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Budget Prep Training Guide

Introduction

This document serves as a “how-to” guide for creating, submitting, editing, and viewing
budget information in the Budget Prep System.

Table of Contents

Getting in and getting out Of BUAQEL PreP .....ocvveiiveii e 3
L0ogging iNtO BUAGEL PP .....ccueiiiiiieieiesiesiesie e 3
Logging out Of BUAGEL PreP....c..iiieie et 4

Budget Prep NavIgation TOUF ..........ovoiiieiiiiiisiseeeee e 4

Setting Up Your BUdget Prep VIBWS .........ooiiiiieieiie ettt 4
Update YOUr CategOry VIBW .......cueiiiiiiiiiiiiniisieeiieie ettt 5
Update Your ODJECt/REVENUE VIBW ......cccivveiiiieiieeiie st 6

BUIAING YOUF BUAGEL. ..ottt 8
Starting Your BUAQEL ........coe ittt nneas 8
Getting AmOoUNts iNt0 @ UNIT.........ooiiiiiiiiieece e 9
See Notes Made in the Budget REQUEST...........c.ciieiiiiieiie e 13
Copy a Column at the AGenCY LEVEL.........cvoiiiiiiiieeee s 10
ROUND COUMN ...t b et 10
(08 [T T g o] 10 o 1o USSR 10
SUDBMIt t0 GOPB fOF REVIEW ....cuviviiiiiie it 33

Adjusting YOUr EMPIOYEE COSES ......ocveiviiiiiiiiieieieiesie sttt 14
View UnNit Personnel COSES .........ciiiiiiiiiiiierie et 14
SEAICN TOr @ PEISON ...ttt reeae e 19
Editing and Viewing Personnel INformation ............cccccevveieiiese s 16
AddING VaCaNt POSITIONS........ccueiiiiieiieie ettt sbe e 19

SUDMITEING FOMMS.....iiiiieiiece ettt esteeneesreesneennennee e 21
Creating a New FOrm SUDMISSION .......cooiiiiiiiiiie e 21
Copying a FOrm from @ PreViOUS YEAI .......cccecueiierieeiesieesieeiesee e ie e siae e e e 22
VIBWING FOIMIS. ...ttt ettt ettt et e e b e sreesbe e e e sbeenne e 22

VIBWING REPOIS ...ttt ettt e st e te e e sreesaeaneesnaeaeeneenneas 32

AdMINISIrAtIVE ChOIES ... e 24
Viewing Chart OF ACCOUNLS .......ccveieiieiieie e e e enee s 24
MaNAGING COUEBS ..ottt sb et e s beebe e sre e e 29
MaANAGING USEIS .....veeieeiieceieie ettt ettt e et te e e sta e e e neesraesteeneesseenseaneenres 29



Getting in and getting out of Budget Prep

Logging into Budget Prep
Scenario: You need submit, view, or modify a budget. This is how you can login.

1. Go to this web address: http://budgetprep.at.utah.gov for training. The production
system is located at http://budgetprep.utah.gov

2. You will be directed to the Utah Master Directory login screen. You will be
prompted to login and use your network email address and password, then click
the login button.

budgetprep.at.utah.gov/budgetprep

Please Login

Don't have a Utah-ID? Email or Utah-ID: s stalter I
Register Here Password: .

Femember Me?

Forgot vour password? :
Recover Account

Privacy Policy | Ask for Help

3. You will be directed to the main page where you can see a dashboard and menu
items.
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Logging out of Budget Prep
Scenario: You need to get out of the application
1. There are two ways to logout of the application:
a. 'You can choose the logout link at the top right of the screen. This will log
you out and send you to the employee gateway.
b. You can just close the browser.
Budget Prep Navigation tour

$" Budget Prep

My Home Budgets Employee Costs Furms Reports Admin

Quick Links: My Home

Header | Menu Bar | Quick Links |

Setting Up Your Budget Prep Views

Scenario: You can customize your view settings to eliminate things that you don’t deal
with like the Mineral Lease category. Additionally, you can set all of your revenue and
expense defaults.



Update Your Category View

1. Navigate to the Budgets menu item select Budget Request and then select BR-
Update My Category View from the menu items.
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2. All of the Revenue and Expense categories are selected, to remove a category,
deselect the checkbox and the system will remove it from your
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

EE Beginning Balance Ak 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

LB 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 NN Cost Accounts

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

3. To save your preferences, click on the Save My View button.
4. This step must be done the first time you try to go to Budget-Build Budget. If you
do not go here first the system will default you to this sight.



Update Your Object/Revenue View

1. Navigate to the Budgets menu item Budget Request and then select BR-Update
My Object/Revenue View from the menu items. (See example above)

2. Add your Revenue and Expense defaults by selecting the corresponding buttons.
This action will add any Revenue or Expense items that were used in your
department for actuals.

1 z : 1
Budget Prep 'My View Setup for Objects and Revenues
My View Setup
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 '’ button. You can add new ones by typing a code or desar

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

i EVERTEUCIaUlS” g AU CRpEnSETUCaung |

Revenue & Object Selection

REVENUES

k4 GF General Fund

3. You can add other defaults as needed for budgeting purposes. First click on the
Orange Arrow icon to expand the Expense bucket you want to add to.

EXPENSES
2 AL Personnel Services
2 BB Travel / In State

CC Travel / Out State

2

2 DD Current Expense

2 EE Data Proc Current Expense
2

FF Data Proc Capital Expend

Enter a value in the input field. The program will display the any matching value.
Simply click on the corresponding checkbox for the revenue/expense to add it to

the listing.
5407 Energy Conservation Improvements-Current Expense

6136

1 results found.

[&136 Postage & Mailing

2 EE Data Proc Current Expense



4. Delete a revenue/expense listing from your view by first, expanding the category
by clicking on the corresponding Orange Arrow. Then click on the Orange X next
to the revenue/expense. There is no warning message to confirm this deletion,
so be sure you want to do it.
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Building your Budget

Starting Your Budget

Scenario: The time has come that you have been waiting for! It’s time to build your
budget.

