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Step 1: Basics

System Requirements
It is recommended that all users of Budget Prep use Mozilla Firefox. The system runs better using the Firefox
browser. For reports to run properly you will need to enable pop-ups and you will need to have acrobat

reader installed.

Logging into Budget Prep
1. To log into Budget Prep go to: http://budgetprep.utah.gov. This will take you to the login screen

where you will use your network login and password.

u&EU ) }My Account )Portal ) Custom Searct W

budgetprep.at.utah.gov/budgetprep

Please Login
Don't have a Utah-ID7 e !sstalter |
Register Here Password: | |

Remember Me?

Forgot your password? -
Recover Account

Privacy Policy | Ask for Help

2. To log into Budget Prep from home: go to https://remote.utah.gov. This will take you to a login
screen where you will use the same network login and password you used above — once logged in
you can access Budget Prep in a separate window just as though you were using it at the office.
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** If you are unfamiliar with Budget Prep you should begin by logging into the test system at
http://budgetprep.at.utah.gov and familiatizing yourself with the system before entering any data
into the production site.
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Logging out of Budget Prep

There are two options in logging out of the system:

1. Click on the logout button at the top right of the screen
2. Close the browser

Department 570 Dept of Agriculture & Food
Budaet vear: 2012

ver rull timat null

Step 2: Set-up

Setting up your Category View

1. From the menu bar select Budgets, Budget Request, BR-Update my Category View

/£ GOPB - Budget Prep - Windows Internet Explorer B
g_- * & it o ek o i o e g, oo oL b Ly j {i L S
Clle [dit Weew Piporfes Tooko belp

Caogle | Wsemch - g8 - - PThace- - = okdewki - B oheck - % - s -

S (5l D Moo Pae S hpfelvan . A5 Advart., | SUGIRD Logn BB GOFR -B.. 3 fo~ @ & -ctean - Gk

My Hoane Rudgris Fraployes Costs Formws Reports Admin

Quick Links:

MUIDGET REQLIEST HH - Build requecd

WIHKING BURGLT = Bislld From Faos] u“t Infurmaﬁun

Line [hem View

cund mformation 15 what we have ted for your

1 10 My Cot i need b e made, plaais pontadt the Spilem

Bl'ldget Prep Is I pdiate My Object fRevemie View snasgle@utah. gov
launch state - Govs eview Gl

‘What doax this maan?

This mesns vou resd to talk b Vour akalyst Before you sEart wardang in
produclion. The Syslem ademenitralors are sefling up rates, roling vears,
arl diung general selup betors the systam m ready lar pome-teme

2. The first time in Budget Prep, the screen will come up automatically.
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Complete this step before building your budget.

4. 'The system default checks off all Revenue and Expense categories. To de-select a specific Revenue
or Expense category that is not used by your agency, click on the box next to the appropriate
category, then click save my view.

Budget Prep 'My View Setup'

We know that not everyone needs to work with all these categories and objects, so we've added a personalized view feature called
My View'. You can add/remove categories with a click of the button.

Revenue Categories Expense Categories

BB Beginning Balance Af Personnel Services

CB Closing Balance BB Travel [ In State

DC Dedicated Credits CC Travel / Out State

EF Education Fund DD Current Expense

FF Federal Funds EE Data Proc Current Expense

GF General Fund FF Data Proc Capital Expend

LE Lapsing Balance GG Capital Expend (Except DF)
ML Mineral Lease HH Other Charges [/ Pass Through
PT Pass Through LL Cost of Goods Sold

RR Restricted and Trust Funds MN Cost Accounts

RT Transfers TA Trust & Agency Disbursements
TF Transportation Fund TR Transfers

5. If you find that you need a Revenue or Expense category that you de-selected you may come back to
this view, click on the box and save my view — your preferences will be restored.

Update your Object/Revenue View
1. From the menu bar select Budgets, Budget Request, BR-Update my Object/Revenue View
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Budget Prep 'My View Setup for Objects and Revenues'
Hy View Setub ' '

Expand each of the categories by pushing the down arrow button. You will see all of the revenue/objects tF
your view. You can remove them by pushing the 'x' button. You can add new ones by typing a code or desa
under the appropriate category.

Have too many to add? Click the 'Add Defaults' button and all expense/revenues under your department th.
to them will be added automatically. This will not remove any that yvou have added already, just append to*

Revenue & Object Selection

REVENUES

2 GF General Fund

2. All Revenue and Expense items used in your department for actual will be added. You can add
additional Revenue and Expense items by clicking on the Orange Arrow to expand the bucket.

EXPENSES

A8 Personnel Services
BB Travel / In State
CC Travel / Out State
DD Current Expense

EE Drata Proc Current Expense

e e ke ke K kR

FF Data Proc Capital Expend

Once expanded, you can enter a value in the input field, the program will display any matching
values. Click on the corresponding box for the Revenue/Expense you want added.

8407 Energy Conservation Improvements-Current Expense

6136 |

" 1 results found.

16136 Postage & Mailing

s EE Data Proc Current Expense
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3. You can also delete Revenue and Expense items from your list by clicking the Orange Arrow and
then clicking the Orange X next the Revenue/Expense you want deleted. Warning: There is no
warning message to confirm that you really want to delete, be sure you want to continue.

4 GOPB - Budget Prep - Windows Internet Explorer )
& - |2 homs:/turigepeep utah gouucigeiprepsecure vewind Setpdsplay.2cton oo 8 {142 [ B

Bt yew Favries look teb
W # GoPR - Pkt Prip

— B-8 &-ireeE G "
i

Revenue & Object Selection

REVENUES
¥ OF General Fund
0011 General Fund

0012 General Fund One Time

b4 EF Educntiom Fund
4 TF Traneportation Fund

& v receral funds

Step 3: Budget

Building your Budget

1. From the menu bar select Budgets, Budget Request, BR-Build Request
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2. This screen is a summary of your entire department, there is no data entry capability here. However,
you do have several options:

a. Search for Unit
b. Copy Columns
c. Round Columns
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d. Clear Columns

e. Submit for GOPB review (Department Administrators only)

f.  Determine your viewable columns — do this by clicking on the buttons
i. If the button is blue it is viewable, if it is white it is not.

