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OPB Budget Development

This Manual is a guide for OPB analysts on using the BudgetTool System for the annual budget development
process. It will familiarize the user with making or updating entries for budget change items, grouping common
changes, selecting agency options, entering expenditure data, and running reports on budget data. Throughout
the document, screen shots are included to assist the analyst in using the system. Some of the screen shots
display prior budget development years, but they still illustrate current functionality. Where the screens have
changed, screen shots have been updated to show current data.

I. Prior to Agency Request Submission
Once the cutoff amendment is selected in BudgetNet and the data is loaded into BudgetTool, OPB analysts
should run reports on the cutoff amendment to ensure that the amounts in BudgetTool match the cutoff
amendment in BudgetNet by program and fund source. This should be done before agencies begin entering
data into BudgetTool. The cutoff amendment should reflect any amendments moving state funds, including all
Fiscal Affairs, Statutory, and Executive Order amendments to date. All State Funds — Prior Year are not loaded in
the cutoff amendment and are not part of the budget request.

e Recommended Reports for Cutoff Amendment Reconciliation:
O BudgetNet (reports 317 and 316)
O BudgetTool (report 100 or 100.1c)

OPB analysts should monitor the development of the Agency Requests as they are entered into BudgetTool by
running reports to determine if:

e The agency’s descriptors provide enough information to make a recommendation on that change
e Statewide descriptors are being used as intended,
e The agency has loaded the correct One-Time Delete amount provided by OPB.
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II. Validating Agency Request and Advancing Stages

Pre-checks
A. Click the Update Business Event Shield

Submit/Un-submit Validation Data Display screen
a. Select Budget Year
b. Select Stage
c. Select Agency
d. Select Summary Only
e. Click Pre Check
Summary Only — Clicking here reduces the number of columns to Total Base Funds, Total
Base Adjustments, Revised Base Budget, Total, Adjusted Total, Agency Request, and
Parent/Sub-Program Name (Note: Attached agencies programs appear in the parent agency
and are included in the pre-check)

% Submit/ Unaubmit Validation Data Display

Budget Year  AFY 014 b Par E

>
i« .

b — Ageney Ragquast ¥ e d.
_> gy fCaunt of Appaats 143 L

P
- ProgramBubProgram Summary Duserevs Frocem Chse
Castomire
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B. Pre Check Summary Only

7| Submit / Unsubmit V.

View Details
Budgetvear  AFY 2014 v Pinit [
Summary Only

Stage Agency Request v

Agency Department of Agriculture [402] ¥ This Agency Request has been Advanced
Code | Program Name Base| Total Base Adj| Revised Base Budget| Adjusted Base| Adjusted Total -
0740201 Athens and Tifton Veterinary Laboratories 2,855,370 2,855,370  2,855370 2,855,370 M
0740300  Consumer Protection
0740302 Agricultural Inputs
0740316 Agriculture and Food Defense
0740307 Animal Health 669,514 669,514 663,514 669,514
0740312 Companion Animal & Equine 1,395,637 1,395,637 1395637 1,395,637
0740318 Consumer Protection Program Support 4,560,440 4,560,440 4,560,440 4,560,440 =
0740301 Department Laboratories 2921685 2,921,685 2921685 2921685
0740309 Equine
0740313 Food Safety 5011624 5.011.624 5011624 5011624
0740315 Fuel & Measures 2,929,506 2,925,506 2,929,506 2,929,506
0740308 Livestack / Poultry 1.297.810 1.297.810 1.297.810 1,297,810
0740310 Meat Inspection 3618173 3618173 3618173 3618173 L
0740305 Pesticides
0740304 Plant Protection 862,048 862,048 862,048 862,048
0740314 Poultry Graders 3831480 3.5831.480 3531480 35931480
0740306 Structural Pest 117,147 117,147 117,147 1117147
0740311 Warehouse 231398 231,338 231,398 231,338
0740101 Departmental Administration 4,418,249 4,418,249 4,418,249 4,418,249
0740400  Marketing and Prometion
Tt Grand Total : 47.269.424 47.269424  47.269.424  47.269.424 -
e $

Click on lines with yellow background (if any) to see spedific precheck message.

Preview
- Program/SubProgram Summary Department of Agriculture [402] Close
Customize
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C. Successful Pre-check
a. Adialog box will indicate a successful Pre Check
b. Click OK in the Pre Check dialog box
c. Items which could prevent a successful Pre Check will be highlighted in yellow.

| Submit/Unsubmit Validation Da play | =1 P
Pre Check Events A
BudgetYear  FY2016 Y Finit @
Summary Only
Stage Agency Request hd
Agency Commissioner of Insurance [408] v
Code || Program Name I Base| Total Base Adj| Revised Base Budget| Adjusted Base| Total| Adjusted Total| Agency Request
0560101 Departmental Administration | 1,812,192 1,812,192 1,812,192 1,812,192 1,812,192 1,812,192
0560201 Enforcement 774,303 774,303 774,303 774,303 774,303 774,303
0560301 Fire Safety 8,310,119 8,310,119 8,310,119 8,310,119  §310,119 8,310,119
0560401 Industrial Loan 670,948 670,948 670,948 670,948 670,948 670,948
0560501 Insurance Regulation 6,281,463 6,281,463 6,281,463 6281463 6,281,463 6,281,463
0560601 Special Fraud 4,214,365 4,314,365 4,214,365 4,214,365 4,214,365 4,214,365

. -
Pre Check ==

\ 4

) PreCheck Successfully Completed

b. ‘ > oK

Grand Total - 22.063.390 22.063.3%0  22.063.330 22.063.390 22 063.330 22.063.3%0

. »

e 22
Click on lines with yellow background (if any) to see specific precheck message.
C }
- 4
Preview =
- Program/SubProgram Summary Commissioner of Insurance [408] Close

Customize
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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

B Submit/Unsubmit Validation Data Display

|-
a. Pre Check ¥ Events Submit v
Budget Year FY2016 v Finlt
Summary Only
Stage Agency Request v
Agency Commissioner of Insurance [408] A Business Event Submit