1. Navigate to the Budgets menu item and select BR-Build Budget Request from
the menu items
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2. The budget request screen has several options:

—— — ——
Windows Internet Explorer =15
GF\U = ‘g. hittp: budgetprep. at.utsh. gov/budgetprep/secure departrentSurnmaryDisplay. action ‘i—l|§HZ‘ ‘Gcogle ||§E‘

File Edit Wiew Favorites Tools Help

x

w e ‘%FIQGDPB - Budget Prep ]EGOPB - Budget Frep [7‘ o - v |rPage v (FTaok v

s‘\ Budget Pl'ep . rr:ivntnz.;gulzls:f::r‘snff

My Home Budgets Employee Costs Forms Reports Admin

Quick Links: Department Summa

Budget Request

060 Governor's Office

Department Actions

e or  croup e oo e Submit o copn v

Viewable Columns

Actuals{2010) Authorized(2011) Requested(2012)
2 /* General Fund $0.00 $0.00 $0.00
4 # Education Fund $0.00 $0.00 $0.00
2 #* Restricted Fund $0.00 $0.00 $0.00




a. This screen is a summary of your entire department and has no data entry
capability.

b. You can execute certain actions like Search for a Unit, Copy Columns,
Clear Columns or Round Columns. Most of you will not see the Submit
for GOPB review.

c. You can determine your viewable columns

d. You can see your totals for balancing purposes (Tables 1-15)

Navigating to Budget Data Entry
Scenario: Enter dollar amounts at the unit/group level to build your budget.

Navigate to the Budgets menu item and select BR-Build Budget Request from the menu
items

1. From the Budget Request Category screen select the Search for a Unit/Group
button (See screenshot under Starting Your Budget.).

2. This will bring up a dialog box where you can search for a unit/group by Fund,
Appropriation, Group, Unit, Program, or Activity. It is recommended that you do
not filter by more then two choices.

|'# GOPB - Budget Prep - Windows Internet Explorer mE x|
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Fund ppropriation Grou| P Unit Activity Program  Function
it oGP0 e

Viewable Colum

'rltznm
8 2 ConmeiFund | $0.00

|
3 vducationre | .00

2 2 mestnaed i | ¥0.00

3. Enter a value in the one or two of the fields and click on the Search button.

4. From the generated list select the desired appropriation link. The small the
granulation of the filter the few items will be returned from the search.

5. This will bring you to the Coding Block page. At the top you have coding block
information, with the ability to move to the next or previous coding block using
the links provided << Previous Coding Block and Next Coding Block >>.
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‘€Budget Prep - Budget Request: Coding Block - Windows Internet Explorer M
G_va' - ‘E htip: fudgetaren, at.utah, gov/budgetprep ssecure /budgetRequestDisplay, action M \5\ \E\ |Gnngla ‘E—j

File Edit View Favorites Tools Help
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ndy Naegle (GOPB) | Log out

‘sm Budget Pl‘ep I\ e : 060 Gover:

My Home  Budgets  Employee Costs  Forms  Reports  Admin

Quick Links: Build Budget Request 1000 : CAA : 1110 GOV GOV...

Budget Request by Coding Block

Viewable Columns

B L | I

sted ‘ GOPB ‘ ‘ What If 2 ‘ ‘ Operating ‘ ‘ Legislative Analyst | | \Working Budget

Coding Block Information

Fund Approp. Code Group Code Unit Code Activity Code Program Code Function Code
1000 Cha 1110
<< Previous Coding Block Next Coding Block >

i wovenuoobjoc

Amounts | Comments(0)
Actuals(2010) Authorized(2011) Requested(2012) M

6. Copy Columns allows you to copy one column to another.

Copy a Budget Type to another Budget Type »

Copy Budget Type: |-Select Source Column- V|tg; |—Select Destination Column- V_| Copy Column

7. Clear and Round buttons act like the button on the main Department page, but
only for the unit/group you are working in.

Jump to Personnel Costs will take you to the personnel costs for that unit.
Employee costs will be covered later in the training.

© ©
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€Budget Prep - Unit Personnel Costs - Windows Internet Explorer [;]@E
@\:‘/ - |g, htq::M:udgemrep.at.utah.govf'budgemrepfsecure/personneIUnitAss\gnmenﬁearch.actiom?organizat\onM S/ [ |Google B

Eile Edit Yiew Favorites Tools Help

—— . »
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Budget Request Unit Assignment Costs

Uni: (1110 GOV GOVERNOR e

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--- [y = =

23 items found, displaying all items.1

AUTH AUTH AUTH REQ REQ REQ
LASTNAME FIRSTNAME EIN Edit Delete
FTE o COST FTE o COST
Pamela
Bailey 120993 0 50 $1,372.20 100 25 $21,675.50 Edit Delete
Blackham
Bradford Cherilyn & 143427 100 100 $75,578.46 100 100 $75,578.46 Edit Delete
Bradford COPY Cherilyn & COPY HPPAYB4DQ1 100 100 $75,578.46 100 100 $75,578.46 Edit Delete
Buchhaolz 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 $49,165.95 Edit Delete
-
[(_] m [L]

Budget Request by Coding Block
Scenario: Data entries of amounts are ready to be entered into Budget Prep
This screen has three tabs under the blue buttons
1. Unit Overview — This gives you a full overview of the unit. Including totals and
Category detail.

Unit Overview I Amounts Comments(0)

Actuals Authorized Requested
Revenue
GF General Fund $0.00 $0.00 $0.00
EF Education Fund $0.00 $0.00 $0.00
TF Transportation Fund $0.00 $0.00 $0.00

2. Amount — Is the screen where your actuals, authorized, and requested amounts
are entered for revenue and expenditures.

3. Additional Lines- If more lines are needed for data entry, go to the last row and
column and hit enter and a new line will be added with

11




EBudget Prep - Budget Request: Coding Block - Windows Internet Explorer M

6@; - |& http:f/budgetprep.at.utah.gow‘budgetprep/secure,‘budgeu:{equesu:!isplay‘actwon?seIectedorg‘\d=45541$M|E||E| ‘Goog\e ||4‘J "
Eile Edit Yew Favorites Tools Help

—— — . »
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® Search for a Unit Save Data [ Add Revenue/Object Round Column Jump To Personnel Costs

Unit Overview W Comments(0)

Edit Budget for DD Current Expense

<< CC Travel/Out of State DD Current Expense EE Data Processing Current Expense >>

Actuals Authorized Requested

6117 Alcoholic Beverage Control Package Agency Contract Payments

6119 Fingerprint/Background Check

5120 Client Support-In State Travel

6122 Client Support-Food

6123 Client Support-Other Services

6126 Wireless Communication Service

6127 Collection Costs

6128 Human Services Communication Services Reimbursements

6129 Electronic Funds Transfer Fees

65131 Advertising & Legal Publications

6132 Communication Services

6133 Freight & Drayage

6134 Investigations

6135 Other Contractual Services-Non-medical

5136 Postage & Mailing

6137 Professional & Technical Services-Mon-medical

4. Comments — You can save a comment regarding your current work on this unit.
This will stay with this unit and you have the ability to see the history of what
comments have been made.