' GOPS - Budget Prep - Windows Internet Explorer . e ]
o.._. . e bucioepres st st o b dgetr e Secune e S SRurenar Oy scten - A i

Pie e vew Fgerien  Joob pwip
O e 0P - Budget Fren B B Pre

8 Budget Prep

Budget Request

060 Governor's Office

Department Actions

[S STV S SR N s
Viewable Columns

| o e e BN

Acteals( 1016) Authorized{ 2001} Requested] J813)

LSR5 () wm

LT D o

LR ] (]

Entering Data in Budget Prep
1. From the menu bar select Budgets, Budget Request, BR-Build Request

2. From the Budget Request Category screen, select the Search for a Unit/Group

3. A dialog box will pop up allowing you to search for a unit by Fund, Appropriation, Group,
Unit, Program, or Activity. It is recommended that you do not filter by more than two

choices., click Search.

4. From the generated list, select the desired appropriation link. (The more narrow you make

your filter, the smaller the return will be on your search).

9|Page



= LI s kgt #0408 gty e ey gl T
Piw G Yww  Fgrodes  Took  Hek
W S e N - Dk Pregs PR - e Prep. =

This will bring you to the Coding Block page. At the top of the page you will see coding block
information with the ability to move to the next or the previous coding block using the links
provided.

Ele Edr fwe Fporee  Took

B T T

8 Budger Prep

My ams  Bodoets ek

[P L T P e T

Budget Request by Coding Block
Wiewable Columns

L Jew ] e e

Coding Black Information

Furnd Approp. Code Grewp Code Lint Coe Activity Code Program Code Vi Cothe
ubed Sk iTid

I I I G D O
e

Actuals(2010) Authorized{2001) Requested{2013) =

You will also have access to Search for additional units, Add Revenue/Object Codes, Copy,
Clear, and Round Columns, Jump to Personnel (identify personnel costs associated with each
unit), and save data. *NOTE: There is no warning if you do not save your information before you
leave this screen, remember to SAVE your data.

a. Click on the blue buttons to perform any of the above functions.

b.To copy a column, click copy — choose what column you want copied and where you want it

copied to.
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Copy a Budget Type to another Budget Type

Capy Budget Type: |-Selact Source Cu\umn-E to: -Select Destingtian Columr- ﬂ

*NOTE: There is no warning if you do not save your information before you leave this screen, remember to
SAVE your data.

7. 'To input data, click on the Revenue/Expense category (ie: General Fund) and input appropriate data.
a. If a data box does not exist under the Revenue/Expense categoty you are trying to input data
under you will need to add a Revenue/Object code.

Step 4: Personnel

Adjusting Employee Costs
1. From the menu bar select Employee Costs, Budget Request, BR-Unit Assignment Costs
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6@ hd |E, http://budgetprep. at.utah.gov/budgetprep/secure /personnelUnitassignmentSearch. action |ﬂ|§'|g‘ |G:|c|g\e |!£ '|

File Edit Miew Favorites Tools  Help

far - o - |“bPage v (L Toals ~

e o |%l:[ /& OPE - Budget Prep l & Budget Prep - UnitP... * I_|

o \ e Sandy Naegle (GOPB) | |
s.\ Btl(lg;ct I)l‘ l:) rtment: 060 Governor's Office
“ 1Y 0i1

My Home Budgets Employee Costs Forms Reports Admin

Quick Links: My Home -> | ) ) 000 : CAA : 1120 GOVERNO...
BUDGET REQUEST BR - Home Unit Assignments

WORKING BUDGET BR - Unit Assignment Costs

Budget Request]

Post Totals BR - Search Personnel

Personnel Import BR - Add Employee
Unit: |

2. Enter the unit you want to enter personnel costs for.
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¥ ] n q Ci .
| hop:/budgetpren. atutah gov/budgstprep/secura fpersonnelnithss grmentSearch. action
Favorites Took  Help

- iz Eage ~ ) Tipks

% |- @ coPs -BudgetProp | B BudgetProp-LnF.. x| - @ - % -iTbee

$ Budget Prep

T Budgeis oy Y leports Admin

Quick Links: My Home -> Department Summmary - Cenode = Bl Dordioet Beguesl 1000 &

Budget Reqguest Unit Assignment Costs

Ut e

i1

3. You will see a screen that will display all of the personnel costs associated with that unit. There will

be a total cost at the bottom of the page.

4. If you go to Employee Costs, Budget Request, BR-Home Unit Assignment you will get the

same view minus the total at the bottom. NOTE: The only place to MOVE someone from their

home unit is from the home unit assignment.
5. GOPB recommends that you use unit assighment costs for all personnel inputs other than MOVE.

|£||‘_7||Z‘ |';ooglt_= |£i'_|

@ = ‘ﬁ. httn: Sbudgetprep, at utsh.gov budgetprep fsecure/fpersonne lUnitassign mentSearch. action

Eile Edit WView Favoribs Tools Help

W |%ltl # COPB - Budget Prep ] & Budget Prep - Unit P.., I

‘ i - A=k - [k Page ~ F Tooks =
[~]

Budget Request Unit Assignment Costs

Unit: (1110 GOV GOVERNOR |

1110 GOV GOVERNOR Personnel Costs
1000-CAA-1110-— Assignments

Data reflects unit assignment costs for all employees who are assigned to coding block 1000-CAA-1110-—-

{does not necessarily reflect costs by HOME unit)

Jump to Build Budget 1110 GOV GOVERNOR 1000-CAA-1110-—- | |

23 items found, displaying all items.1

AUTH AUTH AUTH REQ REQ REQ
LASTNAME < FIRSTNAME EIN Edit Delete
FTE %% COST FTE %% COST
Famela
Railey 120883 n =n £1,372.20 1inn 25 £71,675.50 Friit Nelete
Elackham
Bradford Cherilyn A 143427 100 100 $75,578.46 100 100 $75,578.46 Edit Delete
Bradford COPY Cherilyn A COPY HPPAYB4DQ1 100 100 $75,578.46 100 100 $75,578.46 Edit Delete
Buchholz Ashlee 159819 100 100 $56,012.11 100 100 $56,012.11 Edit Delete
Deakin Susan C. 171933 100 100 £49,169.95 100 100 $49,169.95 Edit Delete
- Nae ~__Jabn FWRITSNMAM 100 100 $£A0.324.01 100 100 £13.979.42 Fdit Pelete 150
| B3 u >
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6. To make changes to individuals click edit next to the individual you want to change. This will take
you to the Personnel Information screen.