Code | | Program Name I Base| Total Base Adj| Revised Base Budget| Adjusted Base| Total| Adjusted Total| Agency Regquest
0560101 Departmental Administration | 1,812,192 1,812,192 1,812,192 1,812,192 _ 1,812,192 1,812,192
0560201 Enforcement 774,303 774,303 774,303 774,303 774,303 774,303
0560301  Fire Safety 8,310,119 8,310,115  8310,119 8,310,119 6,310,119 8,310,119
0560401 Industrial Loan 670,948 670,948 670,948 670,948 670,948 670,948
0560501 Insurance Regulation 6,281,463 6,281,463 6,281,463 6,281,463 6,281,463 6,281,463
0560601 Special Fraud 4,214,365 4214365 4214365 4214365 4,214,365 4,214,365

Grand Total : 22.063.390 22.063.390  22.063.330 22.063.390  22.063.390 22.063.390

Click an lines with yellow background (if any) to see spedific precheck message.

Preview ~

b - Submit For *Commissioner of Insurance [408]' Close
. Customize

The Agency Program/Sub-Program Summary Screen will now have symbols indicating the
Agency has been Submitted or Advanced and the dates.

e U

Bl ProgramiSub Program Change Entry

Advanced:9/10/2013 2:16:19 PM

Policy :Responsible and Efficient Government

Commissioner of Insurance [ 408 ]
Base : FY14 AOB [6/11/2013]
Program :[0560201] Enforcement

Rank :3
Budget Year :Amended Fiscal Year 2014  Stage:0PB Recommendation

The purpose of this appropriationis to provide legal advice and toinitiate legal proceedings with regard to enforcement of specific provisions of

Get Existing Change Entry state law relating to insurance, industrial loan, fire safety, and fraud.

Program/Sub Program Change View

Funds Summary

Object Class Summary

Description I Base| Change| Request || Description I Base| Change| Request
[State G] State General Funds ‘ 756,822 756,822 | [300] Personal Services 653.855 653,855
Total- 756,822 756,822 || [201] Regular Operating.. 26,200 26200
[305] Computer Charges 10.208 10.208
[306] Real Estate Rentals 61818 612818
[307] Telecommunications 4741 4741
Total : 756,822 756,822
Description Il Base| Change| Request
Pasition Count 16.00 0.00 16.00
MV Count 0.00 0.00 0.00
Federal Funds Recovery Funds Other Funds PS 300 Common Obj Unique Obj Documents
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Un-Submit and Advance

When an agency submits their budget request to OPB 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 next stage in which case an email is also sent to the agency but no
further changes can be made to the agency request stage.

Once OPB advances the Agency Request to the OPB Recommendation stage, the agency can no longer make
corrections to the request, and, therefore, the OPB analyst will have to make all necessary changes in either the
OPB Recommendation stage or the Governor’s Initial stage. In years where there are budget scenarios, a
scenario will be selected in the OPB Recommendation stage. In years where there is only one scenario, advance
through the OPB Recommendation Stage and begin making necessary changes in the Governor’s Initial Stage.
Working with the agency during the agency request stage can significantly reduce the amount of work for the
analyst in the later stages of budget development.

III. Entering Recommendations

Creating a Change Entry

A. Click the Change Selection Shield

T BeskgeTasl e BT 40 I

-

B
F.I 1
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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.

[B Change Selection (Al
2. |—— Budget Year AFY 2015 v Pinlt [El
Stage Agency Request W/

b. Agency Technical College System of Georgia [415] bl
c. > Show Programs

| Code | |Mame

/ 4110200 Adult Education

411021 b Adult Basic Education

4110202 » GED Testing Services

4110101 Departmental Administration

4110300 Guick Start and Customized Services

4110302 b Customized Business and Industry Services
4110302 b Quick Start - Existing Industry

d. 4110301 » Quick Start - New and Expanding Industry
4110400 Technical Education

4110402 b Community Based Continuing Education
4110401 » Credit Technical Instruction

4110403 b Specialized Instructional Services

-
J @

d.1 PTEVIEW > Program/Sub Program Change View

\ 4

d.2 Program/Sub Program Change Entry
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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 four tabs. The tabs are as follows:

1. Base Adjustments — This tab shows all Base amounts by fund source, object class and counts.
One-Time Deletes are shown. Adjustments are totaled and the Revised Base Budget calculated and
displayed. (Note: Scroll down to view “Counts” for positions and vehicles.)

[Bf ProgramiSub Program Change View Advanced™s D]
& Change Selection
# .  Courtof Appeals [432] Advanced:11/17/2011 11:21:39 AM
{ dwa";e \ | Base: FY12 AOB [5/24/2011] Policy :Responsible and Efficient Government
,“a J/ Program :[0620101] Court of Appeals
" 4
= Rank :1
Budget Year Fiscal Year 2013 Stage:OPB Recommendation
et Existing Change Entry 1 | Thepurpose of this appropriation is for this court to review and exercise appellate and certiorari jurisdiction pursuant to the Constitution of the Sta
e et | of Georgia, Art, VI, Section V, Para. TIL in all cases not reserved to the Supreme C...
Program/Sub Program Change Entry
Base Adjustments 2% Agency Request | Other Adjustments | Rec Request
Description I Base| One Time Delete| Total Base Adj| Revised Base Budget
= A_ Funds
State General Funds 13,357,450 13,357,490
Other Funds 150.000 150.000
Total 13.507.4%0 13,507.4%0
= B. Object Class
= 1. Commaon Object Classes
[300] Personal Services 12,233,520 12233520
[201] Regular Operating Expenses 272,364 272,364
[304] Equipment 12,000 12,000
[205] Computer Charges 201,157 201.157
[306] Real Estate Rentals 693.421 693421
[307] Telecommunications 86.028 86.028
[312] Contractual Services 8,600 8,600
Total : 13.507.4%0 13.507.4%0
= D. Counts
Position Count 94 94
Motor Vechicle Count
State Funds Federal Funds Recovery Funds Other Funds PS 300 Common Obj Unique Obj Documents Close

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

Base: shows the number and 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 the year in which you are working.