Unit Overview || Amounts Wﬂu

Comments

Comment User Date
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See Notes Made in the Budget Request
Scenario: | want to see any notes made on my agencies budget.

1. Navigate to the Budgets menu item and select BR-Build Budget Request from
the menu items. (See screen above)
2. From the Build Budget Request screen select the Show Notes button (See
screenshot under Starting Your Budget.).
3. This will display any notes made in the comments fields of the units.
4. Jump to a unit that has comments on it by clicking the coding block line. This
takes you to the Coding Block View for that Unit
Department Notes x
=~ Fund Appropriation Unit Activity Program Function
| 6680HSB HSB DTS ISF Enterprise 2132
Technology
John Angus 6/23/2009
My name is John and I approve this message
6680 HSE HSE DTS ISF Enterprise 2123
Technology
Jeremy Walker 5/27/2009

ha ha, i gave myself a raise 111

1000 HQA HQA Chief Information Officer D111

Ryan (Big Bruiser) Thorstensen 5/27/2009
I'm going to run through a test really quick
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Adjusting Your Employee Costs

View Unit Personnel Costs
Scenario: Show the personnel costs by Unit.

1. Navigate to the Employee Costs menu item and select BR-Unit Personnel Costs

from the menu items
m d Internet Explorer M

% ~ |l ntp:oudgetprep.at.utan.gov/budgetprepysecure fpersomrelUnitassignmentSearch. action [e][[%] 000 (o]
Eile Edit View Favorites Tools Help

~ | @ GOPB - Budget Prep ‘gaudget Prep- UnitP., x| - = - ihpage v (FTook v

ndy Naegle (GOPB)

$ Budget Prep B

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

Post Totals BR - Search Personnel

Personnel Import BR - Add Employee

HELP AND SUPPORT

2. Budget Request Unit Assignment Costs are where you enter the unit number you
want to enter the Employee Cost

- [Drne — - FOE 5
Ele B0 Vew Fawris Took Hel
S & [e - @oore-puostiven | @BugutProp-LnnpL x| fi- 0 &~ [rpae~ Grok~ *

$ Budget Prep

My Home Budgets Forms Reports Admin

Quick Links: My Home - tment Summary -> Employes Busld Bugdoet Regquest 1000 ; CAA © 1120 GOVERND.,,

Budget Request Unit Assignment Costs

wnts (33 =
» 1110 GOV GOVERNOR
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3. This will display the individual personnel costs for that unit. There will also be a

total cost at the bottom of the page.

4. BR-Home Unit will show the same thing minus the total. (Why I use Unit view)

EBudget Prep - Unit Personnel Costs - Windows Internet Explorer

=/

G@’ - |& htip: /budgetprep, at.utah.gov/budgetprep/secure/personne lnitassignmentSearch, action

[l Flx] [ocege

(28

Eile Edit Yew Favorites Tools Help

W o [%]?l (& GOPB - Budget Prep l & Budget Prep - Unit P.., % I_l

fir - B - & -

|bpage v (FTooks >

Budget Request Unit Assignment Costs

s

Unit: 1110 GOV GOVERNOR

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

(does not necessarily reflect costs by HOME unit)

23 items found, displaying all items.1

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

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

AUTH AUTH AUTH REQ REQ REQ
LASTNAME FIRSTNAME EIN Edit Delete
FTE %o COST FTE %% COST
Pamela
Bailey 120993 o 50 $1,372.20 100 25 $21,675.50 Edit Delete
Blackham
Bradford Cherilyn A 143427 100 100 $75,578.46 100 100 $75,578.46 Edit Delete
Bradford COFY Cherilyn A COPY HPPAYB4DQ1 100 100 $75,578.46 100 100 $75,578.46 Edit Delete
Buchholz Ashles 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
u Noe Inhn FWRITSNMAM inn inn S60.324.01 inn inn $13.979.42 Frh]f' nPIPT_IM
< il >

5. Select edit next to one of the personnel to enter the Personnel Information screen.
6. Select delete to remove and employee. (there is not undo)

HWPw-? 1 Info - Windows | Explorer

g;‘;- £ hi://budgetren h.qomb action a*r #
Ede Edit yiow Faortes  Tooks  Help
W & (g]e @oors-putpterep | @ BudgetPrep - Person., x| | f-B

My Home Budgets Emplo 3 Forms Reports Admin

Quick Links: My Home -> Department Symmary -> Emploves Costs 1110 GOV GOVERNOR -> [

Budget Request Personnel Information

m Inswance | Salary Oriven Benefits || Totals | Unit & Funding Assignments

Office

$ Budget Prep e e Gouarana oo

Unit: | 1110 GOV GOVERNOR m
Pamela Blackham Bailey Jump to Personnal; | Badey, Pamela Blackham E
“EIN: 1300993 Title: | OFFICE ADMINISTRATOR, GOVR 3 PCN: 06011035 Jump to Build Budget

Authorized (2011) Requested (2012)
*Full Time Equivalent: 0 - *Full Time Equrvalent: 100 -
“Step: |0 | “step: [0 )
Mours Per Year: |40 Mours Per Year: | 2088
L0 PEAT cHara: TN

<

]
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7. You can navigate to any of the selected employee’s information by selecting one

of the tabs (ie:

Salary, Insurance, etc.). Make any modifications on the edit screen

and click on the Save Employee button.

‘€Budget Prep - Personnel Info - Windows Internet Explorer

Jokd

@;‘/ - ‘E, hitp: /budgetprep. at.utah, gov/budgetprep/secure personnelEdit. action

M *#|| %] |Google 2~

File Edit Wiew Favorites Tools Help

- | @ GoPe - Budget Prep

My Home Budgets

“Unit: {1110 GOV GOVERNOR

Employee Costs

Quick Links: My Home -> Department Summary -> Employee Costs 1110 GOV GOVERNOR ->

Budget Request Personnel Information

G- 8 |- Page = ¥ Took »

= -

I & pudget Prep - Person... X

Forms Reports Admin

Build Budget Request 1000 : CAA : 1120 GOVERNO...