7. 1f you want to remove an individual click delete, be careful, there is no undo.

8. You can make changes to an individual’s salary, insurance, or benefits by selecting the tabs at the top.
Click Save Employee at the top right when completed.

£Budget Prep - Personnel Info - Windows Internet Explorer JoEd
% - |E, http: fbudgetprep. at.utal gov/budgetprep fsecure fpersonnelEdit. action |:I.E'|E i":r.-ogir.- - o . ||ET£|

File Edit Wiew Favorites Tools Help

w o |%lj[ /& GOPE - Budget Prep l & Budget Prep - Person.,, |_|

My Home Budgets Employee Costs Forms Reports Admin

Quick Links: My Home -> Department Summary -> Emplovee Costs 1110 GOV GOVERNOR -> Build Budget Reguest 1000 : CAA : 1120 GOVERNO...

Budget Request Personnel Information

“Unit: (1110 GOV GOVERNOR

Pamela Blackham Bailey Jump to Personnel: | Bailey, Pamela Blackham |L]

“EIN; 120993 Title: | OFFICE ADMINISTRATOR, GOVR [»] pcn: 06011035 |

Insurance || Salary Driven Benefits || Totals “ Unit & Funding Assignments |

Authorized (2011) Requested (2012) T
*Full Time Equivalent: IU !% *Full Time Eguivalent: 1100 | =g,
*Step: 0 [jgs *Step: 0 | ~ |
Hours Per Year: I40 . Hours Per Year: !2088
*Rate: lEU.UU | $2,400 annually *Rate: !2153 $57,691.44 annually
Uniform Allowance: @hiﬂ:i Uniform Allowance: :_U_hﬂ_"i
Firefighter's Uniform Allowance: lU.UU | Firefighter's Uniform Allowance: iU.UU |
u Hazardous Duty Pay: 0.00 | Hazardous Duty Pay: 0.00 | [ 1_ti
£ ([ >

Editing Personnel Information
1. Salaries, insurance, other benefits and funding assignments can be adjusted for authorized and
requested years using the personnel information screen.

2. Salary — Boxes to be filled in for the authorized year include:
a.FTE %
b.Step — although steps have been eliminated you can still use steps to enter rate of pay or enter

the rate directly.

c. Hours per year — will be set at 2088
d.Rate
e. Uniform Allowance
f. Firefighter’s Allowance
g. Hazardous Duty Pay
h.COLA — leave checked
i. Merit — leave checked (unless longevity is checked)
j. Longevity (if checked, merit must be unchecked)
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Click Copy to Requested or manually fill in requested year.

3. Insurance — The information for both the authorized and requested years has been downloaded for
you.

ME%)

% - |§, http: /budgetprep.at utah.gov/budgetprep fsecure fpersonne Edit. action | £|'_|
File Edit View Favoribs Tools Help
e o |88] i Iﬁ GOPB - Budget Prep } & Budget Prep - Person.,, % | ‘ - osh v |bPage v () Tools v

. e
Unit: 1110 GOV GOVERNOR | Change Unit

Cherilyn A COPY Bradford COPY Jump to Personnel: | Bradford COFY, Cherilyn A COPY [v|

EIN: HPPAYB4DQ1 Title: | DIRECTOR OF BOARDS AND COMMISSIONS A R AT Jump to Build Budget
m Salary Driven Benefits || Totals || Unit & Funding Assignments |
Authorized (2011) Requested (2012)
Health Insurance PEHPA 1 Vl £4,727.32 Health Insurance: PEHPA 1 |» $4,727.32
Dental Insurance PEHE 1 |w $524.68 Dental Insurance: PEHE] v $524.68
Life Insurance |3E|‘-E_iﬁ_| Life Insurance: [jé-éﬁ
‘Copy to Requested >>

4. Salary Driven Benefits — The information on this screen is driven by employee-selected Retirement
plans. Alternatives can be selected from the Retirement pull down menu. Remember that there are
new options starting in FY 2012 (authorized). Costs are based on the rates entered by GOPB.

g_.-_: = !& hatp: ffbudgetprep. at utshe.gav/budgetprep Sacur e /perconnaibd it action ﬂ Frfl Lol b
EBile Edit Mew Favorites ook Halp
T — — —_— — = ; = S
R @EG0re - Budgat Prap | # budgetprep - Person. x| | - B @ deage v DTk v
e I e T : |l
=EIM: HPPAYHAND1 Tale: DIRECTOR OF BOARDS AND COMMISSIONS El PON: | BE011038 Jump o Dulld Budget e
Ealkey || Imsurancoe | Totale | Uit & Funding Assigrnments
|
Authorlzed {(Z011) Requested (2012)
metirement: | NOHCONTRIS [e] | reozew  sesezo Aetirement: | NONCOWTRIB
200K (Man- S0LE {Non-
1.500% ETE7.72 1.500%
Contib)e Cantril)
Seceal Social
6.200% £3,257.24 6. 200%:
SmrsnEy Security
Medicare:  1.450% 577113 Medicare: 14507
Workman's Workrman's
o.7a0% §372.37 0.700%
Comp: o
wnemplsyment Unemaloymmeant
0.200% £106.35 0.200%
Insurasce: Insurance:
Fesminaticn Termination
5.200% §2,7685.43 5.200%
Asddites Additive:
Lemg Term Long Tarm
AADT £313.0% =
trisakility Ciisahility
| Copry o Berpusste == ‘ E
< w _ »
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5. Totals - This screen adds the totals from the previous three screens (salary, insurance, salary driven
benefits) for the authorized and requested years.