Stage: shows the stage in which you are working. For agencies this will always be Agency Request.
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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: shows the ranking of the program by the agency.

The program purpose statement for single and parent programs are shown under the budget year.

3. Other Adjustments - This tab shows the Base and Revised Base amounts by funds source, object
classes and counts. Separate columns exist for Redistribution, Workload, Other Adjustment, and
Statewide change types. The Adjusted Total column is calculated as the Revised Base Budget plus or
minus all of the Other Adjustments.

B Program/Sub Program Change View Advancsds [CICIE]X|

@, Change Selection
==y | Court of Appeals [ 432] Advanced:11/17/2011 11:21:3% AM
\ | Base : FY12 ADB [6/24/2011] Policy :Responsible and Efficient Government
J/ | Program :[0620101] Court of Appeals
Rank :1
Budget Year :Fiscal Year 2013 Stage:OPB Recommendation
Get Existing Change Entry The purpose of this appropriation is for this courtto review and exercise appellate and certiorari jurisdiction pursuant to the Constitution of the Star
of Georgia, Art. VI, Section V, Para. III, in all cases not reserved to the Supreme C...
Program/Sub Program Change Entry
Base Adjustments | 2% Agency Request  Other Adjustments  Rec Request
Description 1 Base| Revised Base Budget| WorkLoad Adjustment| SHEF| Redistribution| Other Adjustment| GETS| Unemployment Insurance| ERS| Gener
= A. Funds
State General Funds 13,357,450 13,357 450 551,943
Other Funds 150,000 150,000
Total - 13.507.4%0 13.507.4%0 551,943
= B. Object Class
= 1. Common Object Classes
[300] Personal Services 12233520 12233520 501,843
[201] Regular Operating Expenses 272364 272,364 3750
[304] Equipment 12,000 12.000 -50.000
[305] Computer Charges 201,157 201,157 96250
[306] Real Estate Rentals 693421 633421
[307] Telecommunications 86,028 86028
[312] Contractual Services 8,600 8,600
Total - 13.507.4%0 13.507.4%0 551,943
= D. Counts
Position Count 54 94
Motor Vechicle Count
« i ’
State Funds Federal Funds Recavery Funds Other Funds PS 300 Common Obj Unique Obj Documents Close
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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

B Program/Sub Program Change View

@, Change Selection
Board of Regents [ 472 ]
Base : FYL5 AOB [6/4/2014] Policy :Educated Georgia
Program :[0000800] Agricultural Experiment Station
Sub Program :[0000803] Ag. Exp. Station - Environmental Res. Rank :1
—p Add New Change Entry | ‘Budget Year :Fiscal Year 2016 StagesAgency Request
a. Get Existing Change Entry Investigate environmental problems and develap sol tions. Water, air, renewable energy and basic research are smphasized for application on

farms, agribusiness, and rural and urban communities.
Program/Sub Program Change Entry

Description I Base| One Time Delete| Totsl Base Adi| Revised Base Budget| Exemption| Adjusted Base| 3% Reduction| Total| WorkLosd Adjustmen
E A. Funds
State General Funds 7371787 7371787 7371787 7371787
Other Funds 7510583 7.510.583 7,510,583 7.510.583
Total : 14.882.370 14,882,370 14,882,370 14.882.370
= B. Object Class
E 1. Common Object Classes
[300] Personal Services ‘ 10,125,026 10,125,026 10,125,026 10,125,026
Sub Total - 10.125.026 10.125.026 10.125.026 10.125.026
E 2. Unique Object Classes
Unigue Objects Class ‘ 4757344 4757344 4757344 4757 344
Total- 14.882.370 14.882.370 14.882.370 14.882.370
& D. Counts
Position Count
Motor Vechicle Count
B . ’
A
State Funds Federal Funds Recovery Funds Other Funds PS 300 Common Obj Unique Obj Documents Close
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b. Change Entry Summary [Add] Screen

[® Change Entry Summary [ Add ]

Board of Regents [ 472]

Base : FY15 AOB [6/4/2014] Policy :Educated Georgia
Program :[0000800] Agricultural Experiment Station
Sub Program :[0000803] Ag. Exp. Station - Environmental Res. Rank :1

Budget Year :Fiscal Year 2016  Stage:Agency Request

Investigate environmental problems and develop solutions. Water, air, renewable energy and basic research are emphasized for application on farms, agribusiness,
and rural and urban communities.

Page 12 of 33

Change Entry Difference :
Counties Descriptor Short Description
Change Class v
| | CountyName - -
Change Type v [Stat.ewide)
(Various)
- Appling County
Justification MNone Ak Courts
AlkInson Lounty Description
- Bacon County
Descriptor {Add New Descriptor} Baker County o
Baldwin County
> Add new descriptor Banks County
Rarrems Crumhy S
e i\ AT -

| ShortDescription | Description

Measures Detail

Comments

Preview

m | »

Close

Supporting Documents

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.

(Required) Choose the Change Type from the drop down menu

1. One Time Delete

2. Other Adjustment

3. Redistribution

4. Workload Adjustment

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.
(Required) Type in the Descriptor name (50 characters max) — it must be unique
(Required) Type in a Short Description explaining the request (250 characters max)

In the larger Description box give a more detailed explanation of the request and the
reason for the request if needed (500 characters max)
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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)
Click Save to return to the Change Entry Summary [Change] Screen

[B7 Descriptor Setup [ Add ] Al
—Change Class  Agencywide v Counties
| | CountyName A
—Ch T v
o |:| (Statewide)
| Justification [ (Various) g
None ] Lppling County

[ Likinson County

_»Descrlptor [T Bacon County il
] Pmleme i
|——pshort Desc g :’l‘/ 0/ 161
Description Comments
> - -
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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.