Pamela Blackham Bailey Jump to Personnel; | Bailey, Pamela Blackham [~]
=EIN: 120993 Title: | OFFICE ADMINISTRATOR, GOVR RRLE N E TR ump to Bild Budger |
Insurance | Salary Driven Benefits | Totals | Unit & Funding Assignments
Authorized (2011) Requested (2012)
*Full Time Equivalent: 0 o *Full Time Equivalent: 100 %
Hours Per Year: 40 Hours Per Year: 2088
*Rate: 60.00 | $2,400 annually *Rate: 2763 | ¢57,691.44 annually
Uniform Allowance: 0.00 Uniform Allowance: 0.00
Firefighter's Uniform Allowance 0.00 Firefighter's Uniform Allowance 0.00
Hazardous Duty Pay: 0.00 Hazardous Duty Pay: 000 M
< w | [l

Editing and Viewing Personnel Information

Scenario: Ready to work with personnel information.
You can adjust salary, benefits and assignments using the personnel information screen.

1. The personnel
a.

information screen has the features to adjust employee costs:

Another person can be selected using the drop-down list titled Jump to

Personnel

b.

Title and PCN allow you to make some edits to the employees

information.

Tabs are across the top of the detail employee information

Salary — displays the salary information for the employee. You
can make adjustments and move them to the requested column or
manually enter data in both.

Steps — although steps are now eliminated you can still use steps to
enter rate of pay or enter the rate directly

Insurance — Update the authorized and requested insurance
information.
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udget Prep - Personnel Info - Windows Internet Explorer
% - |g‘1 htip: /budgetprep, at.utah.gov/budgetprep/secure/personne Edit.action

Eile Edit Yew Favorites Tools Help

[é2][x] scoge (228

W IEE]' ] (& GOPB - Budgst Prep l € Budget Prep - Person... ¥ l l i - & - [k page v G Tooks ~

*Unit: 1110 GOV GOVERNOR |

Cherilyn A COPY Bradford COPY Jump to Personnel;  Bradford COPY. Cherilyn A COPY [+

“EIN: HPPAYB4DQ1 Title: | DIRECTOR OF BOARDS AND COMMISSIONS [ R IR Jump to' Build Budget
m Salary Driven Benefits H Totals ” Unit & Funding Assignments ‘
Authorized (2011) Requested (2012)

Health Insurance: PEHPA 1 $4,727.32 Health Insurance: PEHPA 1 $4,727.32
Dental Insurance: PEHP 1 $524.68 Dental Insurance: PEHP 1 $524.68
Life Insurance: Life [nsurance:

HELP AND SUPPORT

1l 1

iv. Salary Driven Benefits — The displayed information is driven by
the employee-selected Retirement plan. You can see other
alternatives by selecting a different plan from the Retirement pull-

down menu.
v. Benefits costs are based on the benefit rates entered by GOPB
orer x|
- |p_um-.rhm h it action E"‘) ® L=
Elle Edit View Favorites ook Help
b g |- @oore-pudgsterep | budgetPrep - Person. X i B - rpeger GTeok v
“EIN: HPPAYBADGT Tile: | DIRECTOR OF BOARDS AND COMMISSIONS [»] en: [ps011038 =)
Salary || Insurance Totaks | Unit & Funding Assignments
Authorlzed (2011) Requested (2012)
i NOHCONTRIB :| 16.320%  $8,679.20 Retiremant: MONCONTRIB
01K (Mon- 401K (Non-
1.500% s797.712 1,500%
Contrib): Centrib):
Sesial socisl
6.200% $3,3297.24 ) 6.200%
Security: Security:
Medicare: 1.450% $771.13 Medicare: 1.450%
Workman's Workman's
0.700% £372.27 0.700%
comp: Comg:
Unemployment Unemployment
0.200% $106.35 0.200%
Insurance: Insurance:
Terminaticn Terminstion
5.200% £2,765.43 5.200%
additive: additive:
Long Term Long Term b |
= 0.600%  £319.09
Disahility Disahility
| P
<l ] 2]
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vi. Totals — Adds up the Salary, Insurance, and Retirement benefits.

ersonnel Info - Windows Internet Explorer
G‘k‘?ﬂ ~ |l ntp:/oudgetprep.at.utan.gov/budgetprep/secure persomneEdit action

Eile Edit wiew Favarites Toals Help

w [%F{@Gom-audgetprep

udget Prep -

[##)x] [conae R

‘ & Budget Prep - Person... X ]_‘

i - & v rPage v ook v

3ump to Personnel: |Bradford COPY, Cherilyn A COPY ]

Unit: 1110 GOV GOVERNOR |

Cherilyn A COPY Bradford COPY

“EIN: HPPAYB4DQ1 Title: ‘ DIRECTOR OF BOARDS AND COMMISSIONS

Salary H Insurance H 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

HELP AND SUPPORT

]

vii. Unit & Funding Assignments — Allows you to set the allocation
of unit(s) assigned to that employee as well as the revenue code(s)

for the employees.
mnmm Internet Explorer

G\:\Zﬂ - |El http: /budgetprep. at.utah.gov/budgetprep/securepersonne Edit. action
File Edit

M= %)
(=T

9] [cooa=

Yiew  Favorites

Tools

Help

W [@H & GOPB - Budget Prep

} & Budget Prep - Person... x I 1

fa - & v [rPage v (FTooks v

.
“Unit: 1110 GOV GOVERNOR |

cronae U R .- Empioy

Jump to Personnel: | Bradard COPY, Cherilyn A COPY

Cherilyn A COPY Bradford COPY

“EIN: HPPAYB4DQ1 Title: |D\RECTOR OF BOARDS AND COMMISSIONS

Salary H Insurance H Salary Driven Benefits ” Totals

Authorized Requested GOPB
Unit Coding Block Percentage Percentage Percentage
1110 1000-CAA-1110--- ASSIGN FUNDING |mn |,, |mn | ‘100 | Remove
0011 General Fund 00 |, 100 | [100 | Remove
Spread Funding for 1110 1000-CAA-1110---
Totals 100% 100% 100%
Search for a Unit

HELP AND SUPPORT

2. Select Save Employee when you are done adjusting the employee costs.
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Search for a Person
Scenario: Search for a person’s information by name, employee number, or PCN.

