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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. 

 

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. 

 

** If you are unfamiliar with Budget Prep you should begin by logging into the test system at 
http://budgetprep.at.utah.gov and familiarizing 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 

 

Changing Departments 
1. If you are assigned to more than one department budget, you will need to change the default 

department assignment whenever you begin working on a different budget. 
2. From the menu bar select My Home, Select Default Department 

 

3. From the drop down menu, choose the department you will be working with 
4. Save 
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*NOTE: If you are only assigned to one department budget this will not affect you. Skip to the next step. 

Step 2: 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. 
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Agency Management 
1. From the menu bar select, Admin, Agency Management, Agency Organization Structure  

 

 

1. From here you are able to drill down from Department, to Division, to Group, to Unit by selecting 
description name. 

2. At every level you can edit or delete a code 
3. 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 group, division, or department) and save 
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4. 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 using the code number in the name 
d. Make sure you are rolling to the correct place 
e. Click save 

 

 

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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1. 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. 

2. You can add a new coding block relationship by using the ADD button. This function MUST be 
used if a new unit is created. You will have broken relationships if you don’t add a coding block. 
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3. 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 
RF% 

c. Unit - Enter the unit, 5%9 

*Note: You cannot enter both a unit and a group; you must choose one or the other when adding a new 
coding block. 

 

4. The more information you provide the narrower your search results will be. 
5. 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 
ii. Department Analyst 
iii. 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. 

 

5. To add a new user: 
a. Click Add new user 
b. Type their name 
c. Enter their email (must be their official Utah.gov email and use lower case letters) 
d. Assign appropriate roles (Department Administrator, Department Analyst, View Only) 
e. Assign division and group or unit range. If a user is only assigned one unit put the same unit 

in both the group and unit fields. 
f. When finished, click save 
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Submit to GOPB 
1. From the menu bar select Budgets, Budget Request, Build Request 

 

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. 
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3. NOTE: Once you click Submit Budget it can only be reversed by a system administrator or your 
GOPB Analyst. Be sure you are ready to submit your budget. 

 

Step 3: Set‐up 

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

 

2. The first time in Budget Prep, the screen will come up automatically. 
3. Complete this step before building your budget. 
4. The system default checks all Revenue and Expense categories. To de-select a specific Revenue or 

Expense category that is not used by your agency, click the box next to the appropriate category, 
click save my view. 

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. 
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6. If you are out of balance it may be that you have funding in one of the categories you de-selected. 
Come back to this page and select all  - this may help you find where you are out of balance. 

 

Update your Object/Revenue View 
1. From the menu bar select Budgets, Budget Request, BR-Update my Object/Revenue View 

 

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. 
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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. 

 

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. 
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Step 4: Budget 

Building your Budget 
1. From the menu bar select Budgets, Budget Request, BR-Build Request 

 

 

 

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 
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. 
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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). 

 

5. 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. 
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6. You will also have access to Search for additional units, Save Data, Add Revenue/Object 
Codes, Copy, Clear, and Round Columns, and Jump to Personnel (identify personnel costs 
associated with each unit). *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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*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 category you are trying to input data 

under you will need to add a Revenue/Object code. 
b. If there is no box to input data into, that information was automatically downloaded as part of 

the personnel download. 

Step 5: Personnel 

Adjusting Employee Costs 
1. From the menu bar select Employee Costs, Budget Request, BR-Unit Assignment Costs 

 

2. Enter the unit you want to enter personnel costs for. 
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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.  
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4. To make changes to individuals click edit next to the individual you want to change. This will take 
you to the Personnel Information screen. 

5. If you want to remove an individual click delete, be careful, there is no undo.  
6. You can delete multiple employees at a time – check the boxes on the left side of employees you 

want to delete and click delete. Again, there is no undo.  
7. 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. 

 

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 
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i. Merit – leave checked (unless longevity is checked) 
j. Longevity (if checked, merit must be unchecked) 

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.  

 

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. 
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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. 