Department of Labor [ 440 | Advanced:9/14/2011 9:34:05 AM
Base : FY12 AOB [7/1/2011] Policy :Responsible and Efficient Government
Program :[3310500] Unemployment Insurance

Sub Program :[3310502] Benefits Rank :9
Budget Year :Amended Fiscal Year 2012  Stage:Agency Request

To enhance Georgia's economic strength by providing short-term income maintenance to eligible individuals who become unemployed through no fault of their own

i —ewan)l Change FundsiObject Class (In Rec- ) Fund Summary and Object Class total MATCH

h ol . B Counties Descriptor Short Description
ange Class
g Agencywide | | CountyName » |Return Collected Funds -
T Cotewids
Change Type Other Adjustment v (Statewide)
(Various)
Justification None ;:\fkplmg C;unt-,;
Atansen Lounty Description
v Bacon County Return Administrative A = collected by th
Descriptor Return Collected Funds eturn Administrative Assessments collected by the -
Baker.County Department as required by federal US DOL
Baldwin County regulations. These funds are needed to fill the funding
Banks County shorifall created by the interest payment for the State’s
Pz Caunhy T |UlTrustFund Loan.
Cl— e :
Measures Detail -

| ShortDescription | Description

m|»

3) Change Entries — click on the Change Funds/Object Class Tab

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 510,000 was input as the change amount for State
General Funds and 510,000 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
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C. Click in the Fund Summary section to update the page then click Save

Court of Appeals [ 432 ] Advanced:1/3/2013 5:26:01 PM
Base : FY13 AOB [6/8/2012] Policy :Responsible and Efficient Government
Program :[0620101] Court of Appeals

Rank :1
Budget Year :Amended Fiscal Year 2013 Stage:Governors Initial/Working

The purpose of this appropriation is forthis court to review and exercise appellate and certiorari jurisdiction pursuant to the Constitution of the State of Georgia, Art
VI, Section V, Para. 1L, in all cases not reserved to the Supreme C...

Change Entry Change Funds/Object Class I Fund Summary and Object Class total MATCH <+ b
Code | Description o Chars Code | Description \Cﬁnge
a. tate G tate General Funds L 225,016 uco Unigue Class Objects 225016
Total : 225016 Total : 22506
OthFds Other Funds 0 Total Object Class: 225016
Total : ]
Total Funds: 225.016
Code | Description I Change
Federal Funds Recovery Funds Other Funds PS5 200 Unique Objects

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. The base detail is loaded from the cutoff amendment. Any
changes entered to Object Class 300 — Personal Services also need to have supporting detail
entered. The detail items that are loaded are specific to an agency and program. The following is
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.
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4) Editing Existing Changes
a. The Agency Program/Sub Program Change Entry screen now shows the updated
change amounts

Bl Program/Sub Program Change Entry (eS|

@ Change Selection

Georgia Composite Medical Board [ 221]
Base : FY15 AOB [6/17/2014]
Program :[0590101] Georgia Composite Medical Board

Policy :Healthy Georgia

Rank :1
Budget Year :Amended Fiscal Year 2015 Stage:Agency Request

License qualified applicants as physicians, physician's assistants, respiratory care professionals, perfusionists, acupuncturists, orthotists, prosthatist
and auricular (ear) detoxification specialists. Also, investigate complaints and di...

Add New Change Entry
Get Existing Change Entry

b. >

Program/Sub Program Change View

Funds Summary

Object Class Summary

Description I Base| Change| Request |~ Description Base| Change| Request
[State G] State Genersl Funds ‘ 2183014 2183014 || [2300] Personal Services 1842822 1942822
SubTotdl : 2.189.014 2.189.014 | 1301 Regular Operating 68896 68896
Other Funds 100,000 100000 | 1305 Computer Charges 12,000 12,000
Total - 2289014 2289014 | [306]Real Estate Rentals 35,000 35,000
[307] Telecommunications 93108 93108
[312] Contractual Services 137.188 137.188
Total - 2,289.014 2.289.014
Description Il Base| Change| Reguest
Position Count 0.00 0.00 0.00
MY Count 6.00 0.00 6.00
State Funds Federal Funds Recovery Funds Other Funds PS 300 Common Obj Unique Obj Documents

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)

Advanced:11/19/2012 2:28:58 PM

Policy :Responsible and Effident Government

Court of Appeals [ 432]

Base : FY13 AOB [6/8/2012]

Program :[0620101] Court of Appeals
Rank :1

Budget Year :Amended Fiscal Year 2013

The purpose of this appropriation is for this court to review and exercise appellate and certiorari jurisdiction pursuant to the Constitution of the State of Georgia, Art. VI, Section V, Para. IIL, inall
cases not reserved to the Supreme C...

Stage:OPB Recommendation

| Change Class | Change Type | Stage Rec | | Descriptar |In Rec | State Funds| Federal Funds| Recavery Funds| Other Funds| Total Funds| Commen

Agencywide  Other Adjustment | None Real Estate Rental Amount 10,459 0 ) 0 10459
Agencywid Other Adjustment ] Nene Restore Personal Services Budget Cuts  Amount 225016 0 0 0 225016
[——Prgencyvide  Other Adjustment  [[]  None Printing Costs Amount 5400 0 0 [} 5,400
C. Agencywide  Other Adjustment ] Nene Docket Maintenance Amount 33,000 0 0 0 33.000
Total 273.875 0 ] ] 273.875
.
Praview
; View Close
Customize
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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

5) Detail Views

a. Click State Funds

¥ Program/Sub Program Change View

% Changu Selection

Firefighter Standards snd Training Councll [ 237 |
Tl

Palicy rSafe Ceargia

nank ;1
e Existing Ghange Entry - T alic 5 4wl ol e sioals.
Program/Sub Program Change Entry

Base Adjusiments 6% Agency Request  B% Agency Reguest 10% Agency Request  Other Adjatments

Demcrphen | Bane| Dwlerind Pay| Tolal Base ] Favised Base Budgel
= A Funds
Slate Geveral Funds 97156 89715
Total 857,15 857,156
= B. Object Closs
1 Common Ohbyect

Personal Servi
Hegular Uper siry; Experses
tor \iehicle Purchases

Egeapment

Telecommunmcaions
Centractual Services

Total BAY 156

a. mm— T

Federal Funds. Recovery Funds Oeher Funds

P5 300 Common Ob] Unlque 0b] Documents Clase

b. The View State Funds Details screen is a detailed view by descriptor of changes to all
state funds for that program.