1. Navigate to the Employee Costs menu item, BR-Budget Request, and select BR-
Search Personnel from the menu items

2. Search for a person by Last Name, First Name, Employee Number or PCN and
select Search. The more information you provide the narrower your search
results.

Search Personnel

Last Name:
First Name:
Employee Number:

Employee PCN:

3. This will display a list of users that meet the search criteria, find your person and
select Edit next to their name to enter the Personnel Information screen.

Employee List

128 items found, displaying 1 to 20.[First/Prev] 1, 2, 3, 4, 5, 6, 7 [MNext/Last]
Lastname Firstname Employee Number PCN Action
Ferson Ay nooooo LIIFT Edit
Baody Same 111111 BBEBBE Edit
Body Mo 222127 CoCCo Edit

Adding Employees
Scenario: In some cases you will need to add new employees or vacant positions.

1. Navigate to the Employee Costs menu item, Budget Request, and select BR-
Add Employee from the menu items
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2. Add positions much like the employee. The system default many of the fields.

‘€Budget Prep - Personnel Info - Windows Internet Explorer

=/

6@; - |& htip: /budgetprep, at.utah.gov/budgetprep/secure/personne Edit.action

[l Flx] [ocege

(28

Eile Edit Yiew Favorites Tools

Help

wod [%H & GOPE - Budget Prep

l & Budget Prep - Person.., % I_l

fi - B

# - Spage v oo v

My Home Budgets

Quick Links: Employee Costs

Employee Costs

Forms Reports Admin

Budget Request Personnel Information

=Unit: ‘

=First Name: *Last Name:

“EIN: 85NS4DBKPW Title: |

[v] Pon:|

Salary

Insurance ” Salary Driven Benefits H Totals ” Unit & Funding Assignments ‘

| Save Employee

Authorized (2011)

j<I

*Full Time Equivalent:

“Step:

Hours Per Year:

*Rate:

Uniform Allowance:
Firefighter's Uniform Allowance:

Hazardous Duty Pay:

Requested (2012)
00 g

2088

$0 annually

i Y

*Full Time Equivalent:

*Step:

Hours Per Year:

*Rate:

Uniform Allowance:
Firefighter's Uniform Allowance:

Hazardous Duty Pay:

00 g

2088

$0 annually

3. You will need to add the title, PCN, hourly rate and unit & funding assignment.
4. When you have finished Save the Employee.
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Submitting Forms

Creating a New Form Submission
Scenario: Submit your budget request forms via the application.

1. Navigate to the Forms menu item and select Form Submissions from the menu
items.

'£GOPB - Budget Prep - Windows Internet Explorer m= %)
O© - (e u/bucoutren.atuah goutusoeprephocre/tastion Deplay aten A oF
Elle Edt Vew Favories Tooks Lep

@ @ || @oore-augetiren  @GOPR-BudgstPren x| | B B & rexer BTk "

$ Budget Prep

My Home Budoets Employea Co: d Admin

Quick Links: My Home - > Emploves Cotts

News and Notices oo er Account Information

T Form 151 s T P
TEST ENVIRONMENT follor account nforn o have sted for your
s eed o b M thie system

Budget Prep Acceptance Test (AT) Environment

Emall Address snaegledutah.gov

This 15 the acceptance testing enaronmen it NOT production. Current Departmant 060 Govemor's Office

2. 'You will be brought to the Budget Submission Forms screen.

¢ GOPB - Budget Prep - Windows Internet Explorer =28
G- e iCrsplay e | P
Ele Edt Yew Fpormes Jook Help

g [Ee @ooee-pidgetirep | 8GO -udmtPe X fi- @ W per O "

My Home  Owdgets  Cmpuyes Costs

Quick Links: My Home <> Emoiivee Costs

Budget Submission Forms

Department
060 Gavernor's Office

New  Copy Description View

¢ Summsry of Sigeificant Coet Drivare A¥acting Dudgese

¢ Minsion Gatemect, Gosle/Objactes, nd Bacant Accomplehmants
" Lagielative Intant Statamante

At Erakminnry Lagielntive leeus Analyeis |/ Racammandastisn
Nan-Lapaing Summacy By Lise Ttam

ar  Schadus OF Fass

ar Dparstisn And Mantanance Expandinuras

3. To create a new submission, select the form number link from the New column.
(to the far left with the number of the form listed)

21



4. Enter the form information as requested and click on the Save button.

5. If you would like to print the form select Generate PDF.

Copying a Form from a Previous Year

Scenario: | did this last year. Can | just bring the data over and have it populate the
system?

1. Navigate to the Forms menu item and select Form Submissions from the menu
items.

2. Initially you will be brought to the Budget Submission Forms screen (See screenshot
under Creating a New Form Submission.).

3. Copy an existing form by selecting Copy from Previous Year link.
The system will allow you to pick the year and the form you want to copy

4. NOTE: There is no form data the first year of the system. You will have to wait till
next year to copy from a previous year.

=, s

s %

L "_-. There are no forms of this type available to copy from last year.
L

Viewing Forms

Scenario: You may want to review your forms or go back and make adjustments to
forms you have already created.

1. Navigate to the Forms menu item and select Form Submissions from the menu
items.
Initially you will be brought to the Budget Submission Forms screen (See
screenshot under Creating a New Form Submission.).

2. View existing forms by selecting View(1) (the number may be different, it just
shows you how many forms you have created)

3. This will generate a list of all forms of this type.
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/& GOPB - Budget Prep - Windows Internet Explorer

[][=] x|

Budget Submission Forms

(&5 ‘E htm:/{budgatprep‘at‘utah‘gnv/hudgeq:rep,’sacura,’fnrms,’fﬂrmsD\spIayFnrms\u‘iew‘act\ﬂn?nrgﬁelect&d:&lﬂ!:‘i:| X |Google JEE'

Eile Edit ¥iew Favorites Tools Help
L ‘%‘:‘gGOPB—BudgEtPrEp | @ core - Budgetprep [7‘ fa- B @ - [rpage GTook v
lid

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 skiflkasdif SUBMITTED Delste
Edit Print 102 060 Governar's Office PENDING Delste
Edit Print 102 Governor's Office PENDING Delste
Edit Print 102 gov SUBMITTED Delete
Edit Print 102 Testing ABC PENDING Delete

[ Submit All Pending Reports ]

HELP AND SUPPORT

a. You can edit the existing form by clicking on the corresponding edit link.