 

6. Move employee – If an employee downloaded to the wrong unit you can move the employees 
funding under the Unit & Funding Assignment . 

a.  Click Search for a Unit 
b.  Put the 4 digit unit number in and click search (remember % is a wildcard) 
c.  Click on the appropriate unit and assign funding to the new unit 
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7. 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 
ii. Save the employee 
iii. Click spread unit funding – this will assign the same funding to all employees within 

that unit 
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8. Click Save Employee  
9. Once you save changes to personnel a notice will appear in red Totals need posting. Only do this for 

one unit at a time. 

 

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

 

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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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 last 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.  

 

 

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 
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b. First Name 
c. Last Name 
d. Title – choose from the drop down menu 
e. DPR 
f. Salary – fill in FTE %, rate, uniform allowance if applicable (copy to requested year) 
g. Insurance – Health, Dental, Life (copy to requested year) 
h. Salary Driven Benefits – Retirement option chosen by employee (copy to requested) 
i. Unit & Funding Assignment – assign funding for employee (must equal 100%) 

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. 

 

Step 6: 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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2. From the Budget Form screen select Copy from previous year, select the form you want to copy, 
click copy. 

 

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 
1. From the menu bar select Forms, Budget Forms 
2. You can view forms by clicking the far right column View(#). 
3. A list of all forms of this type will be generated. 
4. Once you create this list you can do the following things: 

a. Edit the forms 
b. Print the forms 
c. Delete the forms 
d. Submit the forms 
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Step 7: 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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Summary Reports 
1. From the menu bar select Reports, Summary Reports 
2. Select the type of report you want from the drop down menu. 
3. Select the level you want to view your report (department, line item, appropriation code, unit). 
4. Select the entities you want to view (one, all, or a few). 
5. Generate PDF (you no longer have the option to view excel reports). 

 

Detailed Reports 
1. From the menu bar select Reports, Detailed Reports 
2. Select the type of report you want from the drop down menu. 
3. Select the level you want to view your report (department, line item, appropriation code, unit). 
4. Select the entities you want to view (one, all, or a few). 
5. Generate PDF (you no longer have the option to view excel reports). 
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Appendix 1: Contact Information 

Questions? 
For questions and concerns regarding Budget Prep please 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. 

GOPB Analysts 
Samantha Brouse:     Samantha@utah.gov   801-538-1555 

Capitol Preservation Board 
Legislature 

 
Kamron Dalton    kdalton@utah.gov   801-538-1556 
 Human Services 
 Workforce Services 
 
Jill Flygare     jflygare@utah.gov   801-538-1573 
 Agriculture and Food 
 Environmental Quality 
 Public Lands Policy Coordinating Office 
 Natural Resources 
 Trust Lands Administration 
 Utah State Fair Corporation 
      Federal Funds 
 
Nancy Grisel     ngrisel@utah.gov   801-538-1543 
 Alcoholic Beverage Control 
 Commerce 
 GOED 
 Financial Institutions 
 Public Service Commission 
 National Guard 
 Veterans’ Affairs 
 
Jim Grover     jgrover@utah.gov   801-538-1839 
 Board of Regents 

Higher Education 
Medical Education Council 
Utah College of Applied Technology 
Utah Education Network 

 
Lynn Hansen     lynnhansen@utah.gov   801-538-1703 
 Administrative Services 
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 Career Service Review Office 
 Human Resource Management 
 Technology Services  
 
Mike Kjar     rkjar@utah.gov    801-538-1521 
 Public Education 
 
Scott Mecham     scottmecham@utah.gov   801-538-1571 
 Community and Culture 
 Insurance 
 Labor Commission 
 Tax Commission 
 USTAR 
 
Clifford Strachan    cstrachan@utah.gov   801-538-1861 
 Health 
 USOR 
 
David Walsh     dwalsh@utah.gov   801-538-1058 
 Board of Pardons 
 Corrections 
 Courts 
 
 
Kimberlee Willette    kawillette@utah.gov   801-538-1592 
 Transportation 
 Capital Budget 
 Debt Services 
 
Tenielle Young     tenielleyoung@utah.gov   801-538-1570 
 Elected Officials 
 Public Safety 
 