%] View State Funds Detail { Base Adjustments ) [=

Firefighter Standards and Training Council [ 287 |
Base : FY09 Amendment 1 [8/25/2008]

Policy :5afe Georgia
Pragram :[4710101] Firefighters Standards and Training Council

Budget Year :Amended Fiscal Year 2009 Stage:Agency Request

Rank :1
Provides minimumcertification standardsfor allfirefighters and public safety professionals.

] State Code | Description

|| Base| Deferred Pay| Totsl Base Adj| Revised Base Budget
b Siale G State General Funds [ 852.. [ [ 851,156
Total : 857_ ] ] 857,156
4
Preview Close
State Funds Federal Funds Recovery Funds Other Funds PS 300 Common Obj Unique Obj Documents Close
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C. Clicking the Fund Name box expands all the detail lists at once
d. Click the plus sign on the left of the line to get a more detailed view of an individual
fund line for instance State General Funds

Bl View State Funds Detail ( Base Adjustments ) [

Firefighter Standards and Training Council [ 287 ]
Base : FY09 Amendment 1 [8/25/2008] Palicy :Safe Georgia
Program :[4710101] Firefighters Standards and Training Coundil

Rank :1
Budget Year :Amended Fiscal Year 2009  Stage:Agency Reguest
Frovidas minimum certification standards for allfirefighters and publicsafety professionals.
C.
(7] Stzte Code | Description || Base] Deferred Pay| Total Base Adj| Revised Base Budget
-—»B' State G State General Funds 857... 0 0 857,156
d. Descriptor | ChangeType | Amount
Changes Tolak 0
Total:  B57_ 0 0 857.156
A

Preview Close

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, Common 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.

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

& Change Selection
Department of Corrections [ 467 |
Base : FY15 AOB [6/24/2014] Policy :Safe Georagia
Program :[1130900] Detention Centers
Sub Program :[1130902] PDC-Admin Support @ Facility Rank :24

Budget Year :Amended Fiscal Year 2015  Stage:Agency Request

Add New Change Entry
The purpose of Administrative Support is to ensure the completion and retention of legal, official and other business-related documentation require

Get Existing Change Entry by and of GDC.
Program/Sub Program Change View
Funds Summary Object Class Summary
Description I Base| Change| Reguest || Description | Base| Change| Request
[State G] State General Funds ‘ 3702521 3702571 [300] Personal Services 2934654 2934654
Total- 2702521 3702521 | 1301] Regular Operating 198,959 198,959
[305] Computer Charges 79,459 79,459
[307] Telecommunications 430,147 430147
[312] Contractual Services 50.000 50.000
Total - 3.693.219 3.693.219
a. P Unique Class Objects 9.302 9.302
Total - 3.702.521 3.702.521
Description I Base| Changs| Request
Pasition Count 0.00 0.00 0.00
MV Count 0.00 0.00 0.00

Feera Fmas RECOVery Funas Omer Funas | Ps s00 m Unique Obj Documents
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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

[Bf View Common Object Class Details

Department of Corrections [ 467 |

Base : FY15 AOB [6/24/2014] Policy :Safe Georgia
Program :[1130900] Detention Centers

Sub Program :[1130902] PDC-Admin Support @ Facility Rank :24
Budget Year :Amended Fiscal Year 2015  Stage:Agency Request

The purpose of Administrative Supportis to ensure the completion and retention of legal, official and other business-related documentation required by and of GDC.

[7) Object Code | Object Name I Base| Change
B 315 Grants and Benefits 9302 < 1
Descriptor || ChangeType | Amount
Changes Total: [ 2
Total : 9,302

Preview Close

IV. Descriptor Consolidation

For programs with subprograms, if similar changes occur in more than one subprogram, analysts can consolidate
those descriptors so that they show as only one item at the parent program level in reports. This will prevent
having multiple similar or even identical captions under a program in BudgetTool reports or in the Governor’s

Budget Report.

Descriptor Groupings can be done only at the OPB Recommendation stage or later, not as part of the Agency
Request. Analysts will create a new Descriptor with unique language that consolidates the actions taking place
in the subprogram descriptors that will be associated with the new descriptor. The new language is what will be
displayed in reports with the consolidated change amounts of the subprogram changes.
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Creating a Descriptor Group

1. Click on the Update Current shield

BudguiTool Ver. 0.78.0

Log Qut
The following menu opens.

2. Click on Descriptor Group Setup.

I Ipdate Curren

Stage Recommendation

[ Descriptor Group Setup 4']__

Descriptor Group Assignment

BAL Report

Expenditure Program Association

Expenditure Funds Association
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The following screen opens.

iptor Group Setup

Budget Year  AFY 2014 hd
Trage v
& v
s Get Descriptor Groups
»
E' £
Lwve Parent Progras Secuence Hbe
v v
Description
Preview
- Add Dedeti Save Cancel
Customdze

Select Budget Year, Stage, and Agency; then, click on “Get Descriptor Groups.” If there are no Descriptor

Groups, the screen will remain as unpopulated. If there are Descriptor Groups already entered, they will
populate the screen as shown below.

B1l Descriptor Group Setup

Budget Year FY2014 v Fnlt @
Stage Gowvernors Initial/Working v
Agency Department of Natural Resources [462] v

| Parent Program

Coastal Resources [3420200]

Environmental Protection [3420300]

Parks, Recreation and Historic Sites [3420600]
\wildlife Resources [3420800]

\wildlife Resources [3420800]

‘wiildlife Resources [3420800]

| Deseription

Replace state funds with existing federal funds for operating expenses

Reduce funds for personal services and eliminate six vacant positions.

Reduce funds for operating expenses.