This displays the details of that form.

b. You can delete the existing form by clicking on the corresponding delete

link.

c. You can print the existing form by clicking on the Print link. This will
bring up a Printable version of the selected form in a new window.

Filo  Edit

@ http://budgetprep.at.utah.gov/budgetprep/secure/forms/jasperF ormsFormReport.actionforgsel ‘Ejgﬁ]

= a8

€] htrp:/jbud ah.govi fFor i aspeFor misF e [ d|E 2.
GoTo Favorins  Help
T »
& & (@ h for B @ - [Page v (FTook v
;“']v@ S ERERRE NN TR A | =
-
Fomi No. 102 Fecal Year 2011
Summary of Significant Cost Drivers Affecting Budgets
Coding Block: 050
Name: gov
Summary
OV 3 ON-HI00 P mary of the significant IMpACing your agency Budge!. This summary should provase GOPE and S
legiskature with a beoad understanding of current and fubure budget concerms and impacts. Responses should nol justify bullding block andior supplemental
FBGUASES, UL ShoUM (ESCUSS 3QENCYWASe 5ues That will aect current and future busgoets
1 amached filss)
-
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Admin
|

' GOPB - Budget Prep - Windows Internet Explorer =1 % |
(G0 - 2o /mumsreenatuangoviscsorn eplractin PR o
Flle Edt Vew Fagvories Took el

A e 8 G0rs - Budget Frep

| 8 G0Pa - Buriget Frep

& Budget Prep

My Home Budoets Employes Costs Forms Reports Admin

Quick Links: My Home -» Emploves Cogts Manage Coding Blocks

News and Notices Chart of Accounts

- TR Agency Management
TEST ENVIRONMENT

Budget Prep Acceptance Test (AT) Environment FHEag

Manage System Daka snaegiedutah.gov
This is the acceptance testing emvaronment NOT productian, C

060 Governor's Offic
Manage Legislative Data

Manage Benefits

v
 GOPB - Budget Prep - Windows Internet Explorer = x|
G - e o udgerrep. stutch pfsecuralt . acticn ] 4lix 2=
e Edt View Favoeites Took el
|- g8 aore - sudget Prep #GoPD - budgetFrep ft - B o - [page v ook v
~
dministration - 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].
[Uepartment: 001 Frea Revenua 3
isearch for Coding Block:
% Search | m EEETETEEEl  indude Deleted Coding Blacks: [
) Displaying records 1to 500l 71
Delete Fund Approp Group Unit Activity Pragram Function
1000 (GF) 4810 FRE ENV
1000 General
*ordie General Tund QLIY FLL & M Dalete
Fumad
Unrestricted FAYMLNTS
1342 FRF
1000 (GF)
1000 General CIRCUTT
(a| side General Fund ® Dalars
Fund BREAKER
Uneestricted
CHLDLTS
1000 [GF) 5710 FRL
1000 General
O * Edit General Fund AGRICULTURE W Deleve],
: Fuumet
< >

1. This selection will allow entire coding blocks to be deleted by checking the check
box on the right of the code blocks you would like to delete, or you can delete one
line at a time with the X Delete. An undo is available on this screen. You search
for a coding block and check the Include Deleted Coding Blocks. Note: You need
to put at least 3 characters in your search criteria. You may use wildcards (%) if
you do not know specifics. (Wild Card)

2. New coding block relationship can be created using the Add button. This
function is usually used after a new unit is created in the Agency Management (to
be discussed later)
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Note: You need to put at least 3 characters in your search criteria. You may use
wildcards (%) if you do not know specifics.

The more information you provide the narrower your search results. You can also
leave the search string blank if you want the entire list. Search results are
displayed below your search criteria.

A dialog box will display and you may edit the parts of the coding block as you
see fit by clicking on Select link. To change the Unit, enter a filter of at least 3
characters. This will populate the pull-down menu. Choose a Unit from the pull-
down menu and click on the Select button. To update the Unit, click on the Save
button.

Save A Coding Block

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

*Fund: 580 (DTS) Enterprise Technology Fund «* select ¥ clear
*Appropriation: Hsp DTS ISF Enterprise Technology < select 3 clear
*Unit: 2321 DESKTOP / LAN MANAGEMENT :* select ¥ clear
Filter _ -
IS [Please Select An Unit ¥

[t At (LT S,
e r - -

Activity: o select ¥ clear
Program: .* select ¥ clear

Function: .* sclect ¥ clear
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Chart of Accounts

1. Navigate to the Admin menu item and select Chart of Accounts from the menu

Items
|’ GOPB - Budget Prep - Windows Internet Explorer M=)
@6 o i G P -
Eile Edt Yew Fagvorites Took  Help
@ @ || @oore-augetiren  @GOPR-BudgstPren x| | B+ B o reager Otk

$ Budget Prep

My Home Budoets Employes Costs Forms

Quick Links: My Home - > Emploves Cotts
News and Notices
TEST ENVIRONMENT
Budget Prep Acceptance Test (AT) Environment

This is the acceptance testing envronmern it NOT production,

Reports Admin

Manage Coding Blocks

Chart of Accounts

Agency Management s
et histed for your

Mg Ubaes ALt the system

Manage System Daka snaegiedutah.gov

060 Govemnor's Office.

»|

2. You can filter the results by one, or any of the following: department pull-down
menu, account type pull-down menu (i.e. Fund, Appropriation, Unit) and search
string input field (i.e. Unit number, Fund, Object).