‘€Budget Prep - Personnel Info - Windows Internet Explorer M =]
a@ - |E, http: fbudgetprep. at.utah. gov/budgetprep fsecure/personne lEdit. action |:I :‘z' |z| !G-:aqls: | !E‘

Eile Edit Yiew Favorites Tools Help

sie i |% :[ & GOPB - Budget Prep l & Budget Prep - Person... * ] | o - p= » “lbpPage v (o Took -

]

“unis 110 GOV GOVERNOR | Grange unk

Cherilyn A COPY Bradford COPY

Jump to Personnel: | Bradford COPY, Cherilyn A COPY [

“EIN: HPPAYB4DQ1 Title: | DIRECTOR OF BOARDS AND COMMISSIONS [LI PCN: (06011038 | Jump to Build Budget-
Salary || Insurance || Salary Driven Benefits Unit & Funding Assignments ‘
Authorized (2011) Requested (2012)
Salary: $53,181.36 Salary: $53,181.36
Insurance: $5,288.66 Insurance: $5,288.66
Benefits: $17,108.44 Benefits: $17,108.44
Total: $75,578.46 Total: $75,578.46

6. Unit and Funding Assignment — The final tab allows you to set the allocation of unit(s) assigned

to each employee as well as the revenue code(s) for each employee. Remember that the total assigned
funding much equal 100%.

a. This step must be completed for every employee.
b.Funding can be copied from one employee in a unit to another.
i. Assign funding for one employee in the unit

i. Save the employee

iii. Click spread unit funding — this will assign the same funding to all employees within
that unit

" Budget Prep

My Home B Admin

Quick Links: My Homae -

Budget Request Personnel Information

At 1210 GOV MANSION m Save Employee

Totals need posting {persornel data has been changed. )

Judith P George Jump to Personnel: | George, Judith P »

*EIN: 108172 Title: |DIRECTOR OF THE OFFICE OF THE FIRST v POND0601101¢ Jump to Build Budget

] GOPE
Unit Coading Black Percantage Percentage Percentage
1210 1000-CAB-1210-— ASSIGN FUHDING 100 |w 100 ] 00
2013 DUL Probation Fees 0 - 70 0
@011 Gersral Fund 30 | 30 30 "
Spread Funding for 1210 1000-CAB-121
Totals 1009 100% 100%
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Click Save Employee
Once you save changes to personnel a notice will appear in red Totals need posting. Only do this for

one unit at a time.

" Budget Prep

My Home Budgets Employee Costs Forms Reports Ad

Quick Links: Em| VL DIRE!

Budget Request Personnel Information

*Unit:|2110 GOV OPB DIRECTORS OFFICE |

Totals need posting (personnel data has been changed. )

Samantha Leticia Brouse

*EIN: 161598 Title: |ADMINISTRATIVE ASSISTANT, GOVR

To post totals:
a. From menu bar select Employee Costs, Post Total, Post by Unit

& Budget Prep

Admin

) . Post Totals 9
“unitiz110 Gov ops

Personnel Import

Totals need

Samantha Leticia Brouse Jurnp 1o Persornel: [Brouse, Samentha Laticia 3]

SEIN: 161598 Title: | ADMINISTRATIVE ASSISTANT, GOVR =N IS Jump to Build Budget

- Insurance | Salary Driven Benefits | Totals | Unit & Funding Assignments

Authorized (2012) Requested (2013)
*Full Tme Equivalent: (100 e *Full Tme Equivalent: (100 |90
“Sep: [0 W “Step: [0 ¥
Fours Per vear: 2088 Hours Per vear: 2088

b.Uncheck all, only check the unit you were working on. Click Request Post Totals

c. You will then wait for a confirmation email that your request was completed. This may take a
few minutes or could take several hours depending on the size of the job and how many
other jobs are in the queue. Be patient. DO NOT keep posting, this will only delay yours and
other responses.

d. Only a Department Administrator can post by line item or department. Remember; once you
post totals you override everything so be very careful about what you are doing.
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Use this screen to request a posting totals of the personnel data,

This process should be run whenever personnel, organization, or coding block deletions have been performed
this fs a critical step in insuring that the roll-up values are accurate for an organization. Additionally, because of
the dependencies between personnel and state wide costs, this process should also be performed any time step
rates, hours per year, or benefit rates are changed.

Ideally all changes to these iterns will be made prior to requesting this aggregation process, This approach to
agency and/or system wide changes has the least amount of Impact on the application and is the “shortest path*
in terms of processing time /effort.

This post totals update process does not happen Immediately due to the vast amount of data that needs to be
processed.

To best manage application resources lor the budget prep system, a background job will be queted to run to
process the data,

wie'll send you an email ance the post totals has finished, Until you receive this emall, the assumption must be
made that the processing is on-going and all personnel related costs continue to reflect system values prior to
any changes that were made.

Post totals currently applicable for Budget Request

Select UNITS for post totals for 060 Governor's Office
Check/ Uncheck All

1110 GOV GOVERNOR

1120 GOVERNOR'S WELLNESS & PREPAREDNESS
1130 GOVERNOR'S TRANSITION
1210 GOV MANSION

1310 GOV WASHINGTOM OFFICE
1410 GOV LITERACY COMMISSION
1410 GOV LITERACY COMMISSION
1420 GOV PROJECT 1420

1430 GOV SECURITY

1440 GOV PROJECT 40

1450 GOV PROJECT 50

1460 GOV PROJECT 60

1470 GOV PROJECT 70

ooooOoOoOoOoOoOoooo

|

Search for a Person

1. Once you have inputted your personnel data you may need to make changes to a few individual
employees. You can search for individuals through the search function.

2. From the menu bar select Employee Costs, Budget Request, BR-Search Personnel

3. You can search for an individual by /ast name, first name*, employee number, or employee PCN. The more
information you provide the narrower your search will be. * First name is the best search to begin with.

4. A list of employees that meet your search criteria will be returned, find the person you want to make
changes to and select edit next to their name. You will be sent to the Personnel Information screen
described above.