Reduce funds for personal services and eliminate two filled positions and three vacant positions
Reduce funds for operating expenses.

Replace state funds with existing federal and other funds

e

o
€

Level Parent Program Sequence Nbr

State Fund Parent Program Grouping Coastal Resources [3420200] 10 J

Description
Replace state funds with existing federal funds for operating expenses.
Preview
- Close
Customize
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3. Click “Add” to create a Descriptor Group, then complete the boxes on the bottom half of the screen:

Level
0 Select State Funds Parent Program (SFPP) if the items to be grouped have any state funds
associated with them; or,

0 Select Non-State Funds Parent Program (NSFPP) if the items to be grouped only use federal or
other funds and are meant to be a Yes item in the Governor’s Report

e Parent Program — select the parent program for which subprogram level items need to be grouped

e Sequence Nbr — Click in the box and the next numerical sequence will automatically be assigned. The sequence
number defaults to 10 to allow for other line items or descriptor groups to be sequenced ahead of this one.
You can delete the assigned number and manually type a different sequence number. The sequence number
determines the order of printing in the budget reports and can be changed at any time and in any stage.

e Description — The description should contain the text of the caption exactly as it should appear for the parent
program in budget reports and the Governor’s Report.

4. Tab out of the description field and the Save button will be activated. Click Save.
You will get a message, ‘Data updated successfully’ and the line will be added to the list in the screen.

A report of all the descriptor groupings for an agency is available by clicking the dropdown menu on the Preview
button at the bottom left of the page and selecting Preview. To customize the report, select ‘Customize’ from
the drop down menu.
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Assigning Descriptor Groupings
Once a descriptor group is created, it must be assigned to individual change items in order to for entries to show

as one consolidated item in the Governor’s Report.

1. Click on Descriptor Group Assignment

Stage Recommendation
Descriptor Group Setup

Descriptor Group Assignment «_

BAL Report

Expenditure Program As=sociation

Expenditure Funds Association

Prior Years Expenditure Details

The following screen opens.

¥ Descriptor Group Assignment

Budget Year AFY 2015 v

Stage 2

Agency v

@

%

Preview Close
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2. Select Budget Year, Stage, and Agency, and click on Show Grouping.

[®7 Deseriptor Group Assignment Advanced |
BudgetYear  FY2014 v Pinlt [
Stage OPB Recommendation A
Agency Court of Appeals [432] hi :
Show Grouping
@l Code | |Name
0620101 Court of Appeals [0620101]

-
LN

Preview Close

Programs highlighted in yellow have change entries associated with them while those in white have no change
entries.

3. Expand the view for programs to see change entries for the program that will be grouped.

To see the descriptors associated with all programs, click on the square box to the left of the word ‘Code’ in the
header line. All lines will be expanded. Individual programs can also be expanded by clicking the plus sign at the
start of each line as in the screen shot below.

[B7 Descriptor Group Assignment

BudgetYear  FY2014 v Pinit [
Stage OPB Recommendation hd
Agency Department of Agriculture [402] v :
Show Grouping
[T Code | |Name
0740201 Athens and Tifton Veterinary Laboratories [0740201]
- 0740300 Consumer Protection [0740300]
£ 0740101 Departmental Administration [0740101]
: Code | Program Name | Change Class | Change Type || Descriptor Index | SFPP Descrip
0740101 Deparimental Administration
0740101  Departmental Administration Agencywide 3% Reduction Reorganization
- 0740400 Marketing and Prometion [0740400]
0740501 Poultry Veterinary Diagnostic Labs [0740501]

[ 0740601 4 Payments to Georgia Agricultural Exposition Authority [0740601]

Preview Close
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Note: the left side of the screen is locked at ‘change type’. Use the scroll bar at the bottom of the window to see
the other fields. When working with this window, analysts can change the order of the columns by clicking on
the column name and dragging and dropping it to the desired position. You can also change column widths by
clicking on the column separator bar in the header similar to changing column widths in an excel worksheet.

4. Associate Descriptor Groupings with the desired change entries.

After change type, there are three columns labeled: SFPP Descriptor Grouping (State Funds Parent Program
Descriptor Grouping), In Rec, and NSFPP Descriptor Grouping (Non State Funds Parent Program Descriptor
Grouping).

Click on the line for the change entry to be associated with a descriptor grouping.

If the change item has state funds associated with it, click on the SFPP Descriptor Grouping field. If the change
item has NO state funds associated with it, select the NSFPP Descriptor Grouping.

Upon selecting one of these two fields, a dropdown of all Descriptor Groupings assigned to this Parent Program
will appear withthe Grouping number (i.e. PP001) and description. Click on the desired Descriptor Group.

Click Save. You will get the message “Change entry settings updated successfully.”

B Descriptor Group Assignment

5. Select Yes/No/Amount in the In Rec field to ensure entries display properly in the Governor’s Report.

In the Descriptor Group Assignment screen above, there is a column titled ‘In Rec’” which determines how or
whether a change entry is shown in the Governor’s Report. There are three options for this field: Yes, No, and
Amount. The field defaults to ‘Amount’ for each descriptor unless the analyst otherwise changes the setting.
This means all budget reports will display the state funds dollar amounts as the recommendation.

NOTE: The system will not allow In Rec to be set to Yes on a change entry with state funds.
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To make the ‘Yes/No’ selection click on the line of the descriptor you want to change. Then click in the ‘In Rec’
field of that line. A dropdown appears with yes/no/amount.

Bl Descriptor Group Assignment

B33
Budget Year  FY2015 v Pintt @
Stage Governors Final/Recommendation v
Agency Department of Agriculture [402] v =
Show Grouping
[T Code | [Name
& 0740201 Athens and Tifton Veterinary Laboratories [0740201]
+- 0740300 Consumer Protection [0740300]
£ 0740101 Departmental Administration [0740101]
Code | Program Mame | Change Class | Change Type In Rec| NSFPP Descriptor Grouping
0740101 Deparimental Administration
0740101  Departmental Administration Statewide Adjust
Employees
Retirement
System
0740101 Departmental Administration Statewide Other Adjustment
0740101 Departmental Administration Statewide SHBP
[ 0740400 Marketing and Promotion [0740400]
[ 0740501 Poultry Veterinary Diagnostic Labs [0740501]
- 0740701 Soil and Water Conservation [0740701]
B 0740601 A Payments to Georgia Agricultural Exposition Authority [0740601]
4 LI (2 é

Preview Save Close

After selecting Yes, No, or Amount, click Save.