CAK GOV Gavemor's Energy Advisor

cos CES Edeunanaten

o CBE Fianning & Budget Anslhvsis

[ £BO Demsgrache: & Bronsme Ansbrus
- CBE State Fiscal Statslization Program
cwr CBF Information Te: chelogy

cBa

CBO Siate & Lecal Manrng

CEEA Pulis Lnecds Ltigaton

"% GOPB - Budget Prep - Windows Internet Explorer — |9 (=, X |
Gl v B b ah. LI"' S 2
Bl Gt vew Favne ook tew
WO com-mogwin  B00F-BuimPp X B-0 WO "
Chart of Accounts 1
Choose what type you'd ke to see and me by the search field.
Departnssnt Accoust Type Search String
060 Gevemer's Ofice (3] pgproprsen coden 3] ¢ Search

1. The selection is a view only. No changes can be made to the table

Agency Management

This selection is use to create new agency org structure (add new units). Download
Actuals and Manage Activities, Functions, and Programs.
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@ b ‘En hittp://budgetprep.at.utah.gov budgetprep/secure/dashboardDisplay. action

File Edit View Favorites Tools Hel

| @core - BudgetPren % [7

Budget Prep

My Home Budgets Employee Costs Forms Reports Admin
i i - My = v S =
Quick Links: My Home -> Emplovee Costs Manage Coding Blocks

Chart of Accounts

News and Notices

Agency Management Agency Organization Structure

TEST ENVIRONMENT

Budget Prep Acceptance Test (AT) Environment MEtgeisnes 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

(]

1. When Agency Management is selected you will see your department. You can
now drill down to Division, Group, and Unit.

‘€Budget Prep - Agency Management - Windows Internet Explorer =1
mr - |§1 htip: /budgetprep, at.utah.gov/budgetprep/secure/organizationDr illDown. action?orgSelected =45540 M|E||E| ‘Guuq\e ||9 "
File Edit View Favorites Tools Help

w [Bgl'lﬁGOPB - Budget Frep lgﬂudget Prep - Agenc... X] l - i - |5hPage v () Took v

tim 6:10 PM

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 = Delste
1120 GOVERNOR'S WELLNESS &
1120 UNIT Edit  Delste 5
PREPARDEDNESS 3
1130 1130 GOVERNOR'S TRANSITION UNIT Edit =~ Delete

3 items found, displaying all items.1

HELP AND SUPPORT BudgetPrep

2. Atevery level you can Edit or Delete a code.
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3. When you add a new coding insure that you are adding the code to the right roll-

up and Save
‘€Budget Prep - Agency Management - Windows Internet Explorer [__”E]m
6;/ - |& htip: /budgetprep, at.utah.gov/budgetprep/secure/forganizationr illDown.action?orgSelected =45546 M *1|| %] |coogle 2

Eile Edit Yew Favorites Tools Help

—— — = . 5
w o [SBHEGOPB - Budget Prep ]@Budqet Frep - Agenc... x] ] - d=h - |:page v G Tooks ~

% Budget Prep

My Home Budgets Employee Costs Forms Reports Admin

Quick Links: My

Administratio - - L oo

Organization Details

State of Utah > l)ﬂ‘.:{ Type | UNT [v]

1300 GOV WASHIN Code 1320

ne item found.1 Name 1320 GOV DC
Code  Descripti Roll Up 1300 GOV WASHINGTON

1310 1310 GOV
ne item found.1

Add Organization

Download Actuals
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t Explorer k3|
G@ - |E} htip: /budgetprep, at.utah.gov/budgetprep/secure/finet mportSnapShotactualsDisplay. action E||£HE| ‘Gcoq\e ||E_t‘

Eile Edit ¥iew Favorites Tools Help
x[ |

wodr |%H,? GOPS - Budget Prep | @ cope - Bugetprep e ~ = v Spage v FTook v

Sandy Naegle (GOPB) | Log out

$ Budget Prep

My Home Budgets Employee Costs Forms Reports Admin

Quick Links: My Home -> Employee Costs

Agency Admin - Actuals Snapshot

Use this screen to request a snapshot of actuals column with the most recent finet data.

The process does take a little while to run, so please be patient while the processing occurs.

we'll send you an email once the snapshot has finished.

Agency : | 060 Governor's Office [ﬂ Request Actuals Snapshot

Manage Codes
1. At this selection you can Add or Search Activities, Functions, and Programs.

Manage Appropriations
1. At this selection you Add or Delete Appropriations

Managing Users
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ACDUPD C UUUEEL FITP W IIIUUWS IS CAPw el =T |
G =~ [E watutai lpr fdarhbsoar Dl bion 3 ) % g £

Elle Edit View Fgworites Took Help

WS (2]« | @ coe - Buiget Fren

fit - B - & - [5heage - £ Tooks -

| 8 oen - Budgetirep x|

ndy Naegle (GOP
0 Governor's Uffice
2011

My Home Budgats Empl ¢ Forms Reports  Admin

ick Li ¢ Home -» Employer Costs o .
R L L Manage Coding Blocks

News and Notices chapsiiosat ormation
Agency Management

TEST ENVIRONMENT »on 15 what we h
ade, please conta

Budget Prep Accaptance Tast (AT) Envirenment Manage Users

Manage Sy=tem Data snaegledutah.gov

This is the @ testing envi NOT praducti 060 Govenar's Office

Manage Legislative Data

Manage Benefits

1. To add or delete users navigate to the Admin menu item and select Manage
Users from the menu items

T —— = g i Y = L P PP

Budget Prep Training Guide1.2_1 - Microsoft Word JOEd
{ File Edit Yiew Insert Format Took Tahle Window  Help  Adobe FOF  Acrohat Comments Type a question for help v X
i RN W A P W= 0] 3 T 150% 2@ | dRead B

: Mormal +Left: = Times Mew Roman » 12 « | B 7 E o [ b v 3>
AFUUTD T DUUESL FITE = WHIUUWS NILETIEL CApwIel = e E
& - [emym atutah, gov/budgetprep/securedashboardDisplay action [oe] (21 [x] [soogie e

Eile Edit View Favorites Took Help
w & -_@m-&dgatﬁﬁp

£ | @ocors - pudgetrrep x| fo- B @ - |rpage~ GTok> ”

0 w sandy (GoP8) | Log out
# Budget Prep oot bl
o 2011

My Home Budgets Employee Costs Forms Reports Admin

Quick Links: My Home -> Emplovee Costs Manage Coding Blocks

News and Notices Cioa 8 Sconte ormation

Agency Management

TEST ENVIRONMENT ion is what we have listed for your

e ade, please contact the system
Budget Prep Acceptance Test (AT) Environment Sacos (ks

Manage System Data snaegla@utah.gov =

This is the acceptance testing environment NOT production. 060 Govemnor's Office

Manage Legislative Data

Manage Benefits

m:: (<]

j&raw' ls \A&b:Shapes' e

Page 30 Sec 1 30436 AL 353.5pt Ln & Col 2 REC TRK ExT ovr GF

2. The search is now filtered by department. You can then filter your search or add
new users.
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A& JUrD - DUUETL FITE - WHIUUWS HILCHNITL CApwUICl - L u