Search Personnel

Last Name: | |

First Name:

Employee Mumber: | |

Employee PCN: |
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Employee List

128 items found, displaying 1 to 20.[First/Prev] 1, 2, 3; 4, 5, 6, 7 [Mext/Last]

Lastname Firstname Employee Number PCN Action

Perzon Any oooooog LIIFE Edit

Body Sorme 111111 BBEBERAE Edit

Body Mo 2222322 CCCoc Edit
Adding Employees

1. From the menu bar select Employee Costs, Budget Request, BR-Add Employee
2. Fill in the following boxes:

a. Unit — every employee needs to be assigned to a unit. You can spread their funding among
several units but they need have a home unit assignment
b.First Name
c. Last Name
d.Title — choose from the drop down menu
e. PCN
f. Salary — fill in FTE %, rate, uniform allowance if applicable (copy to requested year)
g. Insurance — Health, Dental, Life (copy to requested yeat)
h.Salary Driven Benefits — Retirement option chosen by employee (copy to requested)
i. Unit & Funding Assignment — assign funding for employee (must equal 100%0)
3. Select Save Employee
4. NOTE: It is often easier to copy an old employee and make changes to their information than to add
a new employee.
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Windows Internet Explorer

@ - \g, http: //budgetprep.at.utah.gov/budgetprep/securefpersonnelEdit. action

bl .§'|g| i';noqle

|[2[-]

File  Edit

View Favorits  Tools  Help

W |%l:[ & GOPE - Budget Prep

l & Budget Prep - Person,.. % | |

£ - ® - [hpage v GTogs v

My Home

Budgets

Employee Costs Forms Reports Admin

Quick Links: Employee Costs

Budget Request Personnel Information

Save Employee
I *Last Name: iVacant |
“EIN: BSNS4DBKPW Title: | [w] pon: |
Insurance || Salary Driven Benefits || Totals ” Unit & Funding Assignments ‘
Authorized (2011) Requested (2012)
*Full Time Equivalent: |1_U[-] !% *Full Time Equivalent: ﬁ[]_[]__‘ o
Hours Per Year: !2088 | Hours Per Year: 52088
*Rate: IEU_U_I 50 annually *Rate: !_[]_-00 $1 annually
Uniform Allowance: IU.UU | Uniform Allowance: IU.UU
Firefighter's Uniform Allowance: 0.00 Firefighter's Uniform Allowance: 0.00

Hazarcous Duty Pay: |0.UU

<

Hazardous Duty Pay: iU.UU

Step 5: Forms

Copy from Previous Years

Most of you have done this before. There is no reason to re-invent your forms each year. Unless something

has changed, most forms can simply be copied over each year. To do that:

1. From the menu bar select Forms, Budget Forms
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Jill Flyga GOPB) |
§ Budget Prep

My Home Budgets Employee Costs Reports Admin
Qulci Links Budget Forms.
News and Notices Form 150 User Account Information
Form 151 The following user acoount Information is what we have listed for your account.

If corrections need to be made, please contact the system administrator.

wEIcome to B udget Prep Test Email Address: jflygare@utah.gov
Current Department: 060 Governor's Offlce

You are working in test mode. QOther Assignments

Jobs you have queued for processing

ne Jill Flygare (GOPB) | Log

s“ BUdgCt ])l.c}) trrent: 060 Governor's Office

MyHome  Budgets  Employee Costs Forms  Reports  Admin

Quick Link tn 10

Budget Submission Forms

Department
060 Governor's Office

View All Forms | View Form Archive

New Copy Description View
102 Copy from previous year Summary of Cost Drivers Wiew (0)
104 Copy from previous year Legislative Intent Statements iew (0)
105 Copy from previous year Preliminary Legislative 1ssue Analysis / Recommendation View (0)
210 Copy from previous year hen-lapsing Summary by Line Item iew (0)
250 Copy from previols year Operation and Maintenance Expenditures View (0)
360 Copy from previous year Program Description and Performance Measures Wiew (0) ||
27 Copy from previous year Summary of Dedicated Credits Wiew (0)
2838 Copy from previous year Lease Detall View (0)
400 Copy from previous year Building Black Request iew (0)
600 Copy from previous year Supplemental Request Wiew (0)

:, [
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2. From the Budget Form screen select Copy from previous yeat, select the form you want to copy,

click copy.

B OR few Hewy fodmals Job e
- et b 5
€3 i s Lt e e cemnglar acter.

# Budget Prep

Budget Submission Forms
Department

s | View Form Archive

Mew

590 Public Lands Policy Coordination Office

Available forms from last year to copy

Select a form from the list below and click "copy’. This will copy the form data from the

previous year to the form for this fiscal year,

Public Lands Policy Goardinating Office

Mon-lapsing Summary by Line Item

Oparabon and Mantenancs Expendtures
Program DescripBion and Performance Mestunes
Summary of Dedicated Credits

Lease Detal

Busding Biock Request

Supplementsl Request

3. If you have multiple forms you will need to do this for each form.

Creating New Forms
1. From the menu bar select Forms, Budget Forms

2. Select the form you want to create by clicking the corresponding form number under the New

column on the left (see the Budget Form screen above).

Viewing Forms

el

From the menu bar select Forms, Budget Forms

A list of all forms of this type will be generated.

a. Edit the forms
b.Print the forms

c. Delete the

forms

d.Submit the forms

Once you create this list you can do the following things:

You can view forms by clicking the far right column View(#).
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Rl [cooae

File Edit Miew Favorites Tools  Help
e |EE]Y [ @& GOPE - Budget Prep l@ GOPR - BudgetPrep X I l fa - b - |hPage v (0 Toolks v

Budget Submission Forms

Department
060 Governor's Office

List of Forms of Type 102

Form No. Description Status
Edit Print 102 060 Governor's Office PENDING Delete
Edit Print 102 skjflkasdif SUBMITTED Delete
Edit Print 102 060 Governor's Office PENDING Delete
Edit Print 102 Governor's Office PENDING Delete 4
Edit Print 102 gov SUBMITTED Delete |
Edit Print 102 Testing ABC PENDING Delete

[___ Submit All Pending Reports |

Step 6: Reports
There are several different types of reports that Budget Prep allows you to prepare to help both you and
GOPB in the budget process.
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AOTUrD - UUUEET FITE - VTIIUUWS VTS CARITET
G- e o ok acton Il
Bl Bt yew Fawrms okt

i & (sl @oors-auapterep

| 8 corn - Budget rep

L'y Budget Prep

My Home  Hadgets Employer Costs Forms  Reporls Admin

Quick Links: My Homs s Required Reports

News and Notices r———cy et nt Information

wdfor your

TEST ENVIRORMENT what we have hsl
plaase contact the system

Budget Prep aceptance Test (AT) Enviranment

enaeglegutah.goy
060 Governor's Offica

This is the tesung NOT

Required Reports
1. From the menu bar select Reports, Required Repotrts

2. The required reports are the only reports that GOPB require. However, it is not necessary for the

agency to print any reports or forms. Please do not print books for your analysts.

