
740506 Structural Pest 1,201,288 1,201,299 1,201,299 1,201,299 1,200,289 1,201,298
0740311 Warehouse 244,328 244,328 244,328 244,328 244,328 244,328
0740101 Departmental.. 4,558,992 4,558,992 4,558,992 4,558,992 4,558,992 4,558,992
0740400 Matksting and Promotion
— - Grand Lotal: 51,352,061 51352 061 51,352 061 51.352 061 51,962 061 51,357 061 =
2 3

Click an s with yellow background (F any) to see specfic precheck message.
i
Preview | [ Progrm/Subprogrem summary | [ Department of Agricuture [402] ] [ese ]
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a. Adialog box will indicate a successful Pre Check
b. Click OK in the Pre Check dialog box
Items which could prevent a successful Pre Check will be highlighted in yellow.

C.

Page 37 of 40

Wl Submit/ Unsubmit Validation Data Display =X
) Fre Chack Events
Budget vear  AFY 2013 = Finlt [0 [—] 2
Summary Only

Stage Agency Request

Agency Department of Audits and Accounts [404] [63] ‘
Code | |Program Name Base| Total Base Adj| Revised Base Budget| Adjusted Base| Tatal| Adjusted Tatal| 3% Agency Request
0850200 fudc and Assurance
0850203 Audits of Local 7,393,419 7,393,419 7,393,419 7,393,413 7,393,419 7,393,419
0850202, Audits of Medicaid 4,655,248 4,655,248 4,655,248 4,655,248 4,655,248 4,655,248
0850208, Information System 1,425,125 1,429,125 1,428,125 1,428,125 1,428,125 1,425,125
0850203, Performance Audits 3,295,925 3,295,925 3,295,325 3,295,925 3,295,925 3,295,925
0850205 ), Reviews of Local 868,262 868,262 66,262 868,262 868,262 868,262
0850201, Statewids 3,145,541 5,146,541 146,541 146,541 9,146,541 3,145,541
0850210 ), Tramsparency in 33,000 o o non 33,000 33,000
0850501 Depar| al 1.639.20 Pre Check Bz 1.639,202 1,639,202
0850801  Immigration... 20,000 —T1o0 20,000 20,000
0850301  Legislative Services 247,561 3 247,561 247,561
0850401  Statewide Equalized.. | 2,060,650 0 2,060,650 2,060,650

Grand Total: 30,788 933 30,788.933 30,788,933 30,788,933 30,788,913 30,788 933 >
Click an lines with vellow background (f any) ta sse specific pracheck message.

[Frewaw v] [ Program/SubProgram Summary ] l

Department of Audits and Accounts [404]

==
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D. Successful Pre-check with a negative funds warning
a. Select the Event using the drop down button
b. Click Submit if you are ready to submit the agency for approval

Page 38 of 40 Revised: July 21, 2012

W Submit/ Unsubmit Validation Data Display (3]
»
a ! Pre Check. P Ewents Submit
. Budget Year AFY 2013 Finlt [
Summary Only
Stage Agency Request
Business Event Submit
Agency Department of Audits and Accounts [404]

Code | |Program Mame Biase| Total Base Adj| Revised Base Budget | Adjsted Base | Total| Adjusted Total| 3% Agency Request
0350200 Audit and Assurance
0850203 Auodits of Local. 7,393,419 7,393,419 7,393,419 7,393,419 7,393,419 7,393,419
0350202 ) Audits of Medicaid 4,655,245 4,655,245 4,655,245 4,655,248 4,655,248 4,655,245
0850208 ) Information Syskem .. 1,429,125 1,429,125 1,429,125 1,429,125 1,429,125 1,429,125
0350209 ) Perfarmance fwdits 3,208,925 3,208,925 3,205,925 3,205,025 3,295,925 3,205,925
0850205 » Reviews of Local 868,262 868,262 868,262 868,262 868,262 868,262
0850201 ) Stakewide .. 9,146,541 9,146,541 9,146,541 9,146,541 9,146,541 9,146,541
0850210 ) Transparency in 33,000 33,000 33,000 33,000 33,000 33,000
0850501 Departmental.. 1,639,202 1,639,202 1,639,202 1,639,202 1,639,202 1,639,202
0850801 Immigration... 20,000 20,000 20,000 20,000 20,000 20,000
0850301 Legislative Services 247,561 247,561 247,561 247,561 247,561 247,561
0850401 Statewide Equalized.. 2,060,650 2,060,650 2,060,650 2,060,650 2,060,650 2,060,650

Grand Total: 30,788,933 30.788.933 30,788,933 30,788,933 30.788.933 30,788,933

Click on lines with yellow background (F any) to see specific precheck message.
2]
[ »
b. | l Preview vl { Program]SubProgram Summary J l - Submit For :'Department of Audits and Accounts [404] [ Close ]
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The Agency Program/Sub-Program Summary Screen will now have symbols indicating the
Agency has been Submitted or Advanced and the dates.