6@: - |g, http:./..f'hudgetprep.at.utah.gnv/hudgeiprepfadm\nUserSearch.actmn?ed\tUser.|d=B.searchStr=&_checkM 3| X Google Pl

File Edit VYiew Favorites Tools Help

o E— - - »
w o Iggl' ] & GOPE - Budget Prep I @& GOPE - BudgetPrep X l l - B8 e - |} page v {F Took ~

My Home Budgets Employee Costs Forms Reports Admin

Quick Links: My Home -> Employee Costs

Administration - Manage User Properties 2011

Search for State Employees

Filter by department: ‘ 060 Governor's Office M
Name Email Agency Security Roles
Edit Jim "The Buddy" jgrover@utah.gov 710 Dept of Community & Culture 3 Delete
Grover (GOPB) 730 Utah Sports Authority

065 Utah Science Technology &

GOPB Analyst
Research Initiative
060 Governor's Office

120 Tax Cemmission

Edit Mike Kjar (GOFB) rkjar@utah.gov 060 Governor's Office Systemn 3 Delete
400 Utah State Board of Education Administrator
Edit Ryan (Big Bruiser) ryant@utah.gov 110 Dept of Technology Services ¥ Delete
Thorstensen 270 Dept of Health
System
050 State Treasurer
Administrator M

You can edit a person’s information by clicking on the corresponding Edit link.
You can then make any modifications needed and click on the Save button.
To Add new user.

a. Enter their name

b. Enter their email address (make sure it is their official utah.gov email
address.)

c. Assign appropriate roles. A user can have more than one role. In most
cases they will only have one role.

d. You may assign by division, group, or unit range. If a user is only
assigned one unit put the same unit in both (i.e. 1110 and 1110 in both
boxes.)

e. When finished, click on the Save button.

ok w
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A UUFD - DUUEEL FIER W WIS CAP

[CSA] A |
G:‘:- i w.atulah tprip /i b Edit. actionFedil et id=BatanchSy =8 ._3 )| x 2l
Flle Edit View Favories Took  Help
w &[5+ @ cors - Buget Prop | 8 oen - Budgetirep x| f - @ e [srRage - @Tok v T
— Add a User -~
Hame:
Ermail Address:
Security Roles: Available Roles:
L] Systern Administration
[ Svstern Data adeministrator
[ cors analyst
[ Legislative analyst
] Department Admimstrator
[ Devartment Analyst
O view oaly
Aveilable Agencies:
Q01 Friser Resroe ~] m
snssined aamncytey, | [IDGHGMGEORG ([T
Froposed Active Agency Assignment:
Current Active Agency Assignanent:
060 Governar's Office
Available Divisions:
1001 GOV GOVERNORS OFFICE (=] m
Assigried Crvisions: [ ||

6. Delete a user by selecting Delete. A warning dialog will appear to make sure you
want to delete the user.

Windows Internet Explorer

=

\ ? ) Deleting this user is permanent. Are you sure you want to delete this user?

L Ok ][ Cancel J

Viewing Reports

UL - UUUKEL FIER -

WILETIEL AR

(ES A )
2=

g\"‘- & tustzh ep— izplay. action e
Elle Edit Vew Favortes Iook Hebp
WS ||~ @ ooes - eudoat Frep

| 8 core - budgatPrep % fi- @ o ieser BTk "

& Budget Prep

My Home L Employee Costs Forms Reports Admin

3 -> Emploves Costs
Quick Links: My Homs ! Required Reports

News and Notices Summary Reports

nt Information
Detail Reports
TEST ENVIRONMENT

ount nformation 15 what we have hsted for your
" R S need to be made, please contact the system
Budget Prep Acceptance Test (AT) Environment PR ESSPAL R

Stale Level Reports

. . . snasglegutah.gov
This is the testing HET

060 Governar's Office
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The Required Reports

1. These are the only reports that are required by GOPB. It is not necessary for the
agency to do any printing of Reports or Forms.

2. These are reports at a department level

3. The reports can be printed PDF or Excel or a new feature Advanced

4. Advanced reporting options allows different line items to be excluded from the
roll-up

T m—

Ele Edt Vew Fgories Took el
WO (e~ GoPn - Dudget Prep @ GoFs - BudgotFrop. % frr B & e GTek e

My Home  Rudgets  Fmployes Costs

‘Quick Links: My Homa -> Empioves Costs

Required Reports

Click the desired format of the report to display:

060 Governor's Office

Title
Departrmant Catagery Budget Rapern
Department Value Difference Categery Report

Cpartmant Ling ftem Value Cifference Category Repert

The Summary Reports
1. Are level requested, ie. select the type of report
2. Organization level
3. Select the Organizational entities, one, all, or a selected few

The Detail Reports
1. Are level requested, ie. select the type of report
2. Organization level
3. Select the Organizational entities, one, all, or a selected few

Submit to GOPB for Review
This function is a Department Administrator’s Roll only

1. Navigate to the Budgets menu item, select BR-Build Budget Request, and BR-
GOPB from the menu items.
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AUUTD - UUUKEL FIER WIS EAR |
G\_“' & tustzh ep— izplay. action e Bl

Elo Edt View Favormes Iook el

W e ge)e @oore-pudgetPrep | @8GOPD - Dudgatfrep far @ W eMer BTk "

& Budget Prep

My Home Budaets Employes Costs  Formrs .

Quick LINKS: 5y ncer REQUEST

WORKING BUDGET IR - B i Excel unt Information

= BR - L

TEST ENVIRONMENT ceount nfermation 15 what we have hsted for your
- s need to be made, pleass contact the system

Budget Prep Acceptance Test (AT) Environme et b

_ _ ) iR - Update My Object /| @ Vie snaeglegutah.gov
This is the acceptance testing environment Ng 060 Governar's Office

GOPE Review

2. From the Budget Request Category screen select the Submit to GOPB for

Review button.
3. You can include a note when you are ready to submit your budget.

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

Include a Note (Optional)

4. NOTE: You are about to submit this budget for GOPB Review. Once submitted
for review, a budget can only be reversed by a system administrator or the GOPB
Analyst.
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5. There will be one more warning until you press OK.

Windows Internet Explorer

\ ? ) You are about to submit this budget to GOPE for review. Once submitted, no changes can be made to the budget until GOPE releases it. Continue?

OK l[ Cancel J
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