3. 'These reports are at the department level.
4. 'They can only be printed and viewed in PDF.

5. There is an advanced feature that allows you to exclude various line items from the roll up.

$ Budget Prep

My Home Budgets Employee Costs Forms Reports Admin

Quick Links:

Required Reports

Click the desired format of the report to display:

590 Public Lands Policy Coordination Office
Run The Report For :

Title
Department Category Budget Report Wiew PDF Advanced
Department Value Difference Category Report Wiew POF Advanced
Department Line Item Walue Difference Category Report Wiew POF Advanced
Department Appropriation Cade ‘alue Difference Category Report iew PDF Adyvanced
Department Personnel Services Detall Wiew FOF Advanced
Unfunded Positions Wiew PDF Advanced
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Summary Reports

1. From the menu bar select Reports, Summary Reports
Select the type of report you want from the drop down menu.

Select the entities you want to view (one, all, or a few).

2.
3.
4.
5.

MyHome  Budgets  Employee Costs  Forms  Reports  Admin

Generate PDF (you no longer have the option to view excel reports).

Select the level you want to view your report (department, line item, appropriation code, unit).

Summary Reports - Step 3: Select Organization Entities

590 Public Lands Policy Coordination Office

1. Report Type & Year

Report Type iVaIue Difference Category Report {Summary) &
Ve (2013 v

2. Organization Level

COrganization Level ‘Appmpria{iun Code v/

3. Organization Entities

Select All | | Deselect All

Appropriation Codes
Ryt Public Lands Policy Coordination Office
O ZAE Corp & Excess Pool

Generate PDF Report
1

Detailed Reports

1. From the menu bar select Reports, Detailed Reports

Select the type of report you want from the drop down menu.

Select the entities you want to view (one, all, or a few).

AN

Generate PDF (you no longer have the option to view excel reports).

Select the level you want to view your report (department, line item, appropriation code, unit).
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Appendix 1: Administrative Tasks

Chart of Accounts
1. From menu bar select Admin, Chart of Accounts

2. You can filter your search results by one of the following: department pull down menu or
account type pull down menu — allows you to search by Fund, Appropriation, Unit, and
Revenue/Expense codes.

3. These screens are view only; you may not make any changes here.

Chart of Accounts
Choose what type you'd like to see and limit by the search fleld.
Department Account Type Search String
[ 060 Governor's Office ¥ Fund 3 [
Appropriation Codes
19 items found, displaying all items. 1 Group Codes
Narna Description g::‘z:?uume Obijects
0120 0120 (FIN) Spedial Accounts Fi Expenditure Objects A)
Activity Codes
1000 1000 (GF) General Fund Unres proaram Codes
1054 1054 (GOV) Industrial Assistance Account.
1400 1400 (GOV) Criminal Forfeiture Restricted Account
1401 1401 (GOV) Business Development for Disadv Rural Comm Rest Acct
1402 1402 (GOV) Motion Picture Incentive Account
1403 1403 (BOV) Tourism Marketing Performance Account
1404 1404 (GOV) Stripper Well-Petroleum Violation Escrow
1407 1407 (GOV) Law Enforcement Operations Account
1408 1408 (GOV) Law Enforcement Services Account
2055 2035 (DAS) LeRay MeAllister Critical Land Conservation Fund
2310 2310 (GOV) CCIJ Juvenile Accountability Incentve Block Grant Fund
2315 2315 (GOV) Crime Victim Reparations Fund
4 2320 2320 (GOV) State Elections Grant Fund Y

Agency Management
1. From the menu bar select, Admin, Agency Management, Agency Organization Structure

File Edit Wiew Favorites Tools Help

% & [@

x

& GOPB - Budget Prep ] & GOFB - Budget Prep

me Sandy Naegle (GOPB) | L

'sm Blldget Pre}:) Department: 060 Gofrern:)r's Office

My Home Budgets Employee Costs Forms Reports Admin

2 inks: . : . =
Quick Links: My Home -> Employee Costs Manage Coding Blocks

News and Notices Shent i Atanil

Agency Management Agency Organization Structure

TEST ENVIRONMENT

Budget Prep Acceptance Test (AT) Environment RGeS = Fund Projection

Manage System Data Download Actuals
This is the acceptance testing environment NOT production.

Manage Legislative Data Manage Activities

Manage Benefits Manage Functions

Manage Programs
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'€Budget Prep - Agency Management - Windows Internet Explorer =Jokd

@@ - |E, http: /budgetprep.at utah, gov budgetprep fsecure forganizationDr il Down, action?orgSelected=45540 M.E'Iil i';m-jl.r.- ||EI_:|

File Edit Yiew Favories Tools Help

W& |%l:[§GOPB - Budget Prep ‘eBudget Prep - Agenc., % | ‘ - s ~ [rPage ~ (0 Tools ~ N

10 PM

Server timer &

My Home Budgets Employee Costs Forms Reports Admin

Quick Links: My Home -> Employee Costs

Administration - Agency Management for 2011

State of Utah > 060 Governor's Office > 1001 GOV GOVERNOR'S OFFICE >
1100 GOV GOVERNOR >

3 items found, displaying all items.1
Code Description Type
1110 1110 GOV GOVERNOR UNIT Edit Delete
1120 GOVERNOR'S WELLNESS &