If the change entry has no state funds associated with it, but only federal or other funds, the analyst must
change the In Rec field to say “Yes” instead of “Amount” if they want it to display in the Budget Report.

Changes to dollar amounts for these entries can still be made on the change entry screen, but only the wording
will show up as a recommendation.
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Selecting the ‘No’ option in this field will zero out the change item and exclude it as a recommendation in the
Governor’s Report. A popup message of ‘Selecting ‘No’ will cause all of the entries for this item to be changed
to zero. Are you sure you would like to make this change?’ will appear. Selecting “No” will leave dollar amounts
in place and return to the Assignment Screen. Selecting “Yes” will proceed with zeroing out the line item.

El [R[ES[ES]
Budget Yesr  FY2015 hd Finlt
Stage Govemors Final/Recommendation hd
Agency Department of Community Affairs [428] v =
Show Grouping
[ Code | [Name =
- 0970600 Building Construction [0970600]
= 0970700 Coordinated Planning [0970700]
Code | Program Name | Change Class | Change Type I In Rec| NSFPP Descriptor Grouping | Seq:
0970700 Coordinated Planning
0970702  Mapping and Decision Support Statewide Adjust INol 1
Employess .
Retirement
System
0970702  Mapping and Decision Support Statewide SHEP Amount 2 |z
- 0970101 Departmental Administration [0970101]
- 0971000 Federal Community and Economic Development Programs [0971000]
& 0971200 Homeowinership Programs [0971200]
% 0971301 Local Assistance Grants [0971301]
# 0971401 Regional Services [0971401]
[ 0971500 Rentzl Housing Programs [0971500]
- 0970801 Research and Surveys [0970801]
= 0971600 Special Housing Initiatives [0971600]
Code | Program Name |Change Class  |Change Type | In Rec| NSFPP Descriptor Grouping | Seqi

0971600 Special Housing Initiatives

Preview Save Close

To restore the change item as a recommendation, reselect “Amount” in the In Rec field and click Save. Dollar
amounts for the item must be reentered manually on the Change Entry screen.

The Yes/No/Amount options are also available on the Change Entry Summary screen — Change Entry tab if the
analyst needs to change a setting for which a Descriptor Group is not needed.

V. Checking Recommendations and the Governor’s Budget Report

Report 950

Run Report 950 to review program recommendations. Confirm that language is consistent with that used in the
Governor’s Budget Report.

Budget Adjustment List
e Analysts can access the BAL through BudgetTool.
e Select the Update Current shield and then click on BAL Report.
e Once selected, there will be a report menu visible to select the fiscal year, agency, and budget stage
for which to run the BAL. Select each of these from the drop down menu and click View Report.
e The BAL may be run to include Statewide Spreads by checking the box next to Include Statewide.
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e The BAL will populate on screen for review. This should reflect exactly what has been entered in
BudgetTool and also what will ultimately print in the Governor’s Report (except for No items).
e The report can be exported to Excel.

VI. Entering Prior Year Expenditures

The Governor’s Budget Report includes two years of historical expenditure information by program as part of the
state financial summaries. Expenditure data for fiscal years other than the most recent is already in the system.
Analysts are able to enter agency expenditure information directly into BudgetTool.

The OPB Analyst will only need to load expenditure data for the most recent year. The source of the expenditure
data will be the agency’s Budget Comparison Report (BCR) provided by the State Accounting Office. Use the BCR
for the appropriate list of programs, fund sources, and amounts. The amounts loaded should agree with the BCR
by fund source.

Program and Fund Source Association

The IT Division will establish all programs and fund sources associated with a given agency for the new fiscal
year. Analysts will not be responsible for this process. If a program or fund source is missing from your agency,
please submit a ticket requesting these be added. The section below provides instructions on how programs
and/or fund sources may be associated with an agency if you should choose to do so.

Program Association

Click on the Update Current shield on the main screen and then select Expenditure Program Association line from
the menu. The Prior Year Expenditure Program Association window opens. Select Agency and Expenditure Year
and click on Get Programs. The window populates with the agency’s programs.
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81| Prior Year Expenditure Program Association |3
Agency Depariment of Agriculiure [402] i
Expenditure Year Y2013 bl
| | Program Name | Code | Attached
Athens and Tiften Veterinary Laboratories 0740201 ]
Consumer Protection 0740300 [l
Departmental Administration 0740101 |
Marketing and Promotion 0740400 Il
Payments to Georgia Agricultural Exposition Authority 0740601
Payments to Georgia Agricultural Exposition Authority 0740601
Poultry Veterinary Diagnostic Labs 0740501 |
[ Swil and \wiater Conservation 0740701 (&l
Preview Attach Save Close

If the program has expenditures in the selected fiscal year in the BCR, click on the left check box. The right check
box indicates if the program is an attached agency in this fiscal year.