1) Advanced
& Change Selection
Council For the Arts [ 238 ] Advwanced:9/9/2008 5:46:45 PM
\ || FY09 Amendment 2 [8£25/2008] Subrit:9/2/2008 1:59:59 PM
| | Frogram :[0600100] Council For the: Arts Paolicy :Best Managed State
Sub Program ([0600101] Access Rank :0
Budgst Vear :Amended Fiscal Year 2009 Stage:Agency Requast
[ Get Existing Changs Entry ]
[ Program/Sub Program Change view |
Desoription [ Base| Change| Request || Deseription Bass| Change| Request
[State G] State General Funds 4,400,905 1,082,241 3318664 || [300]Personal Services £84.942 267 928 N7z
Sub Total: 4,400,905 1.082.241 3.318.664 || [301] Regular Operating... 100,958 08T 20,145
Federal Funds 635,400 635,400 [303] Computer Charges 32500 -4.500 28,000
Federal Recovery Funds [307] T elecammunications 9,000 3.000 12.000
Other Funds 10,000 10,000 [312] Contractual Services 10300 14100 24400
Total - 5.046.306 -1.082.2401 3.964.064 Sub T otal: 837.704 -336,139 501,565
Unigue Class Objects 4,208,601 746,102 3462493
Total 5,046,306 1,082,241 3,964,064
Other Details
Diescription Base| Change| Request
Position Count 1200 000 1200
bt Count 000 000 000

[ State Funds ][ Federal Funds ][ Recovery Funds ][ Other Funds ][ FS 300 ][ Common Obj ][ Unigue Obj ][ SW Calc ][ Documents Close:

Agency Submit

When an agency submits their budget request to OPB (See above instructions) an email notifies both the
agency and OPB and the data can no longer be changed. OPB can do two things with the agency’s
submission: 1. Un-submit it — that is send it back to the agency for additional detail, changes, etc. in which
case the agency receives an email and can work in that stage again; or 2. Advance the data to the OPB
Recommendation stage in which case an email is also sent to the agency but no further changes can be made
to the agency request stage.

Section Ill. B: OPB Budget Development - Overview

OPB Analysts will follow the same procedures and processes as detailed above for the agency analysts to
enter descriptors and make changes to the Agency Request to develop an OPB Recommendation. (See
above Section - Agency Request) In addition, the 3% Reduction for Amended FY 2013 or the 3%
Reduction for FY 2014 are part of the Agency Request and must be selected for each program by the OPB
Analyst as applicable. Since the Governor’s Budget Report is at the Parent Program level, the OPB analysts
will spend a great deal of effort grouping many of the sub-program descriptors.

Once the Agency Request is advanced to the OPB Recommendation no changes can be made to the original
agency request. The OPB analyst can change amounts, and enter new standard or agencywide descriptors in
the OPB Recommendation stage. No descriptors originating in the agency request stage can be deleted.
They can be zeroed out however but the Agency Request stage will always have the original agency request
data. The OPB analyst will use BudgetTool in the same manner as the Agency Analyst to develop the OPB

Recommendation. However, most of the OPB Analysts’ work will be editing, changing, or clarifying the
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agency request. The OPB Recommendation stage is where the budget request is developed into a
recommendation to the Governor.

The OPB analyst with the submit role can submit an OPB Recommendation at which time the data can no
longer be changed. The OPB Division Director can either unsubmit the request or advance it to the
Governor’s Initial stage. No email notifications are generated in the stages after the Agency Request.

The Governor’s Initial stage is the “Working’ stage for the Governor. Here further changes are made at the
direction of the Governor and/or his staff. The OPB Division Director can submit the Governor’s Initial.
The OPB Executive User can either unsubmit it or advance it to the Governors Final stage.

Section I1l. C: Executive Budget Recommendation

The executive user is the only user that can advance the Governors Initial to the Governors Final stage.

Once the data is in the Governor’s Final stage no changes can be made.
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