1120 UNIT Edit Delete
PREPARDEDNESS

1130 1130 GOVERNOR'S TRANSITION UNIT Edit Delete

3 items found, displaying all items.1

2. From here you are able to drill down from Department, to Division, to Group, to Unit.

&

At every level you can edit or delete a code

4. If you need to add a new coding block, make sure you are adding the code to the right roll up (the
unit is rolling to the right appropriation) and save

5. To add — click add organization. A dialogue box will open

a. From the drop down menu you will most likely choose ‘unit’.

b.Type in the code associated with the new unit

c. Type in the Name of the new unit

d.Make sure you are rolling to the correct place

e. Click save
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"Eﬁudgetnprep - Agency Management - Windows Internet Explorer

@ T ig, http://fbudgetprep. at.utah.gov/budgetprep/fsecure forganizationDr illDown, action?orgSelected =45545

Eile Edit WView Favories Tools Help

s ol |§|:|'§Gopa—audgetprep

& Budget Prep - Agenc... ¥ | | - 8

= S = »
i - [ Page v 0 Tools v

% Budget Prep

My Home Budgets Employee Costs Forms Reports Admin

Quick Links: M

: a aa ar
< Organization Details

‘State of Utah > 060 Type | UNIT | w
1300 GOV WASHING T
Code _132[]

One item found.1 Name [1320 GOV DC
Code  Descripti Roll Up 51300 GOV WASHINGTON
| 1310 | 1310Gov |

il ‘Save

Add Organization

Manage Coding Blocks
1.

From the menu bar select Admin, Manage Coding Blocks

2. From here you can delete multiple coding blocks by checking the box on the left and then clicking
delete selected or you can delete one line at a time by clicking the X’ delete on the right.
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¥ Budget Prep

My Home Bodgels Cmployee Cosis Forms Reports Admin

Qe Links: My Home - > Emploves Costs

Manage Uodl

News and "utices Chart of Accounts

e S Agency Managemo i v S g
TEST ENVIRONMENT
Budget Prep Acceptance Test (AT) Environment Manage Wsers

Manage System Dala R ek

This s the acceptanoe testing ervaronment NOT producton, 080 Governor's Office

Manage Legislathve Data

Manage Renefils

| & - ) hopa/uscgetorep. atutan gov tucgetrep seaure daitboardeptar. action ]l »o-
| Ele Eot Vew Faeories Toos  Lep
| & || @oom-meprren | @oom-pegeeen x| | B-0 - e Omokr

Manage Coding Block

OF P

& - |e s figepen atutsh.gow busgerprepysecure odngeloskenty. scuon =] %

T
Eim_Rh Wew RS ool pep
Fi - —e L — = — — i F £l
& A || oM - tudgatPrep | @8GOPD-DudgetPrep X fihor B W dpage T ook v
3|
Administration - Manage Coding Blocks
el try and find the search term in the coding block’s counter parts {fund. appropriation, group or unit, activity, program. function),
Cepartment; O0ffrsRowns bee]
isaarch for Coding Block:
m Treehudes Dl vl Codhng Blocks: 0
o Displaying records 1le S0uf 71
N
Delete Funid Approp Group Uit Activily Program Function
1000 (GF) 4810 FRE ENV
1000 General
(|| # rdir General ¥ und QLIY FEL & W Dalsrs
Frnad
Unrestricted PAYHIILNTS
1343 FRF
1000 [GF)
1000 General CIRCUTT
I * 1elib General Fund K Dalats
Fund BREAKER
Unrestricied
CRLDITS
1000 {Gt) SYI0 PRL
1000 General
O M Edit General Fund AGRICUL TURE ¥ Dslata ]|
- Farmal

3. There is an undo capability on this screen — click include deleted coding blocks, search. All deleted

coding blocks will now appear in your list, in the ‘edit’ field it will say ‘activate’, click on it and that

coding block will be available once again.

4. You can add a new coding block relationship by using the ADD button. This function is typically

used if a new unit is created.
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5. Note: You must have at least 3 characters in your search criteria. The percent sign (%) is considered a
wildcard and may be used if you are unsure of the specific characters. For example:
a.  Fund - You know it is General Fund, enter 100 — 1000 General Fund drops down, click
select
b. Appropriation - You know it is in Habitat, but you aren’t sure the appropriation code, enter
R%%
c. Unit - Enter the unit, 5%9

Save A Coding Block

To search for an item, begin typing in the filter field (at least 3 characters)

© s

*Fund: 1000 (GF) General Fund Urrestricted .* select 3 clear

Filter

Fund 11000 (GF) General Fund Unrestricted

*Appropriation: » select ¢ clear

Filter RF%

Appropriations "pEF NR DWR Habitat Section

t undefined «* select ¥ clear

Fier

Units (5005 DNR DWR BIG GAME DEPREDATION

*¥Group: » select 3 clear
Activity: * select ¥ clear
Program: » select 3 clear

Function: # select 3 clear

6. The more information you provide the narrower your search results will be.
7. A dialog box will display your options and populate the pull-down menu. Click the select button after
making the appropriate choice in each area, click save.

Manage Users
1. From the menu bar select Admin, Manage Users
2. Your search is filtered by department.
3. Review all department users for accuracy
a.  Under ‘Security Roles’ look for those that say:
i. Department Administrator
i. Department Analyst
ili.  View Only
b. Are these accurate roles for these employees?
c.  Delete any employees that no longer work for your agency — click delete
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4. You can modify user roles by clicking ‘edit’ next to the individual you want to change. You can

change their role (be careful who you give department administrative rights to), their assigned

division, group, and/or unit, click save.