Click Save to save the program associations for this expenditure year. You can print a list of the programs by
clicking on the Preview button at the bottom left of the page.
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Fund Source Association
Go back to the ‘Update Current’” menu and click on Expenditure Funds Association line. The Prior Year
Expenditure Funds Association window opens. Select Agency, Expenditure Year, and click on Get Programs.

i Prior Year Expenditure Funds Association e[
Agency Department of Public Health [405] E] Financial Year
FY2015
[7] Fund Description -
= Adolescent and Adult Health Promotion
= State Funds
State General Funds
Tobacco Settlement Funds
Erain and Spinal Injury Trust Fund ]

= Federal Funds

Federal Funds Not ltemized

American Recovery and Reinvestment Act of 2009

FFIND - Child Care and Development Block Grant

FFIND - Social Services Block Grant

FFIND - Temp Assistance for Needy Families

CCDF Mandatery and Matching Funds

Child Care and Development Block Grant

Community Mental Health Services Block Grant
Community Service Block Grant

Federal Highway Administration Highway Planning and Construction
Foster Care Title IV-E

Low-Income Home Energy Assistance

Maternal and Child Health Services Block Grant

Medical Assistance Program

Prevention and Treatment of Substance Abuse Block Grant
Preventive Health and Health Services Block Grant

Social Services Block Grant

State Children's Insurance Program

TAMNF Block Grant - Uncbligated Balance

Preview ¥ Save Close

OO0EOEEOOOOOEOEEOEEE

Select the fund sources that are associated with each program. Only fund sources selected here will show for
the program when inputting data. If fund sources are missing, they can be associated with this screen at any
time.

The following fund source detail is available when using the BCR as your guide for fund source associations:
e State Funds — use all the detailed fund sources that are associated with the program expenditures

e Federal Funds — associate the Federal Funds detail as indicated in the BCR to make data entry easier.
The detail is not used in the Budget Report.

o Federal Recovery Funds - associate the Federal Recovery Funds detail as indicated in the BCR. The detail

is not used in the Budget Report.
e  Other Funds — The only option is Other Funds — Not Specifically Identified.

e Prior Year State Funds - associate the Prior Year State Funds detail as indicated in the BCR to make data
entry easier. The detail is not used in the Budget Report.

Do not select fund sources that are not needed. That will only make data entry and reconciliation more
confusing.
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Click Save to save the fund source associations by program. You can print a list of the programs and fund
sources by clicking on the Preview button at the bottom left of the page.

Entering Data

Before an analyst can enter Expenditure Data, the agency must first be associated with the programs and then
the programs associated with the fund sources for the applicable expenditure data for a given Fiscal Year.

The IT Division has already created the program and fund source data associations for FY 2014 in BudgetTool
based on last year’s requirements. It may be necessary for an analyst to associate a program and/or a fund
source manually. It will simplify data entry if programs or fund sources that are no longer needed are
disassociated. For additional information on this process, please see the section below titled “Program and Fund
Source Association.”

To enter expenditure data:

1. Click on the Update Current shield

BudgetTool Ver.0.76.0

Log Qut
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The menu below will appear.

2. Click on the Prior Years Expenditure Details line.

I lpdate Curren

Stage Recommendation

[ Descriptor Group Setup

Descriptor Group Assignment

BAL Report

Expenditure Program Association

Expenditure Funds Association

—r———

The window below will appear.
3. Select Agency, Expenditure Year, and click on ‘Get Programs’.

The window will then load the programs associated to that agency and the fund sources associated to the
programs for that year.

B Prior Years Expenditure Details [ [EY S
Agency Department of Agriculture [402] v Financial Year
Expenditure Year FY2013 v FY2016

[©] Fund Description | Expenditure

= Departmental Administration

= state Funds

State General Funds 4,320,200

= Federal Funds

Federal Funds Mot ltemized 798,763

= Other Funds

Other Funds - Mot Specifically |dentified 585,050
Total : 5,704,053

= Athens and Tifton Veterinary Laboratories

= State Funds £

State General Funds 2,830,387
Total : 2.830.387

= Consumer Protection

= state Funds

State General Funds 22,866,483

= Federal Funds

Federal Funds Mot ltemized 9534337

= other Funds

Other Funds - Not Specifically |dentified 1,877,130 L4
Total 34,277 950

= Marketing and Promotion

= state Funds

State General Funds 5676,914

= Federal Funds

Federal Funds Mot ltemized 356,433

= Other Funds

Other Funds - Mot Specifically |dentified 1523501 -

Position Count 0.00 Motor Vehicle Count 0.00
Preview Save Close
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In the expenditure column, enter the expenditure amount for a given fund source and program as shown in the
Budgetary Compliance Report.

After you have entered an amount and move to the next entry field, the program total will be updated. You may
use the TAB key to move between fields more quickly. You can then type the amount for that fund source or
you can click on the entry box that you want to add next. At the bottom of this window you can also enter the
historical position and motor vehicle counts for the agency for the fiscal year in which you are working.

When all data is loaded click on Save and the data will save for all programs and fund sources. You can print a
list of the programs, fund sources, and amounts by clicking on the Preview button at the bottom left of the page.
Caution: Do NOT wait until you enter amounts for the whole agency before saving. It is always a good rule of
thumb to save your data after entering each program in order to avoid having to redo work in the event of a
technical failure.

If as you are entering data, you find that a program or fund source included in the BCR is NOT showing in
BudgetTool for entry, please submit a ticket requesting to add that program and/or fund source(s).

Generating Expenditure Reports

In order to validate your expenditure data entry you can run either of two reports. Go to Reports. The two
reports to choose from are:

e 980 — Agency Expenditure Summary — This is a customizable report that will provide by program and
attached agency the expenditure amounts entered for one expenditure year. It also provides totals for
Federal, Recovery, and Other funds. In a separate section all state funds detail is shown.

0 In order to have the report look like the expenditures section of the Budget Reports, the user
must go to customize after obtaining the report data then drop 2 field names in the header:
Grouplevell first and then GrouplLevel2. This will give the user the proper data sorts. If you
have run the report for more than one agency drop the Agency field name in the customize
header first.

e 980.1c — Agency Expenditure Summary — this is the same report as 980 but the formatting is already
customized.

Disregard the amount shown in the ‘Grand Total’ on these reports as it will be twice the amount entered as it
adds the fund source total and the program total. The fund source and program total lines are the ones that you
should use to balance to total BCR expenditures.

e 957 — Program Historical Summary with Expenditure - Once the budget process for the new fiscal year
reaches the Governor’s Initial stage, this report will show the historical expenditure data for two years as
well as current budget (cutoff amendment), agency request, changes, and Governor’s Recommendation
by program. Note: expenditure data should have already been validated before reaching this stage.
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