W |§|T[@GOPB—BudgetPrep l@copa—audgetPrBD "I_‘ L

& - [page v (B Tonls -+ 7

My Home Budgets Employee Costs Forms Reports Admin

Quick Links: My Home -> Employee Costs

Administration - Manage User Properties 2011

Search for State Employees

Budget Prep User Search: |

Include Deleted Users: [ |

Filter by department: |UEU Governor's Office |il
Name Email Agency Security Roles
Edit Jim "The Buddy” jgrover@utah.gov 710 Dept of Community & Culture
Grover (GOPB) 730 Utah Sports Authority

065 Utah Science Technology &

GOPEB Analyst
Research Initiative
060 Governor's Office

120 Tax Commission

Edit Milke Kjar (GOFPE) rkjar@utah.gov 060 Governor's Office System
400 Utah State Board of Education Administrator
Edit Ryan (Big Bruiser) ryant@utah.gov 110 Dept of Technology Services
Thorstensen 270 Dept of Health
System

050 State Treasurer
Administrator

¥ Delete

¥ Delete

# Delete

5. To add a new user:
a. Click Add new user
. Type their name
Enter their email (must be their official Utah.gov email)

o a0 o

in both the group and unit fields.
f.  When finished, click save

Assign appropriate roles (Department Administrator, Department Analyst, View Only)
Assign division and group or unit range. If a user is only assigned one unit put the same unit
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ACVUTD S DUSEEL FEER S VW ST CAPWIEL

1<)

el Edit ‘(iew .rwmrm. e Toolk

EditactiarPedilboer i =Bovar Sy =5

WS (5| ooes - mapet e | 28 corn - uageterep x| | fic B s e @ Tk
i~ Add & Usar ik
Wit
Ll Address:

Security Roles:  Available Roles:
[ syrtern agminatration
[ svstern Data Administrator
[ core analvst
O Legislatrve Analyst
7] Department Admmstratar
] Demartment Analyst

[ view only

available agencies: m

. 1
007 Froe Kovns ]

“asened Agwey(e): DD CawmereoReany  (LOIRN

Froposed Active Agency Assignment:
Cutrent Adive Agency Assignments
060 Governor's Offics

Avsilable Divisians: i |
1001 GOV GOVERNORS OFFICE ¥

Aswrgred Dwisions: | | ~

Submit to GOPB

1. From the menu bar select Budgets, Budget Request, Build Request

$" Budget Prep

My Home Budgets Employee Costs Forms Reports Admin
uick Links: -
S BUDGET REQUEST BR - Build request

WORKING BUDGET BR - Excel Budget Templa

. IR - L - xcel ag
060 Governors Office BR - Upload Excel Budget

BR - Line Ttem View
Department Actions BR - Update My Category View

# Search for a Group/Unit BR - Update My Object/Revenue View m Submit for GOPB Review [] Request Budget C o

Viewable Columns

| i | Opsrating | | working Budget |
Actuals(2011) Authorized(2012) Requested(2013)

: * General Fund $0.00 $0.00 40
4 * Education Fund $0.00 $0.00 40
3 * Restricted Fund $0.00 $0.00 $0
3 * Transportation Fund $0.00 40.00 $0
Total Funds $0.00 $0.00 $0
Revenue

2. Click on Submit for GOPB Review, you can include a note with your submission on any peculiar

aspects of your budget in the dialogue box that pops up.

32|Page



£ Budget Prep

MyHome  Budgets  Employee Costs  Forms  Reports  Admin

Quick Links: Department Summary

Budget Request

060 Governor's Office

Department Actions

+Scorh tor o Graup/uni [cotamn con [ciew

Viewable Columns

What I 1 IRl | operating | | wworking Budget

Actuals(2011)

3 # General Fund $0.00
3 * Edueation Fund $0.00
4 4 Restricted Fund $0.00
3 * Transportation Fund $0.00
Total Funds $0.00

Revenue

Authorized(2012)

$0.00
$0.00
$0.00
$0.00

$0.00

Requested(2013)

Budget Submission Dialog

W]

Include a Note (Optional)

You are about to submit this budget for GOPE Review. Once submitted for review, a budget
can only be reversed by a system administrator or the GOPB Analyst.

| %

‘Submit Budget

£

3. NOTE: Once you click Submit Budget it can only be reversed by a system administrator of your

GOPB Analyst. Be sure you are ready to submit your budget.

Appendix 2: Contact Information

Questions?

For questions and concerns regarding Budget Prep — contact your GOPB Analyst. If necessary, your analyst

will contact the appropriate people within our office to help resolve your concerns. Do not contact Sandy
Naegle or DTS directly. GOPB will charge departments for any additional programming costs that may be
incurred as a result of agencies going directly to the programmers. Please follow the appropriate protocol and

allow your analysts to help you solve your problems.
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GOPB Analysts
Ryan Starks: rstarks@utah.gov

Community and Culture
GOED

Tax Commission
USTAR

Nancy Grisel: ngrisel@utah.gov

Alcoholic Beverage Control
Commerce
Financial Institutions
Insurance
Labor Commission
Public Service Commission
National Guard
Veterans’ Affairs
Dave Walsh: dwalsh@utah.gov
Cotrections

Courts
Juvenile Justice Services (DHS)
Board of Pardon and Parole

Tenielle Young: tenielleyoung@utah.gov

Attorney General
Auditor
Governor
Public Safety
Treasurer
Jim Grover: jgrover@utah.gov

Board of Regents
Institutions of Higher Ed
Medical Education Council
Utah College of Applied Technology
Utah Education Network
Nicole Sherwood: nsherwood@utah.gov

Administrative Services
Technology Services

Career Services Review Office
Human Resource Management
PEHP

URS

Kimberlee Willette: kawillette@utah.gov
Capital Budget

Debt Services

Transportation

801-538-1567

801-538-1543

801-538-1058

801-538-1570

801-538-1839

801-538-1540

801-538-1592
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Jill Flygare: iflveare(@utah.gov
Natural Resources

Environmental Quality

Agriculture and Food

State Fair Corporation

School and Institutional Trust Lands

Public Lands Policy Coordinating Office
Mike Kjar: rkjar@utah.gov

Minimum School Program

Schools for the Deaf and Blind
State Office of Education

CIiff Strachan: cstrachan(@utah.gov
Health

Kamron Dalton: kdalton@utah.cov

Human Services

Scott Mecham: smecham(@utah.gov

Workforce Services
USOR

Samantha Brouse: sbrouse(@utah.cov

Capitol Preservation Board
Legislature

801-538-1573

801-538-1521

801-538-1861

801-538-1556

801-538-1571

801-538-1555
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